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SUBJECT: AMENDMENT TO MEMORANDUM CIRCULAR 07 SERIES 2004 TO 
INCORPORATE BUDGET CIRCULAR NO. 2 0 0 4 -4  DATED MARCH 22, 2004 

ISSUED BY THE DEPARTMENT OF BUDGET AND MANAGEMENT

Presidential Administrative Order (A.O.) No. 70 Series 2003 signed by President Gloria 
Macapagal-Arroyo has a transitory provision stating; “All incumbent internal auditors and those 
performing internal audit fianctions per AO 278, s. of 1992 shall continue to perform internal 
audit functions . , . A.O. 278 (signed by President Corazon C. Aquino) is an addendum to 
A.O. 119 (also signed by Pres. Aquino in 1989) whereby more details were given, including on 
the said functions/activities. To officially put these A.O.’s into effect, as mandated by A.O. 119, 
the Department o f Budget and Management (DBM) was tasked to “promulgate the proper and 
appropriate rules, regulations or circulars . . On March 22, 2004, the DBM came up with its 
corresponding Budget Circular No. 2004 -  4. Hence, DSWD Memorandum Circular 07 series 
2004 has to be amended to conform to said DBM Circular as follows:

A. The legal framework is hereby amended to include, as the last paragraph, the following: “The 
Department o f Budget and Management’s (DBM) Circular No. 2004 - 4 dated March 22, 
2004, with the subject: GUIDELINES ON THE ORGANIZATION AND STAFFING OF 
INTERNAL AUDITING UNITS (lAUs) is among the legal bases o f this Memorandum 
Circular.”

B. Section IV, Paragraph C, captioned “Functions” is hereby amended, in conformance to DBM 
Circular No, 2004 - 4 to read as follows:

“C. Functions

The IAS shall perform staff functions with primary responsibilities encompassing the 
examination and evaluation of the adequacy and effectiveness of internal control within the 
Department. Its functions include the following:

1. Appraisal of procedures and related matters, including expressing an opinion as to the 
efficiency or adequacy of existing procedures; and appraising personnel efficiency.

2. Ensure the adequacy on internal control systems for safeguarding the assets and resources 
of the Department;

3. Provide the management with advice and suggest options/alternatives in making sound 
programmatic, operational and financial decisions, particularly on the management of 
assets, liabilities and risks;



4. Ascertain the reliability and integrity of programmatic, operational and financial 
information, as well as the means used to identify, measure, classify and report such 
information;

5. Review the extent of compliance with laws, government regulations, management 
policies and guidelines, as well as the statutory and regulatory requirements of the COA, 
the Department of Budget and Management (DBM) and other offices;

6. Ascertain the extent to which the assets and other resources of the Department are 
accounted for and safeguarded from losses of all kinds;

7. Functions of a protective nature, such as prevention and detection of fraud or dishonesty; 
review of cases involving misuse of agency property; and checking o f transactions with 
outside parties;

8. Review and evaluate the soundness, accuracy and application of accounting, financial, 
and other operating controls, and promoting the most effective control at reasonable cost;

9. Review operations or programs to ascertain whether results are consistent with 
established objectives and goals and whether the operations or programs are being carried 
out as planned;

10. Conduct study on the management of current and fixed assets to promote efficiency and 
economy, as well as to ensure that Department assets are sufficiently covered with 
security against losses and that contingent liabilities are pro-actively considered,

11. Assist the management in the review /development/updating of administrative 
arrangements, structures, operational and management systems;

12. Undertake studies/audit on special concerns and perform related tasks/special 
assignments as may be assigned by the Secretary;

13. Determine the effectiveness and adequacy o f security and management controls over 
information systems and databases; as well as their integrity;

14. Miscellaneous services, including special investigations and assistance to outside contacts 
such as the COA.

15. Perform such other functions as may be provided by law.

The IAS, consistent with section 2 o f A.O. No. 70, series 2003, shall perform its 
functions with proficiency and due professional care, in accordance with International 
Standards for the Professional Practice o f Internal Auditing.”

C. Section III is hereby amended to read as follows:

“III. INSTITUTIONAL ARRANGEMENTS

The IAS shall be an independent appraisal unit in the Department. To achieve such, it 
shall be under the direct administrative control and supervision of the Office of the 
Secretary. It shall have two divisions :

Financial Audit Division -  shall cover the audit of income, collections, deposit, 
expenditures, accounts, assets, properties and other financial activities. Its 
objectives are to determine whether financial operations are properly conducted; 
whether financial reports are presented fairly; and whether the generally-accepted 
accounting principles are duly adhered to.

Operations Audit Division - shall cover all other areas of operations other than 
financial and accounting. Its objectives are to ascertain the economy, efficiency, 
and effectiveness with which activities are being undertaken and whether targets 
and objectives are being achieved.



