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REVIEW AND COMPLIANCE PROCEDURE OF STATEMENT OF ASSETS,

LIABILITIES AND NET WORTH (SALN 2023)

ACTIVITY

Issuance of
Memorandum on
the submission of

SALN

7

Receiving, Collation
and Evaluation of
SALN submission

H L PROCEDURE :{

) Start of Calendar Year (CY)

i e Fe
|
The Human Resource Management Office!

|

|

| (HRMO) thru official communication informs
| University employees to prepare their Statement
of Assets and Liabilities (SALN) and submit the
same to the HRMO on or before January 31 of the

;n current Fiscal Year. Three (3) copies are td be
. submitted. f

itk | S WP CHRRS. 0 St :

The SALN Review and Compliance Committee |
| (RCC) with the HRMO evaluate the completeness |
J and correctness of the submission based on Civil 1
[ Service Commission (CSC) guidelines. The

following details are checked:

Basic Information
Assets, Liabilities and Net Worth
personal Properties
Liabilities

Computation of Net Worth
Financial Connections and Business

O bhEwNR

Interests
Relatives in the Government

Signatures (Declarant and Spouse (if

=

applicable)
9. Certifications (if applicable)

{ y
M, | {10. Paginations

‘{ | 111. Inapplicability if items as “N/A"

ST 12. Duly notarized declaring document as

public document
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Generation of list
of employees who
failed to submit
their SALN

The HRMO with the RCC generates a list of
employees who did not submit their SALN and
forwards to the Office of the President (OP) for

| further action.

Issuance of
Memorandum
from OP to
employees

The OP then issues last call Memorandum to
delinquent employees to submit their SALN
stating among others its legal basis and sanctions

{ and final deadline.
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PROCEDURE
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Preparation of
Transmittal Letter,
List, Report, and
Original Copies

The Human Resource Management Office
(HRMO) prepares the list, report and original
copies of the SALN
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Submission of list \

of employees who

successfully filed
their SALN together
with the original

e/

copies

N

=

Submission of list
of employees who
failed to submit
their SALN

compiling of SALN

and receiving
copies of

Transmittal

Ms. Elvira C. Lubaton
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The Human Resource Management Office
(HRMO) submits the list; report and original
copies of the SALN to the Office of the
Ombudsman in compliance with Section 8 of RA
No. 6713 thru the University records Office with

the following details:

1. Summary of List of Filers (using CSC Form)
5. Certification of Compliance (using csc
Form)

3. Receiving copy ©
Office of the Ombudsman

4. Summary of filers .

The HRMO submit the list of employees who did
not file/failed to file their SALN to the CSC
Regional Office in compliance with CSC MC No. 3,

s.2013.

f transmittal letter to

- o

Eor record purposes, the HRMO compiles all SALN '1

submissions.

End of Process/Procedure
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