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SUBJLECT: GUIDELINES IN THE PREPARATION
O ADMINISTRATIVE ISSUANCES

A. PREFATORY STATEMENT:

The Department Secrelary, under Section 7, Chapler 2, Book IV of
Execulive Order No. 292 (Revised Administrative Code of the Philippines), is
empowered, among others, to:

(a) Eslablish the policies and standards for the operation of the Department
pursuant to the approved programs of govermnent;

(b) Promulgate rules and regulalions necessary lo carry out Deparlment
objectives, policies, funclions, plans, programs and projecls; and

(¢) Promulgale administralive issuances necessary for the efficient
administration of the Department and for proper execulion of laws
relative thereto.

T'o rationalize the preparation of different administrative issuances and lo
provide uniform policies and procedures for effeclive coordinalion and
disseminalion of the same, the following guidelines shall be observed.

B. POLICIES:

[. Pursuant o Seclion 7 (4), Chapter 2, Book IV of LE.O. No. 292,
administrative issuances promulgated for efficient administration and
proper execulion of laws shall not prescribe penallies for their violalion,
excepl when expressly authorized by law.

2. Administralive issuances shall be in the form of circulars or orders, and
signed by the Sccrelary, subject to the provisions of DSWD Departiment
Order No. 5, series of 2002, as amended, on the subject, “Delegation of
Signing and Other Vinancial and Administrative Authorities to Central and Field
Offices.”



2.1 Circulars shall reler 1o issuances relating to internal administration, for

observance or compliance by all units of the Department.

2.2 Orders  shall rvefer 1o issuances prescribing  policies, rules and

regulations, and procedures promulgated pursuant to law, applicable
o individuals and organizations within and outside the Department.

3. Lvery circular or order issued pursuant o the preceding, section shall

properly be identified as such and chronologically numbered. Fach class
of issuance shall begin with number 1 for cach calendar year.

4. The Records Seclion under the General Administrative Division shall keep
and preserve records, in chronological order, of all administralive
issuances ol the Department. Whenever an administrative issuance is in
issue, the dale and time in the official records of the Records Section shall
be controlling. Such records shall be open to the public for inspection.
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All administralive issuances of a general or permanent character shall be

compiled, indexed and published pursuant o this Circular and the
provisions of L.Q). No. 292.

C. CLASSIHICATIONS:

Administrative issuances shall be classified according o their area of
concern, purpose or objeclive, the features to be defined as follows:

1. Memorandum Circular - lays oul policies and standards for the efficient
administration of the Department.

1.2.

Comprises only of administralive maltlers which the Secrelary or
his/her authorized representative desires o bring to the allention
of officials and employees, for information and compliance;

Issued by the Secretary or his/her authorized represenlalive
relalive o parlicular aspecls of  Department operalions in
pursuance of his/her duly as administralive head;



1.4.

1.5.

Generally, of Department-wide application, although it may cover
administrative mallers (excluding disciplinary aclions) that concern
only a particular cluster (OCBG, GASSG or PPG) or office;

Merely internal Lo the DSEWD; and

Numbered by year sevies,

2. Administrative Order - presciibes policies, rules and regulations in carrying,
out the Department’s mandates, and designed o supplement provisions of
the law or Lo provide means tor carrying, them out, including information
relaling, therelo.

2.1
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Covers  the implementing  rules  and  regulations  (IRRs)  of
Department mandates and related laws which the DSWD is lasked
lo implement;

Of general application and covers units/offices and individuals
wilhin and oulside the DSWI;

Permanent in nature; and

Numbered by year seties.

3. DI - oives instruclions Lo parlicular officials and employees on
specitic matters.
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3.3.

Directed to particular officials or employees;

Of limited application and covers specific malters, including,
assipnments, detail and  transfer of  personnel, altendance to
raining, and aniliSENRISERNNE ]

Numbered by year senies,

4. Inter Office Communications -- formal exchange of communication belween
and among officials/cmployees of the Department.

4.1.
4.2.
4.3.

Comprises communication/ transmitlal within the DSWD;
Records shall be kept by concerned offices/ personnel; and
Not numbered by year series.

The Records bection, in coordination with the Legal Service, shall provide
such assistance as may be necessary 1o effect general adherence to he foregoing,




classification of issuances, including the conduct of studies for developing sub-
classifications and guidelines to meet the peculiar needs of the Department.

D. PROCEDURLES

All units al the Central and Field Offices may idenlify policy issues and
operalional or programmalic concerns which need to be  addressed
throdgh the promulgation of an administrative issuance.

The Execulive Commillee (EXECOM), as the highest policy-making body
of the Department, shall serve as the final venue for Lthe discussion of
proposed administrative issuances, particularly Memorandum Circulars
and Administrative Orders, which are perinanent in character and of
Department-wide and general application.  Before elevation to the
EXECOM, such issuances must have passed through:

2.1 Cluster Meelings (OCBG, GASSG or PPG) and Field Offices, for
consultation and coordinatlion purposes; and

2.2 Management Commiltee (MANCOM), which is the lechnical forum
and recommendatory body o the EXECOM.

All administralive issuances should conlain the following:

3.1 Issuance Number and series

3.2 lille/Subject Malter

3.3 Ralionale and/or Objeclives

3.4  Legal Dasis

3.5  Coverage/Scope

3.0 Definition of Terms (whenever applicable)
3.7 Policy and/or Operational Guidelines
3.8  Implementing Mechanism

3.9  Repealing Clause

3.10  Transitory Provision (il applicable)
311 Lffectivily Clause



The place and dale of issue must be slated in the last paragraph of
all administrative

issuances. ‘The parlicular offices/personnel which
should be given copics of The issuance shall likewise be specified.

L. EFFECTIVITY

This order shall take effect immediately.

Issucd in Quezon Cily, this 15" day of April 2003.
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