The personnel complement of IAS shall depend upon the volume of transactions and 
complexity o f operations. They shall initially come from existing vacant positions and /or 
parallel positions o f incumbents which shall be converted to accommodate its 
creation/strengthening as per Sec. 4 of A.O. No. 70, series 2003.

As soon as practicable, appropriate steps shall be undertaken to provide the IAS with 
the needed manpower complement as follows:

1 -  Director HI (SG-27)
2 -  Internal Auditor V (SG-24)
2 -  Internal Auditor IV (SG-22)
2 -  Internal Auditor III (SO-18)
2 -  Internal Auditor E (SG-15)
2 -  Internal Auditor (SG-11)
2 -  Internal Auditing Asst.(SG-8 )
1 -  Secretary II (SG-8 )
1 -  Data Entry Mach.Optr (SG-7 )

The IAS shall maintain its presence at the Field Offices through the Management and 
Audit Analysts (MAAs) therein, who shall be under its technical supervision. 
Administrative supervision of the MAAs, however, shall remain with the Regional 
Director. This means that the IAS shall supervise the MAAs’ work-related activities, e.g. 
workprograms, audit programs, performance contracts and appraisal. However, the 
Regional Directors shall administratively supervise their respective MAAs in terms of 
maintenance and support services per CSC rules, including salary 
administration/personnel benefits, attendance to official meetings, travel orders, sanctions 
in case o f violation of CSC rules, among others. Toward this end, a coordination 
mechanism between the IAS Director and the Regional Directors shall be established, 
with the assistance of the Undersecretary in charge o f the OCBG.

In case of special audits, identified field auditors/MAAs may be pulled out by the IAS 
from their respective posts to be part of a bigger audit team.”

This order takes effect immediately. Memorandum Circular No. 07, series 2004 is hereby 
amended accordingly.

Issued in Quezon City this day o f April 2004.

................................................ /^ ^ R A Z O N JIJL IA N O -S O L IM A N
A  C E E T i ^ i i j  C O P Y :  i ^  Secretary, DSWD ')6

\
B I ^ A T O  F .  G I L E R A  

‘COids Oi'iicer i i i



ajid  M a F i a g e m e i i t
no street. SanlMiaupl. Manila

G I R C U L A R No. 200A -  4

March 22, 2004

TO

S U B J^C T i

HEAbs OF DEPARTMENTS, BUREAUS, OFFICES, 
and! a g e n c ie s  o f  t h e  n a t io n a l  GOVERNMENT; 
STATE H UNIVERSITIES AND COLLEGES (SUCs); 

ERn HiENTtOWNED AND/OR -CONTROLLED 
ipdRATIONS (GOCCs); GOVERNMENT 

JGIAL 'INSTITUTIONS (GFIs); CHIEF 
iflV ES  OF LOCAL GOVERNMENT UNITS

Is); AND ALL OTHERS CONCERNED
! '

GUIDELINES ON THE ORGANIZATION AND 
St 4rf;NG OF [INTERNAL AUDITING UNITS (lAUs)

1.0 Back^fibiji,^d

UrideF RetjilJblic A t t  (RA) l^o. ^4 55  ( I r te rn a l A u d itin g  Act o f  1962), as am endeo 
by R A j Ho. 4177 , the re ; shall be ;re a te d , o rgan ized  and opera ted  in ail

A u d it Service (IA S ) w h ich  shall assist 
and e ffe c tive  fiscal a d m in is tra tio n  and 
fu nc tion s . I t  shall be u nde r the  d irec t

......__________ ______________________ o f th e  head a n d /o r ass is tan t head o f the
agency l o rgan ized  as an ih d e pe n d en ti s ta ff u n it to  p e rfo rm  s ta ff func tions and to 
institu ,tpa rjid  co n d u c t a p ro g ra m  o f in fe rn a l a u d it fo r the  agency. The ch ie f o f the  
. u.i i,, rank a,lnd s a ia r /  e q u iva le n t to  th e  th ird  rank ing  o ffic ia l o f the

i j j i i i l  ijepSrt d ire c tlv lto  thd  head o r ass is tan t head o f the  agency.

governrtnent agencies an Iip ternal 
m a n a g em e n t to ; ach ievd  e ffic ie n t 
perforn|ianice o f  lagency !affairs and 
a d m in ik ra t iv e  supen/is ion j and co n tro

...assscH fa

■''ecu ive lB ra n ch
IV ] C hap te r i.  Part V o f  P residentia l Decree No. l  

o f the  N a tiona l G o ve rn m e n t), the  IAS and 
n| in b e p a rtm e n ts  w e re  m erged in to  a M anagem ent 
cibi ahd M a n a g em e nt Service. T h u s , d iffe re n t levels o f 
n'aivt^t riaq«;p?; o f no?;itinn5 w e re  crea ted  fo r  th e  purpose

/X.



ro peqjo.fm laj)' inn 
w o rk  rtie thciiis 'la i 
fo r sa fje^ua fd irig  
need to  be corre'c

a0Bgemje;rlp 'systernS re  
i|id' Drocedi resifrev iaw ), 

'rnqneyjanci p ro p e rty  tc 
cted.

