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PROVIDSNG GUIDELINES ON THE PAYMENT/DISBURSEMENT *
OF EXTRAORDINAFIY AND MISCELLAENbUS EXPENSES

1.0 RATIONALE

The general rule on the paym ent of exftaordinary gnd miscellaneous 
expenses to governm ent officials entitled to subject privilege under the 
General Appropriations A ct Is that it jsholi be m ade strictly on non- 
com m utab le  or reimbursement basis. Follovv'ing this, co'rrespondlng claim 
for reimbursement o f such expenses 'shall be supported by receipts 
a n d /o r o ther docum ents. !

I '
However, Paragraph 4, Item III, on{ General Audit Principles and 

.Guidelines, of COA Circular No. 89-300, dated 21 Mairph 1989, provides 
that If receipts and other documents pre not available’, the claim for 
extraordinary expenses may be supported "by a certification executed 
by the official concerned that the expenses sought |to be .reirribursed 
have been Incurred for any of the purposes contem plated" under 
pertinent provisions of the General Appropriattons Act. In the case of . 
miscellaneous expenses incurred for an' office: specified under the same 
law, the "certification shall be executed solely by |the head of the 
office."

2.0 OBJECTIVES

This .Order, thus, is issued to j provide '"guidelines gn the 
payment/disbursement of Extraordinary and Miscellarneous bcpenses to 
concerned officials o f'th e  Department for 2002-and .onwards, unless 
amended, pursuant to the provisions o f Section 23 of the ' General 
Provisions of Republic Act No. 9162 or the General Appropriafions Act 
(GAA) for CY 2002 and subsequent GAAs thereafter. This Is also 
Implemented: In consistency with COA fuleji-and regulation's and In 
uniformity with the practices of otfier' agencies I of the National 
Government.

3.0 GUIDELINES

3.1 The extraordinary exp^enses shall be! entitled to the following officials 
and those' of equivalent rank as may be authorized-'by the DBM not 
exceeding:



AfinU'.i M onthly
P 180,000 15,000.00 - for each  D epartm ent Secretary

65.000 5,416.66 for Undersecretary
35.000 2,916.66 for Assistant Secretary .
30.000 ' 2,500.00 for Head of bureau or organization of

equal rank to d bureau and for • 
e a c ti D epartm ent Regional Director

18.000 1,500.00 for Bureau Re.giona|iDirector
13.000 1,083.33 for M uriic ipai Trioi Court, etc.

3.2 In addition, m iscellaneous expenses not .exceeding P50,000 
annually or -P4,l 66.66 m onthly fo r-e a ch  o f the offices under the 
a bove  nam ed officials shall be au|tAonzed.

3.3 The extraordinary and m iscellaneous e>̂’penses shall be paid to 
a bove  officials a t the. end of the| rnontb-.equivplent to 1/12 of the 
annual authorized am oun t for their-positi.Qns. ' Such poyrnent shall 
be supported by a certifica tion  executed  b y ' :the official 
concerned  that the e|(penses;soiJight tq ',^6  been 
incurred for p ffic ia l.purp6seras ''cpn terr]p^ pn-Section 23 of the, 
G eneral Provisions o f the RA No. 911'62.

3.4 To ach ieve  e ffic iency and  econom y, disbursement of extraordinary 
and m iscellaneous expenses rriay -be done through payroll 
conta in ing the list o f DSWD officials entitled to such privilege with 
corresponding am ount sought forjreimbursern’ent.

3.5 The p reced ing  arrangem ents are nd t extend'ed to Officer-ln- 
C harge ,{OIC) o f positions/offices, entitled to Extraordinary and 
M iscellaneous Expenses. They ^re, •however, entitled to ' the 
reimbursement o f the actua l extraordinary and miscellaneous 
expenses incurred prov ided they are sup5porte€l;vby^receipts''and/or 
ofhep-docOmehtsv Provided further thd t-the  designation has been 
pe rfo rm ed/rendered  by the OIC- for a t least ,30 days and the 
am ount being reimburse;d does, not exceed the monthly 
Extraordinary and M iscellaneous Expenses ‘outhorized for the 
position and the o ffice  under tha t officia l.

3.6 Officials occupy ing  Assistant D irector positions ot 
Bureaus/Offices/Services are notl entitled to the extraordinary and 
m iscellaneous expenses.

3.7 For purposes of clarity, extraordinary and miscellaneous expenses 
shall include expenses incurred for the following;

3.7.1 Meetings, seminars and conferences, v/nere only internal 
concerns of a particu la r un it/o ffice  will be tdke'n up and 
pa rtic ipa ted  in by the internal staff;

3.7.2 Official enterta inm ent;
3.7.3 Public relation; '
3.7.4 Educational, a th le tic  qnd cuUurCil activities;



3T7.5 contributions to c iv ic  or chiaritabfe-. jtutro;?s
3.7.6 M em berstiip in governn 'ip iit associatiohs;[ '
3.7.7 Membership in nat-ionai professional I 6f^.®nrzation duly 

a cc re d ite d  by the Professional Regulotion’ Connmission;
3.7.8 Subscription to professional technicol, journals and 

inform ative magazines, library books and materials; •
3.7.9 O ffice equ ipm ent an '^ supplies; and
3.7.10 O ther similar expenses jno t supported by the regular 

b u dg e t a lloca tion . This fexf|)en^e^s;hall|include toll fe^s, 
parking«fe;es, m aals/snaeksiof!|lrivers vf-hen^meetings ore 
n o tin  the o ffice  and o th e rre lq te d  expenses.

3.9 Equipment acqu ired  through this rhode shall, form port of the 
properly o f the O ffice conce rned . Proper do(!um entalion shall 
be m ode and coo rd jna ted  vv'ith -the'Acciounting Division and 
Property Division to fac ilita te  record ina of such acquisition in the 
books o f the Departm ent.

3.10 Expenses falling under Item 3.8 si'iafl in no .cose be charged  
against O b jec t 29 (O ther Services) or. Representation Expense. 
A ccoun t o f the D epartm ent.

3.11 Officials cove red  by this O rder ore enjoined to  ̂carefully program 
their extraordinary and m iscellaneous expenses, to enab le  them 
to m eet the requirements of the iriO ffice.for the w'hole year.

4 . EFFF.CTIVITY

This Order takes effect immediately. .

Quezon City, 01 January 2002

?AZONiJULIANO SOLIMA^^
Secretary


