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January 29, 2003

TO:

All Judges, Clerks of Courts and Personnel of the Regional Trial Courts, Shari'a District Courts, Metropolitan
Trial Courts, Municipal Trial Courts in Cities, Municipal Trial Courts, Municipal Circuit Trial Courts and Shari'a
Circuit Courts.

SUBJECT:

Prompt submission of all kinds of claims for payment by the Office of the Court Administrator (OCA) with
complete supporting documentation

The Office of the Court Administrator has noted that many judges and lower court personnel who have claims for
payment by this Office delay the submission of such claims or transmit incomplete supporting documentation. For
example, claims of judges for the payment of additional expense and hardship allowances and claims of judges
and court personnel for the reimbursement of travelling expenses are not submitted on a regular monthly basis.
Judges and personnel instead transmit claims covering a period of one (1) year to the OCA on the last month
(December) of the year. Sometimes, claims are submitted quarterly or twice a year. The practice makes it difficult
for OCA to effect the proper allocation of funds and decelerates the processing of the said claims. In view hereof,
the following guidelines are hereby issued for the information and guidance of all concerned:

- All monthly claims of Judges designated as Acting/Assisting or Presiding Judge for payment of additional
expense and hardship allowances must be submitted regularly on or before the 15th of the following month to:

Mrs. Florence J. Bautista

Finance Division

Financial Management Office

Office of the Court Administrator

Supreme Court

Ermita, Manila 1000;

- Claims of Judges, Clerks of Courts, Sheriffs, Process Servers and other court personnel for reimbursement of
travelling expenses must be submitted monthly or immediately upon completion of the trip.

- Claims of Clerks of Court for the reimbursement of postal money order fees and oilier miscellaneous expenses
must be submitted monthly. Should the amount be less than P500.00, the claims must be submitted on or before
November 15 of the current year to avoid their inclusion in the list of accounts payable.

© 2026 batas.org  ·  Philippine Bar Review & Law-School Companion Page 1 of 3

Turn this case into an audio lecture - facts, issues, ruling and doctrine - at batas.org



- All claims submitted to the Finance Division must be duly supported with documentation requirements properly
filed and chronologically arranged.

Strict compliance herewith is enjoined.

PRESBITERO J. VELASCO, JR.

Court Administrator
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ABOUT BATAS.ORG

Study smarter at BATAS.org
The Philippine bar review and law-school companion built around how your brain actually remembers.

The complete Philippine law library - free for 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 from it.

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 all eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

The full 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 exams that tell you where you 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 keeps you 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.
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