^iew ( to  inc lude  s ta ffin g , m a npow er, and 
and b ) rev iew  o f  in te rn a l co n tro l system s
ascert£ in w eakness and de fic ienc ies tha t

Under Section  2| A rtic le  IX -D  o f the  1987 Ph ilipp ine  C o n s titu tio n , the  Com m ission 
on A u d it (C O A )im a y  adop t such m easures, inc lud ing  te m p o ra ry  o r special p re ­
aud it, as a re  necessary arid a p p ro p ria te  to  co rre c t the  d e fic ienc ies  if the in te rna l 
co n tro l system  o f  th e  a ud ited  agenpies Is inadequa te .

On M 'arrh |29,: :I9 8 9 ' A d m in is tra tive  O rd e r (A O ) No. 119 was Issued, m anda ting  
go verin m e n t eriititjeis to. s re n g th e r j Its In terna) co n tro l system s a n d /o r organize  
systehiis anO flpK ced  p ,  th a t:e f fe c t  in  co o rd in a tio n  w ith  th e  D e p a rtm e n t o f 
B u d g p tfa n jj l l^ a la  (D BM ).

COA'j;
Auditii:ir
Intei|riiil'4c 
add if it  r 
to rri^i  ̂
depdrtjm^rit

AO No. 278 wd

to  in s titu te  the  G o ve rn m e n t A ccounting  and 
33, N/olums I I I  o f  th e  GAAM sta tes th a t the 

o f the' in te rn a l co n tro l system  o f  an agency. In 
jproy|djss: tJnat the re sp o n s ib ility  o f  th e  agency head 

;in |em a} co h tro l m ay be de lega ted  to  an in te rn a l a ud it

q'n April 2 ^ , 1|992 to  d rov ide  th a t all heads o f g o ve rn m e n t 
LGUs, shall o rgan ize  th e  IAS in th e iro ffices, agericips,|GOCCs;, inc lud ing  G|FIs and

respective  offipeis, w h ich  shall be an in tegra lj p a rt o f  the  o ffic e /o rg a n iz a tio n  and 
shall assist tjhe' In s titu tio n  m a n a g e m e n t |in the  e ffe c tive  d ischarge  o f its 
respons ib ilities  inso fa r as th e  sam e w o u ld  n o t encroach on o r be adversa ria l w ith  
those  o f  th e  a:uditors o f th e  COA.'

On April: 14, '20|03, AO :No. 70 Was issued m a n d a ting  all heads o f  g o ve rn m e n t 
3Cs; G FIs,iSUC s and LGUs to  im m e d ia te ly  o rg a n ize  an IAS in the ir 
Tices, w h ich  shall fu n c tio n  | in accordance  w ith  the  po lic ies 

proviis’ions o f No, 3456 , as am ended by RA No. 4177

Oj No; 70 j p ro v id e s , am ong o th e rs : a ) th a t th e  p resen t 
■e 4 o | l  pe rsonhe i com ip jem ent o f agencies shall be review ed 

fth e  ::exlS|b^ va ca n t a n d /o r  para lle l p o s itio n s  o f 
'g e jn cy i’ is h a llj,  be ico n ve rte d  as necessary fo r the 
‘ f' t[jie:;iA 'S,|:b^ tha tj all in cu m b e n t In te rn a l A u d ito rs  and 

Jal |aud ic ifu n c tio n s  junder AO No, 278 shall co n tin u e  to  
| in (k lo n |, :a n d , c) th a t th e ir  pos itions  shall be c lassified  to  
ms.'

agencies, GO 
respec tive  o 
e s ta b lis lie d :b i'



2.0 Pulriio l̂e

l i l f l l®  P ^ v ld e  g u id e l in e s  on tt ie  o rg a n iza tio n  and
fs n p ls tv iit w ith  cHe fo reao lnb  issuanrp'^.1^;

3 .0  i^oiy^rajgiei

ThfsiC irlc iji':
G d c C s J c F  
e n tit ie s /a n d

4.0 Policy Guidelines

^.1  On thfe O rg a n iza tio n  and! S ta ffing  o f An lAU

sM^I(^:;dpc|ly to  a l[ na tiona l g b ve rn m e n t agencies (N G As), SUCs,
; arjid LGUs^ w h ich  sha I h e re in a fte r be re fe rre d  to  as g o ve rn m e n t 
;o|a)l p os itions  p e rfo rm in g  interjnal a u d it fu nc tion s .

