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DEPARTMENT MEMORANDUM )
)

CIRCULAR NO. __ 1_2 ~
Series of 2022 & ~/GJI~l>!1.

FOR I TO Undersecretaries
Assistant Secretaries
Bureau Directors
Service Directors
Regional Directors
Heads of UPMOs
District Engineers
This Department

/
For information and guidance, attached is a copy of DBM Circular Letter No. 2022-3 dated
February 2, 2022, entitled: "EXPANDED IMPLEMENTATION OF ONLINE RELEASE OF
SPECIAL ALLOTMENT RELEASE ORDERS (SARO) AND ADVICE OF NOTICE OF
CASH ALLOCATION ISSUED (ANCAI) THROUGH THE ACTION DOCUMENT
RELEASING SYSTEM (ADRS)."

A copy of the said Circular Letter / may. also be downloaded from the DPWH
website: http://dpwhweb. If an office cannot access the DPWH website, a hard copy may be
obtained from the Records Management Division, HRAS, upon request.

For dissemination to all concerned.

MA~LAFOX, CESO III
Assistant Secretary for Support Services

/'

End: DBM Circular Letter No. 2022-3 dated February 2, 2022

cc: Office of the Secretary
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REPUBLIC OF THE PHILIPPINES
DEP ARTMENT OF BUDGET AND MANAGEM A"

GENERAL SOLANO STREET, SAN MIGUEL, MANILA

CIRCULAR LETTER No.: 2022 - 3
February ~ 2022

TO

SUBJECf

ALL HEADS OF DEPARTMENTS/ AGENCIES/STATE
UNIVERSITIES AND COLLEGES, OTHER NATIONAL
GOVERNMENT AGENCIES INCLUDING CONSTITUTIONAL
COMMISSIONS/ OFFICES

EXPANDED IMPLEMENTATION OF ONLINE RELEASE OF
SPECIAL ALLOTMENT RELEASE ORDERS (SARO) AND
ADVICE OF NOTICE OF CASH ALLOCATION ISSUED
(ANCAI) THROUGH THE ACTION DOCUMENT RELEASING
SYSTEM (ADRS)

1.0 BACKGROUND

DBM Circular letter (Cl) No. 2021-6 dated April 7, 2021 and Cl No. 2021-8
dated August 23, 2021 provide for the institutionalization of the online release
of SARO and ANCAI through the DBM Action Document Releasing System
(ADRS). The pilot implementation thereof was participated in by eight (8)
national government agencies starting April 2021. Accordingly, in view of the
successful implementation of the online release of SAROs and ANCAls in said
pilot agencies, there is the need to include additional pilot agencies to expand
the coverage of its implementation.

2.0 OBJECTIVE

2.1 This Circular letter aims to:

2.1.1 introduce additional security features for the downloading of
online SARO and ANCAI through the use of the One-Time
Password (OTP); and, t

2.1.2 include additional pilot agencies for DBM ADRSSAROand ANCAI.
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3.0 SCOPEAND COVERAGE

3.1 This Circular covers the use of the DBMADRSby the following authorized
users:

3.1.1 DBM Users, whose access authority shall be limited to their
defined coverages; and

3.1.2 Users from other Department/National Government Agencies and
Other Offices of the National Government, as approved by their
Head or his/her authorized representative.

4.0 SPECIFIC GUIDELINES AND PROCEDURES

4.1 The use of One-1ime Password (OTP), which is valid within four (4)
hours upon issuance, is included as an additional security measure for
the downloading of SARO and ANCAI from the DBM ADRS in order to
strengthen access controls. Accordingly, users shall follow the
succeeding steps to download the digital documents:

4.1.1 Login to the DBM Apps Portal at httos://aoos.dbm.gov.oh/loqin
using the user's registered account;

4.1.2 Locate and click the "DBM ADRS" icon on the application portal;
4.1.3 Click the Request for New OTP button. Fill in a one-time password

(OTP) which will be sent to the Agencysregistered email address;
input and submit the OTP in the OTP Validation page; and

4.1.4 Click Coverage underneath the user's registered account. Then
choose the applicable Department / Agency / Implementing Unit;

4.1.5 On the DBM ADRS dashboard, click "Downloads," then
''SAROjNCA-ANCAI'; as .applicable, located on the top right area
of the page;

4.1.6 On the Downloads page, choose the budget year, click "Retrieve"
to refresh the list of SAROs and ANCAIS;

4.1.7 After locating the desired SAROs and ANCAIs from the list, click
on its corresponding action button represented by the underlined
arrow down icon, and select ''SAROjNCA-ANCAI'' from the
dropdown;

