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WHEREAS , government officials and employees can only travel abroad with the requisite authorization;

WHEREAS , Executive Order (EO) No. 459 (s. 2005) specifies the appropriate offices which may issue travel
authorities for different categories of government personnel, and identifies the Office of the President (OP) as the
approving authority with respect to the following: (a) members of the Cabinet and officials of equivalent rank, (b)
heads of government-owned and controlled corporations (GOCCs) and government financing institutions (GFIs)
under or attached to the OP. and (c) heads of agencies under or attached to the OP;

WHEREAS , per EO No. 298 (s. 2004), the grant of official transportation other than restricted economy class and
the reimbursement of actual travel expenses in excess of the standard Daily Subsistence Allowance (DSA), even
if not involving the aforesaid officials mentioned in EO No. 459, are subject to the approval of the OP;

WHEREAS , EO No. 283 (s. 1987) exempts from the payment of travel tax the officials and employees of the
Philippine government or any of its departments, bureaus and agencies travelling on official business, and those
authorized by the President of the Philippines for reasons of national interest;

WHEREAS , unauthorized foreign travels of certain government officials have been observed, and the OP
continues to receive requests for foreign travel authority and entitlement to travel expenses and allowances that
suffer from incomplete documentation and lack of sufficient lead time for evaluation;

WHEREAS , there is a need to clarify and reinforce existing rules and regulations on foreign travel for the
guidance and strict compliance of all concerned;

NOW THEREFORE , the following are hereby ordered:

SECTION 1. Allowable Foreign Trips . No official travel abroad shall be allowed unless it satisfies all of the
followingminimum criteria: (a) the purpose of the trip is strictly within the mandate of the requesting government
official or personnel; (b) the projected expenses for the trip are not excessive; and (c) the trip is expected to bring
substantial benefit to the country.

SECTION 2. Documentary Requirements. The destination, duration of travel, purposes, justifications, and
chargeability of expenses should be clearly stated in the request for travel authority, for entitlement to travel
expenses and allowances (hereinafter "travel entitlements"), and for travel tax exemptions. For all official trips,
the request shall state how the subject trip complies with the minimum criteria indicated in Section 1 above. All
requests must include the supporting documents indicated in the following Annexes which form an integral part of
this Circular:
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a. Annex "A" for travel authorities and travel entitlements of Heads of Departments, Heads of
Government-owned and/or -controlled Corporations (GOCCs) and Government Financial Institutions (GFIs),
and Heads of Agencies under or attached to the OP;

b. Annex "B" for additional travel entitlements of Undersecretaries, Assistant Secretaries, Directors, and
officials of equivalent ranks and other government personnel; and

c. Annex "C" for travel tax exemptions of private individuals, groups, or organizations.

SECTION 3. Period of Submission. The request for foreign travel authority and its supporting documents must be
submitted to the Malacanang Records Office (MRO) at least fen (10) working days prior to the scheduled date of
departure, or, in extremely justifiable cases to be substantiated in the request, not later than two (2) working days.
The MRO may direct the representative of the requesting agency or official to proceed first to the Genera!
Government Administration Office of the OP for a preliminary check of the request and its supporting documents,
to ensure that the same are complete prior to its acceptance by the MRO. Late submissions shall not be
entertained.

SECTION 4. Travel Expenses and Allowances. The DSA for accommodation, meals, and incidental expenses
shall be based on the United Nations Development Program (UNDP) rates, which UNDP updates on a monthly
basis. Unless otherwise stated in the UNDP rates, the DSA shall be apportioned as follows: (a) 50% for
accommodations, (b) 30% for meals, and (c) 20% for incidental expenses. Claims for reimbursement for actual
accommodation rates inexcess of the accommodation component of the DSA may be allowed, but in no case shall
it exceed one hundred thirty per cent (130%) of such prescribed UNDP rates.

No representation allowance shall exceed the amounts stated in the Annexes herein, nor shall the same be granted
to officials who will travel abroad for speaking engagements only, and for training/study.

The airfares of all government personnel snail be limited to economy class, except for long-haul trips, defined as
flights exceeding four (4) hours without counting lay-overs, in which case business class airfares may be
authorized.

Section 5. Prohibition against Certain Individuals. The following individuals shall not be issued foreign travel
authorities, and shall not be entitled to government funding for such trips:

a Private individuals;

b. Consultants of, and/or those engaged by way of contracts of service by, government agencies, except in
highly meritorious circumstances (e.g., unavailability of qualified employees in highly technical and
specialized fields), and upon written justification to be submitted by the requesting agency; and

c. Spouses or children of government officials, except when diplomatic protocol or practices provide
otherwise.