4.1.]. The orc ian iza tioo  and s ta ffing  o f an lA U  shall cons ide r the 
fjo llow ing In terna l! a u d it func tions:

4 i. il.1 .1 A p p ra s a l o f  p rocedures and re la ted  m a tte rs , inc lud ing 
e xp ress ing  an op in ion  as to  th e  e ffic ie n cy  o r  adequacy
cif ,i e> 

? ^ c le
Istlhg procedures; and a p p ra is in g  personnel 
icv ;'

atio'n and ^nalysls o f financial and o pera tions
:qa ta ;t:)|akerta ln  
'syste'ns generate 
accurate and valic

f  a tte n d a n t m a n a g e m e n t in fo rm a tio n  
da ta  o r  re p o rts  th a t a re  com p le te ,

Activltlies 
>2 d 
poll

verify ing  
e te rm in  
cles are

th e  e x te n t o f  co m p lian ce . Th is  may 
hg th a t a cco u n tin g  p rocedures  o r 
be ing fo llo w e d ; o p e ra tin g  p rocedures 
Derly Im p le m en te d ; g o ve rn m e n ta l 
be ing com p lied  w ith ; pe rfo rm ance  

ta rg e ts  a re  be ing ach ieved ; and o th e r con trac tua l 
o b lig a tio n s  a re  being m et.

in vo lv  
o th e r 
a re  jbelrjtg pro 
re g u la tio n s  are

4.1,1.4 F unctions o f  a p ro te c tive  n a tu re , such as p reven tion  
and d e te c tio n  o f 'fraud o r d ish o n e s ty ; re v ie w  o f cases 
involvling m isuse o f agency p ro p e rty ; and checl<ing o f 
tra n sa c tio n s  w ith  ou ts ide  parties.

M isce 
a'rid a

lanepus services, inc lu d in g  specia l in ve s tig a tio ns  
ssistance to  o u ts id e  co n tac ts  such as th e  COA.

M c jK  the fo jregoihg fu n tt io n s , in te rn a l a u d its  o f  g o ve rn m e n t 
£l|kl sh a 'lico fjis is t Of o p e ta tlo n s  a u d it and financ ia l a ud it. The



ijiofilithe feffectivenesfe and a d eq u a cy  o f se cu rity  and
ife r it ro ls  over In fo r

3re deem ed
n a tio n  sys tem s and databases 

p a rt o f  o p e ra tio n s  a u d it and

4 [ r . |  WIBMetMmfeW' e d tltv  tn'av oraan ize  and s ta f f  Its lA U  as fo llow s: 

[^GAS,; GOCCsl and GFIs

(feovefn^ent 
 ̂ Entity___

Oifganizaiional Structure and Head o f
the lAU

D e p a rtm e n t level The lAU  ,in a d e p a rtm e n t shall be an 
In te rn a l A u d it Sen/ice. For d e p a rtm e n t level 
e n tities , the  in te rn a l a u d it o rg a n iza tio n  shall 
depend oq th e  su b d iv is io n  o f the  e n tity 's  
su p po rt s t|^ ff un its . T h e  lA U  head shall be 
classified  sam e as th ose  o f th e  heads o f the 
e n tity 's  s iip p o rt s ta ff  un its . The  lA U  shall 
have up Ito  tw o  d iv is io n s  on opera tions 
a u d it a n d if]n a n c ia l a u d it. Each d iv is ion  shall 
be beaded by an In te rn a l A u d ito r V, SG-2^.

ent);! ,suc  ̂
q d u n d l l i  

Cf(3m;tti(s^fons anpl 
whose! 

■n ■ cu t 
across several 
o ffices  Dr even 
.departm ents.
B ureau
e n tity

level

The  lA U  m ay be a b ra n ch , d e p a rtm e n t or 
o ffi|:e , depe n d in g  on  th e  subd iv is ion  o f the 
ent|ity's su p p o rt s ta f f  un its . I ts  head shall be 
classified sam e as th o se  o f  th e  heads o f the 
e n tity 's  su p p o rt s ta f f  un its . T h e  lA U  shall 
have twd) d iv is io ns  on o p e ra tio n s  a u d it and 
financ ia l i a u d it. Each d iv is ion  shall be 
leaded  by an In te rn a l A u d ito r V, SG-24.

The lAli) shall be an In te rn a l A u d it D ivision 
to  be hpaded by an In te rn a l A u d ito r V, SG- 
24,

4 .1 .3 .2  -GUS!