4.1.8 Download the digital SAROS and ANCAIs.

4.2 The dissemination of the downloaded, as well as printed and digital
documents shall be limited only for the original purpose it was made or
issued.
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5.0 RESPONSIBILITIES AND ACCOUNTABILITIES

The following are the roles and responsibilities of the DBM and national
government agencies in the implementation of the DBM-ADRS:

5.1 The DBM shall be responsible for the following:

5.1.1 Approval and validation of user registration including the
authorized coverage;

5.1.2 Timely uploading of digital copies of SARO/ANCAI and
attachments, if any, to the DBM ADRS;

5.1.3 Administration of the One-Time Password (OTP) for access
controls;

5.1.4 Establishment of reporting and monitoring controls, if necessary;
5.1.5 Provision of timely and effective client support and application

maintenance; and
5.1.6 Issuance of clarificatory/supplemental guidelines and provision of

system updates and developments, if necessary.

5.2 The national government agencies shall be responsible for the following:

5.2.1 Submission of necessary requirements and authorized agency
email addresses for user registration;

5.2.2 Adoption and implementation of the pertinent internal guidelines
and responsive internal controls on the use of the ADRS;

5.2.3 Responsible downloading, printing, and use of digital documents
for the intended or original purpose within 48 hours upon
release of the documents in the ADRS;

5.2.4 Compliance with reporting requirements of the DBM, if any;
5.2.5 Timely reporting of issues through lodging tickets with the DBM

ICTSS Helpdesk; and
5.2.6 Provision of feedback on system implementation through client

evaluation forms and feedback gathering activities to serve as
basis for improvement.

6.0 ADDITIONAL PILOT AGENCIES

6.1 Starting March 2022, the DBM ADRS rollout will commence for the
following additional national government agencies:

6.1.1 Department of Trade and Industry (DT!) and attached agencies;
6.1.2 Department of Labor and Employment (DOLE) and attached

agencies;
6.1.3 Civil Service Commission (CSC);
6.1.4 Department of Justice (DOJ) and attached agencies;
6.1.5 Department of Agriculture (DA) and attached agencies;
6.1.6 Commission on Higher Education (CHED); and
6.1.7 All State Universities and Colleges (SUCs).
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6.2 The foregoing additional agencies are required to prepare the initial list
of authorized users, in preparation for registration of accounts and
conduct of online training. The said list must be submitted to the DBM
on or February 11, 2022.

6.3 For the continuous improvement of the DBM ADRS, a Kumustahan
Session with the ADRS users shall be regularly scheduled on a quarterly
basis upon the full implementation to solicit valuable feedback from the
users.

7.0 TECHNICAL SUPPORT

For technical concerns, authorized users are requested to contact the DBM
ICTSS helpdesk at ictsshelpdesk@dbm.oov.ph.

8.0 REPEALING CLAUSE

All provisions of existing guidelines that are not consistent with this Circular
Letter are hereby revised, modified and/or repealed accordingly.

9.0 SEPARABILITY

If any provision of this Circular Letter is declared void or unconstitutional, the
remaining provisions not affected thereby shall continue to be in full force and
effect.

10.0 EFFECTIVITY

This Circular Letter shall take effect ir:nmediately.

TI~RO M l. CANDA
Officer-in-Charge, DBM.•..
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REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF BUDGET AND MANAGEMENT

I NATIONAL BUDGET CIRCULAR I
TO

SUBJECT

No. 588
January 3, 2022

Heads of Departments, Agencies, and Other Offices of the National
Government, Including Commissions/Offices under the
Constitutional Fiscal Autonomy Group (CFAG), State Universities
and Colleges (SUCs), and Government-Owned or -Controlled
Corporations (GOCCs); and All Others Concerned

Implementation of the Third Tranche of the Modified Salary
Schedule for Civilian Personnel in the National Government
Pursuant to Republic Act (RA) No. 11466

1.0 Background

RA No. 11466', otherwise known as the "Salary Standardization Law of 2019,"
provides the modification of the Salary Schedule for Civilian Personnel and authorizes
the grant of additional benefits.

Said Act also states that the modified Salary Schedule for Civilian Personnel shall be
implemented in four (4) tranches, i.e., from FY 2020 to FY 2023.

2.0 Purpose

This Circular is issued to prescribe the guidelines, rules, and regulations for the
implementation of the third tranche of the modified Salary Schedule for Civilian
Personnel stipulated under RA No. 11466.