Section 6, Private Trips Abroad of Government Officials and Employees. No government official or employee
shall be allowed to depart for any travel abroad, even if such travel is for a purely persona! or private purpose
without cost to the government, unless such official or employee has duly accomplished the requisite leave forms
and has obtained the appropriate travel authorization from his or her agency.

Section 7. Sanctions. Non-compliance withthis Circular, as well as other applicable laws , rules and issuances,
shall be sufficient ground for the outright denial or non-processing of requests for foreign travel authority,
entitlement to travel expenses and allowances, and/or travel tax exemption.

Further, administrative cases for misconduct, insubordination or other related offenses under the Civil Service
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Commission Revised Rules on Administrative Cases in the Civil Service and/or other relevant laws, rules and
regulations snail be filed against government personnel traveling abroad without the requisite authority. The filing
of said cases shall be without prejudice to other liabilities and personnel actions allowed under existing laws, rules
and regulations.

Section 8. Directive to the Bureau of Immigration. The Bureau of Immigration is hereby directed to strictly
enforce the provisions of this Circular, and promulgate the necessary rules and regulations to accomplish the
objectives set forth herein.

Section 9. Repeal. The provisions of Memorandum Circular No. 7 (s. 2010), as well as other orders and circulars
inconsistent with the foregoing provisions, are hereby modified or repealed accordingly.

Section 10. Separability. If any provision of this Circular is declared invalid or unconstitutional, the other
provisions not affected thereby shall remain valid and subsisting.

Section 11. Effectivity. This Circular shall take effect immediately.

DONE, in the City of Manila, this 22nd day of November , in the year of Our Lord, Two Thousand and
Seventeen.

By authority of the President:

(SGD.) SALVADOR C. MEDIALDEA
Executive Secretary

ANNEX"A"

For Heads of Departments, of GOCCs and GFls, and of Agencies under or Attached to OP, Requesting Travel
Authority and Entitlement to Travel Expenses and Allowances:

(1) Invitations and/or notices of meetings:

(2) Confirmation of the dates of meetings/conferences/conventions;

(3) Administrative arrangements;

(4) Itemized statement of travel expenses and allowances, and their chargeabiiity (for those that will be covered
by government funds):

(5) Flight itineraries;

(6) Schedule of activities;

(7) Justifications for entitlement to hotel allowances based on actual rates (those in excess of the UNDP DSA
rates intended for accommodations), airfares on business class and non-commutable representation allowances,
which should not exceed One Thousand US Dollars (US$1,000.00), only for those who need to avail themselves
of these additional expenses;

(8) List of members of Philippine Delegations (whenever applicable);

(9) Advice on the name of official who shall be designated as Secretary/Head or Officer-in-Charge; and
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(10) For trips abroad without cost to the government, specify the chargeabiiity of travel expenses and allowances,
and include ietter(s) from the sponsoring organizations/agencies/individuals, regarding the travel expenses that
they will cover (whenever applicable)

ANNEX "B"

For Undersecretaries, Assistant Secretaries, Directors, and Officials of Equivalent Ranks, and other Government
Personnel, Requesting Entitlement to Additional Travel Expenses and Allowances:

(1) Invitations and/or notices of meetings;

(2) Confirmation of the dates of meetings/conferences/conventions;

(3) Administrative arrangements;

(4) Itemized statement of travel expenses and allowances, and their chargeability;

(5) Flight itineraries;

(6) Schedule of activities;

(7) Justifications for entitlement to hotel allowances based on actual rates (those in excess of the UNDP DSA
rates intended for accommodations), airfares on business class (for Undersecretaries and Assistant Secretaries,
and officials of equivalent ranks), and non-commutable representation allowances, which should not exceed Five
Hundred US Dollars (US$500.QG) for Undersecretaries and those of equivalent ranks, and Three Hundred US
Dollars (USS300.00) for Assistant Secretaries and those of equivalent ranks;

(8) Certified true copies of Travel Authorities and/or Assignment Orders issued by their respective heads of
departments/agencies; and

(9) List of members of Philippine Delegations (whenever applicable)

ANNEX"C"

For Private Individuals, Groups, or organizations requesting Travel Tax Exemption:

(1) Invitations to participate in competitions, performances, and similar activities; and

(2) Endorsements by relevant government agencies concerned, with a statement on how the requested travel tax
exemption will advance the national interest

BATAS.org - Philippine Law Library MEMORANDUM CIRCULAR NO.35, November 22, 2017

© 2026 batas.org  ·  Philippine Bar Review & Law-School Companion Page 4 of 5

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



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.

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

BATAS.org - Philippine Law Library MEMORANDUM CIRCULAR NO.35, November 22, 2017

© 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


