Republic of the Philippines
Pepartment of Education

REGION 111
SCHOOLS DIVISION OFFICE OF BATAAN

DIVISION MEMORANDUM MAY 16 2025
Ne. 194 , s. 2025

AMENDMENT TO COMMUNICATION EXPENSES FOR DEPED OFFICIALS
AND EMPLOYEES

To:  Assistant Schools Division Superintendent
Chief Education Supervisors
Education Program Supervisors
Public Schools District Supervisors
Public Elementary and Secondary School Principals
All Others Concerned

1. This Offi ce informs all concerned personne! regarding DepEd Order No 014, S.

ISSUECI to amend the a!lowable maximum monthly commumcatlon expenses for
DepEd officials and employees as stipulated in DepEd Order No. 017, s. 2019
Guidelines on the Provision and Use of Official Mobile Phones, Prepaid Lines,
and Prepaid Load).

2. Attached is the DepEd Order No. 014, s. 2025 for reference and further
information.

3. Wide dissemination of and compliance to this Memorandum are enjoined.

CAROLINA S. VIOLETA, EdD, CESO V
Schools Division Superintendent
Encl.: As stated
References: As stated
To be included in the Perpetual Index
under the following subjects:
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Bepublic ni tljz Philippines
Bepartment of Education

MAY 0 8 2025
DepEd ORDER
No.0f 4,s 2025

AMENDMENT TO DEPED ORDER NO. 017, s. 2019
(Guidelines on the Provision and Use of Official Mobile Phones,
Postpaid Lines and Prepaid Loacds)

AS AMENDED BY DEPED ORDER 002, s. 2023

To: Undersecretaries
Assistant Secretaries
Bureau and Service Directors
Regional Directors
Scheols Division Superintendents
Public Elementary and Secondary School Heads
All Others Concerned

Effective communication is a cornerstone for delivering quality education and
ensuring the smooth execution of the Department of Education’s (DepEd} mandates,
functions, and responsibilities. With the growing reliance on digital and
telecommunication tools in its operations, the Department acknowledges the continuous
need to provide postpaid lines and prepaid loads to its personnel, enabling them to
perform their duties efficiently.

2 Relative to the issuance of the Department of Budget and Management (DBM)
Budget Circular No. 2024-21, this DepEd Order (DO} is issued to amend the allowable
maximum monthly communication expenses for DepEd officials and employees as
stipulated in DO 017, s. 2019 (Guidelines on the Provision and Use of Official Mobile
Phones, Prepaid Lines, and Prepaid Loads) to be aligned with the guidelines for payment
of communication expernses ol cértain government personnel as preseribed in the budget
circular.

3. The provisions in Section IV. Items 3 and 4 and Section V.B. of DO 017, s.
2019, shall be amended as follows:

IV. Guidelines

3.a. The authorized/eligible recipients and their maximum monthly
provision for the postpaid line and prepaid ioad are as follows:

! Guidelines on the Payment of Communication Expenses of Certain Gavernment Personnel, dated Auguast 2, 2024

Designation _[ New Monthly Ceiling
Central Office
'Secretary 7 P8,000.00 |
Undersecretary - ~ P5,000.00 |
Assistant Secretary ~P5,000.00 |
Director IV e " p3,000.00 |
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Dircctor I F2,500.00

isactor 11 /Offiee of the Becsetaey) $2,500.00
Attorney V $2,000.00
Division Chief N s P2,000.00
Assistant Divisiont Chief P1,000.00
*Staff of the Office of the P1,500.00
Secretary-Proper
*Staff of the Office of tlie P1,500.00
Unidefsecretary
*S3taff of the Office of the ’ P1,500.00
Assistant Secretary
*Staff of the Office of the P1,000.00
Director

] Regional Office {RO)
‘Regiotial Director »3,000.00
Assistant Regional Director P2,500.00
Division Chief ' P’2,000.0EL
Assistant Division Chief ] P1,600.00
Education Program Supervisor | e e e . P300.00
*Other Staff of the RO P1,500.00
authorized by the Regional
Director

Schools Division Qffice (SDO)

Schools Division Saperintendent »2,500.,00
Assistant Schools Division . P2,000:00
Buperiitendent ‘ -
Division Chief P2;000.00
Education Program Supervisor ’ P500.00
Piibli¢ S8R6618 Digkiet P500.00
Bupérvisor
‘Séhesl Héads/Prinéipal .., . P1,000.00
Assistant School Principals P200.00

managing Senior High Schools in
Integrated Secondary Schools
¥Other Staff of the SDO P1,500.00
authorized by the Schools :

Division Siifiérifitéfident
* Allowable communication expenses shall be ullocated for the entire affice and
Shall not be bonstrued &s individual entitleffienits.

8.h. Any personnel occupying positions in this Department with
Salary Grade 24 and higher, who are not explicitly mentioned in this
DO but are eligible under the provisions of DBM Budget Circular 2024
2, Section 5,0, shall be entitled to communication expenses.

4, Eligible officials and employees to receive communicaiion
expenses shall register one mobile number to the Administrative
Service/Section/Unit, which will Be considered as their official
number. Only one mobile number shall be allowed for the purpose of
reimbursement, regardless of whether the ceiling has been fully
consumed or not.



¥. Procedures
8. Payment of Postpaid Line and Prepaid Load Provision
1. The paymeht 6 rélfibiitscisut of conititinication expénses sHall

be based on the number of days of actual work performance in a
figHith, &8 fellews!