3.0 Coverage

This Circular covers all positions for civilian personnel, whether regular, casual, or
contractual in nature, appointive or elective, full-time or part-time, now existing or
hereafter created in the Executive, Legislative. and Judicial Branches, the
Constitutional Commissions and other Constitutional Offices, SUCs, and GOCCs not
covered by RA No. 101492, which are under the jurisdiction of the Department of
Budget and Management (DBM).

I An Act Modit:ving the Salary Schedule for Civilian Government Personnel and Authollzing the Grant of Additional [3eneflls. and for Other

Purposes
, An Act to Promote Financial Viability and Fiscal Discipline in Goyernment-Owned or -Conlrolled Corporations and to Strengthen the Role

of the State in its Goyernance and Management to Make TIlel11More ResponSive to the Needs of Public Inlerest and for Other Purposes



4.0 Exclusions

The following are excluded from the coverage of this Circular:

4.1 Military and uniformed personnel;

4.2 GOCCs under RA No. 10149 which shall be covered by a Compensation and
Position Classification System (CPCS) established by the Governance
Commission for GOCCs (GCG) and approved by the President of the
Philippines; and

4.3 Individuals engaged without employer-employee relationship and funded from
non-Personnel Services (PS) appropriations/budgets, as follows:

4.3.1 Consultants and experts engaged for a limited period to perform specific
activities or services with expected outputs;

4.3.2 Laborers engaged through job contracts (pakyaw) and those paid on
piecework basis;

4.3.3 Student workers and apprentices; and

4.3.4 Those whose services are engaged through job orders, contracts of
service, or others similarly situated.

5.0 Implementation of the Third Tranche of the Modified Salary Schedule for Civilian
Personnel Effective January 1, 2022

The new salary rates shall be in accordance with the Third Tranche Monthly Salary
Schedule for Civilian Personnel, attached as Annex "A" in this Circular.

5.1 Rules for Adjusting Salaries

5.1.1 The salaries of incumbent civilian personnel shall be adjusted to the
rates in the Salary Schedule in Annex "A" corresponding to the
designated steps of the salary grade allocations of their positions as of
December 31,2021, provided, that their positions and salary grades are
in accordance with the Index of Occupational Services, Occupational
Groups, Classes, and Salary Grades issued under Budget Circular (BC)
No. 2018-43 dated October 16, 2018, and additions/modifications
thereto.

5.1.2 If the actual monthly basic salary of an incumbent as of
December 31, 2021 falls between steps of the salary grade allocation
of the position due to the grant of service award or as a result of
demotion or transfer due to the exigency of the service, the salary shall
be adjusted to the rate for the higher step in the Salary Schedule in
Annex "A".

5.1.3 If the actual monthly basic salary of an incumbent as of
December 31, 2021 exceeds that for Step 8 of the salary grade
allocation of the position:

, Index orOccupalIOnal Scrvlces. (kcupallonill (;roups. Classes and Sillary (;rades. CY 201MhlltIOn
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5.1.3.1 The salary shall be adjusted to the rate for Step 8 of the same
salary grade in the Salary Schedule in Annex "A".

5.1.3.2 The employee shall not be entitled to salary increase if the
actual salary as of December 31, 2021 exceeds the rate for
Step 8 of the same salary grade in the Salary Schedule in
Annex "A".

5.1.4 The salary of a new hire shall be the rate corresponding to Step 1 of the
salary grade allocation of the position in the Salary Schedule in Annex
llA".

5.1.5 The salaries/wages of contractual/casual personnel shall be adjusted
to the rates corresponding to Step 1 of the salary grade allocations of
their positions in the Salary Schedule in Annex "A". The adjusted daily
wage rates of casual personnel shall be computed by dividing the
monthly rates by 22 work days per month.

5.1.6 Compulsory retirees whose services have been extended beyond
December 31, 2021 shall be entitled to salary increase following items
5.1.1 to 5.1.3 of this Circular, whichever is applicable. However, their
retirement benefits, including Terminal Leave Benefits. shall be
computed based on their monthly basic salaries as of the day prior to
the effectivity of their retirement, consistent with existing laws, rules.
and regulations.

6.0 Implementation of the Third Tranche of the Modified Salary Schedule in GOCCs
Covered by the DBM

6.1 The implementation of the Third Tranche Monthly Salary Schedule in GOCCs
covered by the DBM shall be as determined by their respective governing
boards. GOCCs which do not have sufficient funds to implement fully the Salary
Schedule in Annex "A" may adopt their respective salary schedules at lower
rates but at a uniform percentage of the salaries in Annex "A".