LGU Orgahizational Structure and Head of 
thelAU

l l f t & k
d a l;
Imei^

j_ _̂__I-----

T he  lAU  in a p ro v in c ia l g o ve rn m e n t m ay be 
 ̂ d e p a rtm e n t to  be headed by a Provincial 

g o v e rn m e n t D e p a rtm e n t Head, SG-26, I t  
!may t^iave tw o  u n its /q ro u p s  on opera tions



j m e fr lm e n t

S ^ 'e d a J lC /^

H ig h ly  U rban ized  
IC /fy

C o m p o n e rit C ity

Ordanizaltional Structure and Head of 
' ' ’ thelAU
a u d it and hnancia i aud it. The  head o f each 
g ro u p  shalS be c lassified  in acco^d^nce w ith  
Local B udge t C ircu la r (LBC) No. 53 dated 
S ep tem ber 1, 1993._________________________

THe lA U
d e p a rtm e r
G overnrne

in a specia l c ity  m ay be a 
t  to  be headed by a C ity 
I t  D e p a rtm e n t Head I I I ,  SG-27.

T he  lAU  iri a h ig h ly  u rbanized c ity  m ay be a 
d e p a rtm e n t to  be headed by a City 
G o ve rn m e n t D e p a rtm e n t Head I I ,  SG-26

T h e  lA U  In a co m p o n e n t c ity  m ay be a 
d e p a rtm e n t to  be headed by a C ity 
G overnm ein t D e p a rtm e n t Head I, SG-25.

The
tw o

shal

lA U
u n its /

h a c ity  g o ve rn m e n t m ay have 
g ro u ps  on o p e ra tion s  a u d it and

financ ia l a u d it. T h e  head o f  each g ro u p
be c

No, S3.
Jassified in accordance  w ith  LBC

M th in  I 
Manila'.

o u ts id e
M an ila

le t rd T lhe  lAU i 
M ^ r o  Ma 
headed

M e tro

n a m un ic ipa l g o v e rn m e n t w ith in  
n ila  m ay be a d e p a rtm e n t to  be 
by a M un ic ipa l G ove rnm en t

D ^p a rtm e n t Head I I ,  SG-25.

The lA U  in a m un ic ipa l g o v e rn m e n t ou ts ide  
M e tro  M anila  m ay be a d e p a rtm e n t to  be 
headed I by a M un ic ipa l G o ve rn m e n t 
D e p a rtm e n t Head I, SG-24.

T h q  lAU n a m un ic ipa l g o ve rn m e n t, w ith in  
o r  .putalae M«iPO M anila , m ay ftvQ 
u n i^ /g ro u p s  gn o p e ra tio n s  a u d it and 
financ ia l a u d it, T he  head o f each g ro u p  
shall be :la ss ifled  In accordance  w ith  LBC 
No.' 53. i ___________



4.1.3.3: SUCs!

Organizational Structure and Head of 
the lAU

'he lA U  In a Level I o r I I  SUC shall be a 
s ta ff  u n d e r th e  O ffice  o f  th e  SUC President 

headed by an In te rn a l A u d ito r I I I ,

Level; ih A  su e  
Lever l i lB  SUC 
'Level ly  SUC

T h e  i ;  
shall b 
by an

U In a Level I I IA ,  I I IB  o r  IV  SUC 
3 an In te rn a l A u d it D iv is io n  headed 
n te rn a l A u d ito r V, SG-24.

4 .1 .4  G o ve rn rh e n t e n titie s  shall d e te rm in e  th e  a d e q u a te  s ta ffin g  fo r 
th e ir  I a I is .

H . i ;5 i  iT 
t
1

4.2

le  In te 'rna l A u d ito r posltiojns and th e  p o s itio n s  to  ass is t them  
' Isourcec th ro u g h  ttjie re d e p lo y m e n t and  re a llo ca tio n  o f 

k lo n s  from  w ith in  th e  g o v e rn m e n t e n tity  a n d /o r  th ro u gh  
sifer and conve rs ion  o f  va ca n t pos itions .

:lbn'/RealiQcatl6n o f  Positions to  th e  In te rn a l A ud iting

ay be 
led IpQ 
e

M ^ ip^lMijditop'C asses

J!M a t!b n /t:^a llo ca tlo n  o f p os itions  to  th e  In te rn a l A ud iting  
r lp b r 'j ln te i'n a l: A ud ito r! classes shall be based on  the  du ties 

■TekDonsibilities lis ted  in A n ne x  A.

4.2:21 If: b o th  Ithe  techn ica l and a d m in is tra tiv e  s u p p o r t p o s itio n s  in a 
^o ve rn rrjie n t en tl'ty  ^ re  a llo c k e d  to  th e  va rio u s  leve ls  o f a class 
^Ipeclflc to  th e  g o ve r( im e n t e h tr^ ',  th e  sam e m ay o p t n o t to  subm it 
th e  p o s itio n s  fo r !real)ocation.|

4.3 S^ la rt.B y jg S

4.3 .1  /^n e m p lo ye e  w hose  position! is rea lloca ted  to  a p o s itio n  tit le /c la ss  
w ith  th e is a m e  sa'iary g rade  sha ll be pa id  his p re se n t sa la ry  ra te .



to  a p o s ition  t it ie jc la s s  w ith  a h ig h e r s a ia r/ grade 
j f f e f f  ■ ij-Jle !|)n pito 'motibn shall ap p ly  as co n ta in e d  in ANNEX C 
Itior^all B udget C ircu la r No. 458  da te d  Ja nua ry  l ,  1997 and 

o f Local B ubaet C incular No. 64 da ted  January  22,

C

5.0

4.4

5.1

4 .3 .3 [^aJIocatJed to  a pos ition  'jvith a lo w e r sa lary g rade, the 
e n p lo y e e  shall be paid fils  p resen t sa lary.

