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TO

: All Judges and Personnel of Regional Trial Courts, Metropolitan Trial Courts, Municipal Trial Courts in
Cities, Municipa Trial Courts, Municipal Circuit Trial Courts, Sharia District Courts, and Sharia Circuit
Courts.

SUBJECT

: Guidelines on the Release of Checks for Salaries and Allowances (Modified Disbursement Scheme and
Continuous Forms, Checks) of Judges and Personnel of the Lower Courts

Checks for the salaries and allowances of judges and personnel of the Lower Courts except those of National
Capital Region shall be' released through mail. Personal release of checks will no longer be specia cases like a)
sickness; b) travel abroad; c) transfer of station; and d) in cases of allotment where checks may be released thru a
Special issued only to his’her legitimate spouse or children.

When claiming a check, the attorney-in-fact shall present of copy of Special Power of Attorney an d his/her
identification card.

In the National Capital Region. (NCR) " the Executive Judge, upon the recommendation of the OCC- Clerk of
Court, being the bonded officer, shall designate a Liaison Officer who shall be authorized to receive checks of all
Judges and personnel within their territorial jurisdiction. There shall be only ONE Liaison Qfficer whose authority
is non- transferable. His authority shall be for a definite period, renewable in the interest of the service.

Ila

For purposes of designation of the Liaison Officer referred to in the preceeding paragraph, the Clerk of Court
shall accomplish the enclosed form in triplicate and attach a 2"x2" 1.D. picture of the designated liaison officer on
the copies. The original and the duplicate shall be filed with the Checks Disbursement Division of the Office of
the Court Administrator,, The triplicate shall be retained by the designated Liaison Officar for presentation to the
above-cited Division when requesting for the release of the afore-cited checks.

Ib

Checks and salaries and alowances of judges and personnel of the National Capital Region (NCR) and of
claimants by virtue of Special Power of Attorney referred to in No. | of this circular shall be released three (3)
days before due date.
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All Clerks Of Court are hereby ordered to immediately return all unclaimed checks to the Check Disbursment
Division, Office of the Court Administrator, stating therein the reason/s why these have been returned.

Thiscircular shall take effect Circular No. 15-97 dated March 31, 1997 isimmediately and hereby amended.
April 24, 1997

(SGD. )ALFREDO L. BENIPAYO
Court Administrator
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Study smarter at BATAS.org

The Philippine bar review and law-school companion built around how your brain actually remembers.

The complete Philippinelaw library - freefor everyone.

More than 100,000 Supreme Court decisions, Republic Acts, and executive issuances - full-text searchable, browsable
by category and year, and always free. No paywall, no login. This PDF came fromit.

Audio case-brief lectures.

Any decision becomes a podcast-style lecture - facts, issues, ruling, and doctrine - with read-along highlighting and a
hands-free presentation mode. Study while commuting, working out, or resting your eyes.

Bar review built on the science of memory.

Complete, sequenced courses for al eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

Thefull law-school curriculum.

One subscription unlocks the entire J.D. curriculum - every subject, every lesson, with your progress tracked down to
the paragraph so you can pick up exactly where you left off, on any device.

Mock examsthat tell you whereyou stand.

Timed multiple-choice exams graded instantly, with per-subject score breakdowns and focus suggestions that point you
at your weakest topics first.

A study planner that keepsyou on pace.

Set your schedule and BATAS tells you every day whether you are on track for bar day - and exactly which lesson to
take next.

Start free at https://batas.org

The law library is free forever - and your first lesson is one click away.

The text of this document is an official public record and remains in the public domain. Formatting, presentation, and compilation © 2026
batas.org.

Downloaded free from the batas.org Law Library. Share it freely - the library is free for every law student, bar reviewee, and practitioner.
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