6.2 In the formulation of such salary ~chedules, GOCCs shall ensure that they can
fund on a sustainable basis the increased salaries, including the government
counterparts to the Retirement and Life Insurance Premiums, Pag-IBIG
Contributions, PhilHealth Contributions, and the Employees Compensation
Insurance· Premiums.

6.3 In the adjustment of the salaries of incumbent personnel effective not earlier
than January 1, 2022, the pertinent rules under this Circular shall apply.

7.0 Procedural Guidelines

7.1 The Human Resource Management Officer (HRMO)/Administrative Officer
(AO) of a national government agency (NGA) or GOCC shall prepare Notices
of Salary Adjustment (NOSAs) for incumbent civilian personnel by following the
format marked as Annex "B-1" or Annex "B-2", whichever is applicable, for
approval by the Head of Agency.

For personnel whose actual monthly salaries as of December 31,2021 exceed
the rates corresponding to Step 8 of the salary grade allocations of their
positions in Annex "A", the HRMO/AO shall no longer prepare NOSAs.
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7.2 The NOSAs shall be issued to the personnel concerned, copy furnished the
Government Service Insurance System (GSIS) if they are members thereof.

7.3 The salary adjustment under this Circular shall be subject to the usual
accounting and auditing rules and regulations, and to appropriate re-
adjustment if found not in order. The personnel concerned shall refund any
overpayments received.

8.0 Fund Sources

8.1 The amounts required to implement the salary adjustment and related fixed
expenditures of personnel in NGAs shall be charged against the respective
agency budgets authorized under RA No. 11639 or the FY 2022 General
Appropriations Act (GAA).

8.2 The amounts required to implement the salary adjustment and related fixed
expenditures of casual and contractual personnel in NGAs whose salaries are
drawn from the lumpsum appropriations for non-itemized positions shall be
sourced from the agency's lumpsum appropriations included in the FY 2022
budget.

8.3 For covered GOCCs, the amounts shall be charged against their approved
corporate operating budgets (COBs), provided that the national government
shall not release funds for salary adjustment or any related expenditures;
provided, further, that the GOCCs shall not resort to borrowings for the purpose;
and provided, furthermore, that the performance targets in their DBM-approved
COBs are met and their programs/projects for the year are not adversely
affected.

9.0 Release of Funds

9.1 The requirements for compensation adjustment for personnel of NGAs shall be
released through the GAA as Allotment Order, chargeable against the
respective agency PS budget under the FY 2022 GAA.

9.2 In case of deficiency, the agency may submit a request to the DBM for release
of funds charged to the Miscellaneous Personnel Benefits Fund.

10.0 Exempt Entities

Consistent with Section 12 of RA No. 11466, exempt entities shall be governed by their
respective CPCS which shall be made effective upon the recommendation of the DBM
or the GCG, as the case may be, and approval by the President of the Philippines.

Exempt entities refer to: (a) government agencies that are not covered by the CPCS
authorized under RA No. 6758, as amended; (b) GOCCs governed by the CPCS
established by the GCG under RA No. 10149; and (c) those authorized by law and
have actually adopted their own CPCS.

11.0 Applicability to Certain Officials

Pursuant to Section 6 of Article VII and Section 10 of Article VI of the Constitution, the
salaries authorized herein for the President of the Philippines, Vice-President of the
Philippines, and Members of Congress shall take effect only after the expiration of the
respective terms of the present incumbents.
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12.0 Responsibilities of Agencies

Agencies shall be responsible for the proper implementation of the provisions of this
Circular. The responsible officers shall be held liable for any payment not in
accordance with the provisions hereof without prejudice to the refund by the employees
concerned of any excess or unauthorized payments.

13.0 Resolution of Cases

Cases not covered by the provisions of this Circular shall be referred to the DBM for
resolution.

14.0 Effectivity

This Circular shall take effect on January 1, 2022.

T
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ANNEX "An

Third Tranche Monthly Salary Schedule for Civilian Personnel
of the National Government

Effective January 1, 2022
(In Pesos)

. ------ ..-
·1 Salary
L_<?~C!d_e_ Step 1_ Step 2 Step 3 Step 4 Step ~__I_~tep 6 Step 7 I~tep 8_

L 1 12,517 12,621 12,728 12,834 12,941 13,049 13,159 13,268
I 2 13,305 13,406 13,509 13,613 13,718 13,823 13,929 14,035

3 14,125 14,234 14,343 14,454 14,565 14,676 14,790 14,903_______. . . . --- -----.-.-.1----.------------ ------------