On th e  ^=unctions o f  Any M anagem ent D iv is io n /U n it o f  a G overnm en t 
E n tity

T h e  re v ie w  :of th e  in te rna l cbn tro l system s o f  a g o v e rn m e n t e n tity  shall no
Ipnger be ie  fu n c io n s  o f  its 

responsib le  fo r the  
;tiS S e j|^ lo p rh e n t o fin e w  an 
.^.'ipM^tPOclards i m anpow er

M a n a g em e n t D iv is io n /U n it, w hich 
co n d u c t o f  s tud ies , sun/eys, and 

j  im p ro ve d  m a n a g e m e n t system s, 
re q u ire m e n ts , and w o rk  m ethods

p n p
P oli: oH |'lir"i J,TI j i I >11 liiil l i l lM /  I

Itii^d'tiGlhiaind S tb ff in a lo f an ilAU and  A llo ca tio n /R e a llo ca tio n  o f
illlltiyrn '^^llA iiid itira lAssi'stant <br In te rn a l A u d ito r Classes
r r i i ; i/  I i : i l  1. ■ i'l . 1  1 r - p -  --n . . _

5.111
rgan iza tio i

GOCC^ and GFIs s 
' o f  thei|r respective

hall su b m it th e ir  proposals fo r the 
lA U s to  th e  a p p ro p ria te  Budget 

Regional O ffice  o f the  DBM. Thend i M anagem ent Bureau and
fdlllDwing d o cum e n ts  should be a ttach e d  to  th e  reques t:

•j : P roposed func tions  o f th e  o rg a n iza tio n a l un its ;

• I  :  p r o p o s e d  s t a f f ]  n i 3 ;  ; 

• I  I P r o D o s e d  w o r k  l o a d  p e r  p o s l l t i o n ;

4 iD ulyiacfcbm pllsh 'ed Position D e scrip tio n  F< m s;

U id tioh ja l c h a rts  aricl p o s itltm  ch a rts  sh o w in g  th e  h ie ra rch y  o f 
th e  u n its > h e re | th e  p o s itio n s  a re  to  be dep loyed ;

Iti n
iii6 f

o f  flllled pos itions  to  be tra n s fe rre d  and o f vacan t 
' si td| be abo lished .

5 .^ .2  i | | r i
t-jne

sh^llI p B r j l l G i f f i c e s  c o h c e f n e d  

d o c u m e n t s  s u b r j r i i t t ^ d ,  a n d  s

e va lu a te  th e  p /'oposa ls  based on 
la ll cause th e  issuance  o f  a N otice



smM

o f O rgan iza tion , S ta ffing  and C om pensa tion  A ction  (NOSCA) 
remarks to  incldJde, am ong 
fie w  o r revised f I /a /P  structu

jlpprj ir^ te lp t o f 
ie;' pre

th e  approv  
Daratlon o f

with
o the rs , th e  fu nd in g  source and the 

re fni- th p  purpose.

sd NOSCA, g o ve rn m e n t en titie s  shaii 
the  a p p o in tm e n t papers o f the

to 4 fe s |:c o n d e rn e d i su b fec t to  Civil Sen/lce law s, ru les and 
f la t lq n s f

:|:app|;o\;^d a p p o in tm e n ts  shall be th e  bases fo r  paym en t o f 
iH i'iapJu^tm ents, if th e re  i r e  any.

B i l l s  I •mi ja y ]. adcbpt 
a tcor'da  ■̂Ce w ith  the 
No, 53. t h e  s ta ffin g  
!o f the  iS anggunlan 
I'im itatio'n con ta ined  
CBovernment Code o

s ta ffin g  m o d ific a tio n s  fo r th e ir  lAUs in 
p e rtin e n t p ro v is ion s  o f  th is  C ircu la r and LBC 

m o d ific a tio n s  shall be sub jec t to  the  approva l 
co rice rhed  and th e  personal services cost 
in Seckion 325 (a ), RA No. 7160 (Local 

1991), and  LBC No. 75.

