
HGC INTERNAL REVIEW AND COMPLIANCE PROCEDURE

ln the Filing and Submission of Statements of Assets, Liabilities and Networth
and Disclosure of Business lnterests and Financial Connections (SALNS)

Pursuant to Republic Act No. 6713 (Code of Co:tduct and Ethical Standards for Public

Officials and Ernployees) and other related laws and issuances, HGC shall adopt the

following lnternai Review and Compliance Proccdure in the Filing and Submission of
the SALNs of HGC officers and employees:
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I. OBJECTIVES

To enjoin all HGC officers and employees to declare and submit annually a true,

detailed and sworn statement of their assels, liabilities and net worth, including

disclosure of business interests and financial conneclions, and to declare to the
best of their knowledge their relatives in the government service;

To ensure that all SALNs of HGC officers and employees are submitted on time,

are complete and in proper form, and

To ensure that the SALNS are reviewed by the members of the HGC Review and

Compliance Committee (HGC-RCC) as to form, timeliness, and completeness
before submission to the Civil Service Commission (CSC).

II. GUIDELINES AND PROCEDURE

4. All HGC officers and employees (Declar?:rts) shall file under oath their SALNS,

reckoned as of the end of the preceding year, with the Human Resources
Department (HRD) on or before 30 April of every year.

5. The Declarants shall use the 2012 SALN Form (ANNEX A) and accomplish the
same in accordance with the Guidelines (ANNEX B) issued by the Civil Service

Commission (CSC).

The HRD shall then turn over the accomplished SALN Forms to the HGC-RCC
on the next working day immediately succeeding 30 April of every year.

The members of the HGC-RCC shall evaluate and determine whether the 2012
SALN Forms have been properly accomplished. A SALN is deemed properly

accomplished when all applicable infornration or details required therein are
provided by the Declarant. ltems not applicable to the Declarant should be
marked N/A (not applicable).

On or before 10 May of every year, the HGC-RCC shall submit a report to the
Vice President of the Corporate Services Group (VP-CSG), including a list of
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employees in alphabetical order, who: a) filed their sALNs with complete data; b)

tieo tneir SALNs but with incomplete data, and c) did not file their SALNS.

The VP-CSG shall submit the aforesaid list to the HGC President, copy furnished

the CSC, on or before 15 May of every ye..r'

within five (5) days from receipt of the list and recommendation, it shall be the

ministeriat ciuiy of tne HGC President, or his duly authorized representative, to

isiue an Order requiring those who have incomplete data in their SALNs to

correcUsupply the desirdd information and those who did not file/submit their

Sef-f'1" to'iitelsuOmit their SALNs within a non-extendible period of thirty (30)

days from receipt of the said Order.

III. OFFENSES AND SANCTIONS

Failure of an officer or employee to file or submit his/her sALN shall be a ground

ioi Ji..iprir"rv action. The President shall issue a Show-Cause order directing

the offiiial or employee concerned to submit his/her comment or counter-

atriaarit; and if the' evidence so warrants, proceed with the conduct of

administrative Proceedings.

The offense of failure to file SALN is punisnable under Section 46(D)(8) of Rule X

of the Revised Rules on Administrative, cases in the civil service with the

following Penalties:

- Suspension of one (1) month and one (1) day to
six (6) months
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Second Offense - Dismissal from the service

HGC officers and employees who fail to correcvsupply the desired information

*iinin tf," thirty (30) day period required under No. 10. hereof or who submit their

Snffl" U"yon'O'tn6 saiO period shall be considered as not having filed their

SALNS.

tv. TMNSMTTTAL

The HRD, upon instruction by the VP-oSG, s.hall transmit all original copies of

tne acconrptisned SALN Forms, except that of the President,r to the CSC on or

before 30 June of every Year.

tTheSALNofHGcPresidentistobesUbmittedtotheofficeoflhePresidentoftheRepUblicofthePhilippines.