Tatal Ninbier of Days mm Exp
of Actual Work Performance Co ;mi cfﬁ;? th cnses
in 8 Moznth** or the Mox
L5 25% of the manthly
communication expense
st 11 g 50% of the monthly
o commumication expense
= - 75% of the monthly
12 to 16 communication expense
100% of the monthly
17 and more communication expense

** Please refer to Ttems 6.6 and 6.7 of the DB Budget Circular 2024-2 for fhe
list of instances that shall or shall not be constriied as actual work performance:

2. Authorized officials and employees on official foreign travel may
request, réimbursement for communication expenses exceeding the
allowable rate, based on actunl costs incurred from the date of
departure from the Philippines until the date of return.
Reimbursement shall be subject to the submission of reguired
supporting documents and only apply to expenses incurred while
performing official duties. Furthermoxe, the total reimbursable
amount shall not exceed 100% of the prescribed communication
expense rate; regardless of the travel's duration or frequency.

3. Officials/employees authorized for communication expenses who
are aiso engaged in a project funded by the Phiiippine government
shall not he entitled to reimbursement for communication expenses
charged against the funds allacated for the project. Furthermore, for
projects financed by foreign and/or development parthers; officials
and, employees may opt to claim reimbursement either from the
Department’s available funds or the project's allocated funds.
However, reimbursement from both funding sources shall not he
permitted.

4. Personnel designated as Officer-in-Charge {OIC) or in an acting
SHpHGIty for 4 positigi eligikle foF coiimubication expenses shHyu
observe the following guidelines:

Total Number of Days
Designated as OIC orin an EHgibility
Acting Capacity
Not entitled to ::ﬂeur the
monthly communication
15 calendar days or less expense for the position that

he/she is designated to
Eptitied to the maximum

16 calendar days or more monthly co unication




I

expense for the position that
he/she is designated to {or
‘whichever is higher), subject to
actinal Work pérfoffiniiés

5, Persotiniel designated A% OIC oF ih A ALY SAPASIEY foT positicns
in internally created organizational units that are not authorized by
the DBM #iid afé dofisidaréd 44 K6 arrangetictieg §hall ot hg Eititled
to communication expense reimbhuarsement.

6. Documentary requirements:

a. Pursuant to Commission on Andit Clrenlar No. 2012-0012 and
DBM Budget CGircular 2024-2; the following requirements must
be complied with for processing of claims for postpaid lines and
prepa:d loads:
Statement of Account {SOA}/Bill;

¢ Invoice/Official Receipt or machine-validated statement of
account;

¢ A Certification that indicates the actual number of days of
wotlk performance in a month and affirms that the
communication expenses incurred were official in nature
and mnecessary for the performiance of duties and
respounsibilities; and

» A dulysigned daily tirie record, except however for officials
not required for blometrics.

b. For reimbursement of communication expenses incurred
during official local and foreign travel, a Certificate of Travel
Completed must be attached.

c. For authorized officials/employees engaged in projects, a
certification issued by the Department prior to the start of the
project shall be submitted indicating that communication
expenses incurred are charged under the agency’s availahle
funds or funds allotted for the project,

d. As a mode of verification, additional documents may be
required from the claimant by the Personnel or Accounting
Division/Unit/Section to prove the anthenticity of the claim.

7, Relmbursement Processing:

a. Upon teceipt of the SOA and/or completion of the necessary
réqiiiréinents, thé <&laimait Shall prépare the Obligatios
Request and Status (ORS) and the Disbursement Voucher and
tPangmit (e €6 thé Finaindé Service /Division / Sestion.

b. The Budget Division/Section/Unit shall process and record the
ORS in the Registry of Aliotment atid Obligationy dnd

c. The Accounting Division/Section/Unit shall process the
payment and ensure that the reimbursement follows the
allowable percentage of the monthly communication expense
based on the total number of actusl worle performances in a
month.

M ek U e e et e

f] I’rexﬁb‘i;gl the Reyised Guidelines and Documentary Requirements for Commeon Government Transactions dated
unel4, 2012




4. Furthermore, in compliance with the DBM Budget Circular 2024-2, Item 3.3, this
DO is issued to emphasize that all communication expenses shall be incurred with
utmost judiciousness and prudence to ensure the efficient use of government funds. All
employees and officials must avoid duplication of similar or related expenses,
ensuring that expenditures are necessary, reasonable, and aligned with the
Depattmenf's objectives, and strictly adhere to existing budgeting, accouiting, and
auditing laws, rules, and regulations.

5. All other provisions of DO 002, s. 2023, 004, s. 2020, and 017, s. 2019 shall
remiain in effect.

6. All Orders and other related issuances, rules, regulations, and provisions that are
inconsistent with this Order are repealed, rescinded, or modified accordingly.

T This Order shall take effect immediately upon its approval, issuance, and
publication on the DepEd website. A certified true copy of this Order shall be registered
with the Office of the National Administrative Register (ONAR) at the University of the
Philippines Law Center (UP LC), UP Diliman, Quezon City.

8. For more information, please contact the Office of the Undersecretary for
Finance, 2nd Floor, Rizal Building, Department of Education Central Office, DepEd
Complex, Meralco Avenue, Pasig City through email at usec.financebpm@deped.gov.ph
or at telephone number (02) 8633-9432.

9. Immediate dissemination of and strict compliance with this Order is directed.

BY AUTHORITY OF THE SECRETARY:

ATTY. FAT {r 5. m'rom;
Undersecretary and Ghief of Staff

o4

References:
DepEd Order (Nos. 002, s. 2023; 004, s. 2020; and 017, s. 2019)
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