4 14,993 15,109 15,224 15,341 15,459 15,577 15,698 15,818
5 15,909 16,032 16,155 16,279 16,404 16,530 16,657 16,784
6 16,877 17,007 17,137 17,269 17,402 17,535 17,670 17,806
7 17,899 18,037 18,176 18,315 18,455 18,598 18,740 18,884

___ . __ I--- -- --------- ------ ----- ----.-- .. --

8 18,998 19,170 19,343 19,518 19,694 19,872 20,052 20,233
9 20,402 20,572 20,745 20,918 21,093 21,269 21,447 21,626
10 22,190 22,376 22,563 22,752 22,942 23,134 23,327 23,522
11 25,439 25,723 26,012 26,304 26,600 26,901 27,205 27,514-------e-.----- --.--------- --- I-- ------ - --.-----. ----- --------- --------

12 27,608 27,892 28,180 28,471 28,766 29,065 29,367 29,673
13 29,798 30,111 30,427 30,747 31,072 31,400 31,732 32,069
14 32,321 32,665 33,013 33,366 33,722 34,083 34,449 34,819
15 35,097 35,475 35,858 36,246 36,638 37,035 37,437 37,845

- - --------------- ----

16 38,150 38,566 38,987 39,413 39,845 40,282 40,725 41,172
17 41,508 41,966 42,429 42,898 43,373 43,854 44,340 44,833
18 45,203 45,706 46,216 46,731 47,254 47,783 48,318 48,860
19 49,835 50,574 51,325 52,088 52,864 53,652 54,454 55,268-- ----- -" ----.- ---- -'-- ------- -.-- ....-
20 55,799 56,633 57,482 58,344 59,221 60,112 61,017 61,937
21 62,449 63,392 64,351 65,325 66,316 67,322 68,345 69,385
22 69,963 71,029 72,113 73,214 74,333 75,471 76,627 77,801
23 78,455 79,659 80,884 82,133 83,474 84,836 86,220 87,628_ .._. .+ 1--- 1-- - ------- --'--'-- f----- - -..---------

24 88,410 89,853 91,320 92,810 94,325 95,865 97,430 99,020
25 100,788 102,433 104,105 105,804 107,531 109,286 111,070 112,883
26 113,891 115,749 117,639 119,558 121,510 123,493 125,508 127,557
27 128,696 130,797 132,931 135,101 137,306 139,547 141,825 144,140

_. -.-····-----··-1-- --.------ ..------- ..-- ------- -.-- - .. -----.-

28 145,427 147,800 150,213 152,664 155,155 157,689 160,262 162,877
29 164,332 167,015 169,740 172,511 175,326 178,188 181,096 184,052
30 185,695 188,726 191,806 194,937 198,118 201,352 204,638 207,978

._~_~ ~!~,.?.r8 ?78,61~ _28~Q~.?8~,?Q~.?95,?~.? __301,Q~ ].06,~08 312,902
32 325,807 332,378 339,080 345,918 352,894 360,011 367,272 374,678
33 411,382 423,723
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Annex "B-1"

For ReQular Positions

Notice of Salary Adjustment

Date: _

Pursuant to National Budget Circular No. __ dated , implementing
Republic Act No. __ dated , your salary is hereby adjusted effective January 1, 2022,
as follows:

1. Adjusted monthly basic salary effective January 1, 2022, under the
new Salary Schedule; SG __ , Step __ fit ----

2. Actual monthly basic salary as of December 31,2021;
SG __ ' Step __

3. Monthly salary adjustment effective January 1, 2022 (1-2)

It is understood that this salary adjustment is subject to review and post-audit, and to
appropriate re-adjustment and refund if found not in order.

Very truly yours,

Head of Agency

Position Title: _
Salary Grade: _
Item No.lUnique Item No., FY __ Personnel Services Itemization

and/or Plantilla of Personnel: _

Copy Furnished: GSIS
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Annex "B-2"

For Contractual/Casual Personnel

Notice of SalarylWage Adjustment

Date: _

Pursuant to National Budget Circular No. __ dated ,. implementing
Republic Act No. __ dated , your salary/daily wage is hereby adjusted effective
___ , as follows:

1. Monthly basic salary/daily wage rate
under the new Salary Schedule; SG __ '

2. Actual monthly basic salary/daily wage rate
as of December 31, 2021;
SG

3. Monthly salary adjustment/Daily wage adjustment
effective (1-2)

It is understood that this salary/wage adjustment is subject to review and post-audit, and
to appropriate re-adjustment and refund if found not in order.

Very truly yours,

Head of Agency

Position Title: _
Salary Grade: _

Copy Furnished: GSIS
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