ADMINISTRATIVE CIRCULARS - NOVEMBER 15, 1999

CREATING TASK FORCES TO PREPARE A PERSONNEL MANUAL AND
A FINANCIAL INTERNAL CONTROL MANUAL FOR THE SUPREME
COURT AND THE LOWER COURTS

SC ADMINISTRATIVE CIRCULAR NO. 18-99, November 15, 1999

Read online (full-text search, related cases, audio case brief): https://batas.org/library/85d10207f0a8/

To ensure effective, efficient and expeditious official actions on personnel and financial matters, it is necessary to
promulgate (1) Personnel Manual and (2) Manual for. Financial Internal Control for the Supreme Court and the
lower courts which shall rationalize and streamline the guidelines/procedures in such

matters.

The Personnel Manual may contain chapters on the following:

- Congtitutional and statutory history and powers and functions of the Supreme Court and the lower courts
- Personnel policies and procedures in recruitment, employment, and filling up of vacancies
- Nature and status of appointments and their effectivity

- Revocation of appointments

- Selection and Promotions Board

- Employees persona records

- Office attendance and overtime services

- Leaves

- Office decorum

- Administrative discipline

- Training programs

- Performance evaluation system

- Rules on the adjustment of complaints and grievances

- Official documents, transactions and communications and records

- Use of equipment and facilities

- Property accountability

- Office control and security measures

- Employees benefits, privileges and services

- Official travel
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- Employees’ organizations and activities, etc.

The Manual for Financial Internal Control may contain chapters on the following matters:
- Cash

- Property

- Expenditures and disbursements

- Internal audit unit

- Budgeting system

- Internal reporting system, etc.

For these purposes, the following Task Forces are hereby created which Khali be responsible in the preparation of
the Manuals.

TASK FORCE ON PERSONNEL MANUAL

Chairman

Adelaida Cabe-Baumann

Co-Chairman

Ma. Corazon M. Molo

Vice-Chairman

Ismael Khan, Jr.

Members

Eden T. Candelaria

Rowena C. Benipayo

Ma. Theresa B. Magturo

Orlando B. Carino

Jaime O. Mendoza
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Ma LuisaM. Santilla

TASK FORCE ON INTERNAL FINANCIAL CONTROL MANUAL

Chairman

Corazon M. Ordoriez

Co-Chairman

Antonina A. Soria

Vice-Chairman

Jose P. Perez

Members

Ivan John E. Uy

Ester Eje

AgripinaA. Bumanglag

Ma. Cristina Layusa

Araceli Bayuga

Policarpio Felicidario, Jr.

Ursula Editha San Pedro
Adoracion Yulo
Hedeliza Alcaraz

Each Chairman is authorized to designate a Secretary, Assistant Secretary and an aide who must be employees of
any of the offices of the Supreme Court.

To expedite the preparation of the Manuals, the Task Forces may use as guide the Personnel Manual and Manual
for Financial Internal Control adopted by the COMELEC when the Chief Justice was its Chairman. Copies
thereof shall be furnished the Task Forces.
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The Task Forces shall submit the drafts of the Manuals on or before 29n February 2000.
15 November 1999.
(Sgd.)HILARIO G. DAVIDE, JR.

Chief Justice
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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.

© 2026 batas.org - Philippine Bar Review & Law-School Companion Page 5 of 5
Bar review courses, mock exams and a study planner that keeps you on pace - batas.org