6.0 Funding Sdurce

6.1

6.2

T h e  fu ipdlng sdurce fo r th e .a m o u n tjs  necessary to  im p le m e n t in itia lly  the 
p ro v is io n s  o f  tt^is ClrculaV shall be as fo llo w s :

iS .L l Fjor NGA's and SUCs, th e  a m o u n t shall be charged  aga ins t the  
abproD r k io n s  fd r tra n s fe rre d  and v a ca te d /va c a n t pos itions ;

(■and
t i^ d g ^ t i fo r

Ffpif|i|!l.Gl|$, • the a
. ' i l l  ,lv ’ L  : : . . Iil

G F I S , th e  a m o u n t shall be cha rged  a g a ins t the  
tra n s (e rre d  and va ca te d /va ca n t pos itions ;

325: (a ), 
|i|n a p p r6p ria tion  
iconcern^d.

Ids',;! s u b je c t to  th e  pe rsona l serv ices lim ita tio n  under
m o u n t shall! be cha rged  a g a in s t th e ir  respective

RA
ord

No. 7160 . Said a m o u n t shall be p rov ided  fo r
Inances to  be enacted  by th e  S anggun ians

T h e re a fte r, such am oiiin ts j as m ^ y  be n e ce s sa r/ fo r  the  con tinued  
im p l4m |en ta tion  o f th is  C ircu la r shall be in co rp o ra te d  In the  annua l 
bu dge ts  o f  the  a g e n c le sx o n ce rn e d .

7.0 Responsibilit7 of the Head of a Goyern'ment Entity

Th e  Head o f 
the  reqlu ired
of| sjalap/ a q j^ s

a lgovernment entity shall be neld responsible for the suDmlssion of 
docum ents . He shbll a lso be he ld  p e rso n a lly  liab le  fo r any p a ym e n t

ho t in accordance  W ith th e  p rov is ions o f th is  C ircu lar,



o f
w ifih iju tm tja '
CQmr;=rnl4il

, T p t.ijn  3 :co rd a n ce  \ivith the  p rov is ions o f  th is  C ircu lar, 
t h l t e l j n c i  o f  an ^  excess p a ym e n t rece ived  by the  em ployee

8-0

Lase^; npi|fwe|]|p»!|pjvi If ie  Iprov sions 
Sedretarly idf B d iilm a n ia ' Mahaaameilit

9.0 Effectivity

:o f th is  C ircu la r shall be su b m itte d  to  the  
fo r  re so lu tion . ■

The a llo ca tio rj/r^a lloca tilo n  o f pos itions  au thb rized  u n d e r th is  C ircu la r shall take
e ffe c t n o t ear 
sav in g s /a pp ro

e n th a n  the  da te  o!f approva l and n o t e a rlie r th an  the  a va ila b ility  o f 
p ria tio n  fo'r the  purpose.

EMILIA T. BONCODIN
S ecre ta ry



Annex A

Class 
Identification

lAAS

lA U D l

IAUD2

IAyQ)3

Position Title 
and Salat7 
: Gradfe

n te rn a l A iiid iting  
A ss is tan t.IS G -8

ito r I,

In te rn a l A u d ito r 
I I ,  S G k s

iW udltorMl ' n
J SG-18

Duties and Responsibilities

Under im ln e d ia te
aud ito rs  n 
opera tions

supePv'ision, assists in te rna l 
the  co n d u c t o f financia l a n d /o r 

a u d it; and does re la ted w o rk .
Under genera l su p en /is io n , conduc ts  researches to 
obtai!n bac<ground in fo rm a tio n  on the  a c tiv ities  to 
be' aud ited  to  d e te rm in e  the  im pact on the  audit, 
the  rjesour:es necessary to  p e rfo rm  the  aud it, and 
pobsjble ri^ks associa ted  w ith  the  aud it; discusses 
research fn d ln g s  w ith  th e  le ader o f the  a u d iting  
team ; p e rfo rm s  s im p le  Financial a n d /o r opera tions 
au d iting  \Aork; d ra fts  re p o rt on  th e  resu lts  o f the  
a u d it  co m p le te d ; d iscusses a u d it resu lts w ith  
a td ite e /s  oe fo re  th e  d ra f t  o f  th e  re p o rt is fina lized; 
m akes a p p ro p ria te  re co m m e n d a tio n s  based on the  
re ^ ''lts  o f  ;he a u d it; fo llo w s -u p  actions to  de te rm in e  
if  jc!'.'Jit re co m m e n d a tio n s  have been carried o u t or 
n b t and to  In q u ire  fo r th e  reasons fo r non- 
im p le m e n ta tlo n ; and does re la ted  w ork .
Und(2r genera l su p e rv is ion , d ra fts  a u d it plans for 
re v ie w  o f  im m e d ia te  su p e rv iso r; discusses in te rna l 
a u d it s c o :e  and  o b je c tive s  w ith  a ffec ted  agency 
p'ersor.inel p rio r to  co n d u c t o f a u d it; pe rfo rm s 
difficu lt, fijnancial a n d /o r  o p e ra tio n s  a u d iting  w o rk ; 
d ra fts  re p o r t on  th e  re su lts  o f th e  a u d it com p le ted ; 
d iscusses a u d it re su lts  w ith  a u d ite e /s  before  the  
d ra ft o f  the  re p o rt Is fina lized ; m akes approp ria te  
■ recom m e-idations based on th e  resu lts  o f the  a ud it; 
;fo llQ W S -u i) ac tions  to  d e te rm in e  If a ud it 
I re c o m m e id a t lo n s  have  been ca rrie d  o u t o r no t and 
I  to  Ip q u ire  fo r th e  reasons fo r  n o n -im p le m e n ta tio n ;
! and  doe is lre la ted  wod<^______________ ________________

/Stem'S
nform -ati

’ Uncjer genera l superv is ion , rev iew s agency 
'ganlz.at'lonal s tru c tu re , s ta ffin g , adm in is tra tive  

and p rocedures and o the r re levan t 
Dn to  d e te rm in e  its  in te rna l aud it needs 

„n d  ob je c tive s ; assigns and c la rifies  w o rk  
asslgn .m ^nts o f  m em bers  o f a ud it te am ; discusses 
iiiiterr'ia l a u d it scope and ob jec tives  w ith  a ffected 
ager>,cy personne l p rio r to  con du c t o f  a u d it; leads an 
in te rn a l la u d i t . team  in the  conduct o f  financia l 
an'C'./or jopera tions au d it; rev iew s find ings  and 
rec o m m en da tions  o f a u d it team  fo r com ple teness 
anc j con fo rm an ce  to  a u d it p lan, s tandards and 
qu ilde lines: d ra fts  th e  conso lida ted  in te rna l aud it

/w



Glass
Identificatio

Position Titlb 
dnd Salary' 

Grade
D u tie s  and  R e s p o n s ib ilit ie s

re p o rt; d iscusses a u d it resu lts  w ith  au d ite e /s  before 
th e  d ra ft  o f th e  re p o rt is fina lized ; fo llo w s -u p  actions 
to  de lje rm lne  If a u d it re co m m e nd a tio n s  have been 
ca rried  o u t o r n o t and to  in q u ire  fo r the  reasons for 
n o n - im p le m e n ta tio n ; co n du c ts  investiga tions of 
anom a lies  d iscovered  in au d its  and subm its reports 
and re co m m e nd a tio n s  on in ve s tig a tio ns  com ple ted ; 
co n du c ts  special a ud its  as assigned; and does 
re la ted  w ork.

(IAU1P4 3l AQdltipr 
^ (3 - 2 2 ;

IAUD5 In te rh a l A u d ito r 
V; SG-24 ;

Tt-t-

pnde r| d ire c tio n , assists in  supen-^ising a d iv is ion 
tasked: w ith  in te rna l a u d it fu n c tio n s ; review s in te rna l 
a u d it Ip lans; discusses th e  in te rn a l a ud it p ia n s  w ith  
th e  concerned  In terna l a u d it s ta ff; advises s ta ff on
;need fo r changes In scope, o b jec tives , aud it
pr,ocedures and how  to  reso lve  a u d it issues
iencou
;cqndL
tra in s
a u d it

n te re d ; rev iew s s ta tus  re p o rt o f a u d it being 
cted ; rev iew s w r it te n  In te rna l a u d it reports ; 
new  In terna l a u d ito rs ; ra tes  pe rfo rm ance  o f 

s ta ff; and does re la ted  w o rk .
U nder d ire c tio n , supen /ises a d iv is ion  tasked w ith  
in te rn a l a u d it fu nc tion s ; estab lishes the  annual 
goals o b je c tive s  and p e rfo rm a n ce  ta rg e ts  o f the 
in te rn a l au d iting  u n it w ith  the  concurrence  o f 
concerned  agency o ffic ia ls ; estab lishes in te rna l 
a p d itliig  s tandards, gu id e lin es  and p rocedures fo r 
th e  g.yidance o f th e  in te rn a l a u d it s ta ff; de te rm ines  
th e  e x te n t o f c o o rd in a tio n  w ith  th e  C om m ission on 
A u d it A ud ito rs  to  avo id  d u p lica tio n  o f au d it e ffo r t; 

>does fina l rev iew  o f In te rna l a u d it p lans; 
re co m m e nd s approva l o f In te rna l a u d it plans; 
re v le jvs  and approves th e  In te rna l a ud it repo rt; 
re v ie w s  and approves re co m m e nd a tio n s  for 
e n h a n ce m e n t o f th e  in te rn a l a u d it functions; 
deter^m ines tra in in g  needs o f in te rn a l a ud it s ta ff; 
respdnsiW e fo r w o rk  p e rfo rm a n ce  and d isc ip line  o f 
audit! s ta ff: and does re la ted  w o rk .__________________


