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TO:                    CID & SGOD chief
Public School District Supervisors
Division Ofrice Section Heads
Elementary School Heads
All other concerned

Subject:          DISSEMINATION OF DBPED ORDER NO. 014, SERIES 2025 RE:
anENDMENT TO DEPEI) ORI)ER NO. 017, a.2019 (Guidelines on
the Provision and Use of Official Mobile Phones, Postpaid Lines and
prepaid Loads) dated May 8, 2025

Date: May 30, 2025

1.   This Division is officially disseminating DepEd Order No. 014, s. 2025 dated May
8,  2025  RE:  Guidelines  on  the  Provision  and  Use  of  Official  Mobile  Phones,
Postpaid Lines and Prepaid Loadst for proper and strict implementation.

2.   The Agericy Implementing Guidelines reiterates the following:

a.   Authorized/eligivle recipients;
b.   Maximum  allowable  amount  of  communication  expenses  based  on

number of days of actual work performance in a month;
c.   Documentary requirements for reimbursement purposes
d.   Reimbursement processing
e.   The date of Eifectivity (which shall take effect upon apprmral, issunaes

4±EE2  I.lblication`.  All  these  three  (3)  c6nditious  above  stated  for its
effectivity must be adhered.

f.    Registration    of   One    (1)    Mobile    Number    to    the    Administrative
Section/Unit  as  an  official  number  which  shall  be  allowed  for  the
purpose of reimbursement.

3.   All   officials/recipients   and   personnel   processing   the   said   communication
expenses are responsible to count the number of days required of actual work
performance and its allowable pereentage or equivalent allowable amount to be
aLvailed monthly and compliance of the complete documentary requirements for
reimbursement purposes.
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4.   Attaching  Annex,  A-  Sample  template  of certirication  as  part  of documentary
requirements,

5.   This  Division  also  reiterates  the  responsibility  and  accountability of the  same
officials and personnel to ensure the judicious and prudent use of government
funds  and  that  no  similar  or  related  expenses  shall  be  allowed  for  the  same
Purpose.

6.   Ensure  that  all  pertinent  provision  of the  said  order  shall  be  subject  to  the
existing budgeting, accounting and auditing laws, rules and regulations.

7.   For immediate dissemination and strict compliance.

IT0 A. CADA ONA, Jr. PhD. CES0 VI
C-Schools Division Superintendent

s.o    fi   osq   £.    soas
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DepEd   C)RDER
No.0 1 4  , a. 2025

AHrmhENT 00 BEnED ORDER ro. Oi7, a. 2Oi9
(Guidelines on the Provision and Use of Offir`ial Mobile Phones,

Postpaid Lines and Prepaid Loads)
As AHEHDED By nErmD ORDER 002, 8. 2023

To:        Undersecr.etarie§
Assistant Seeretanes
Bureau and Service Directors
Regional Directors
Schools Division Superiritendents
Public Elementary and Secondary School Heads
AIL Others Concerned

1.         Effective  communication  is  a  oomerston€  for  delivering  quarity  education  and
ensuring the  smooth  execution  Of the  Department of Educafron's  (Deprrd)  mandates,
functions,     and    responsibilities.    With    the    growing    reliance    on    digital    and
teleeommunicatiori tools in its operations, the Deparmen€ acknowledges the continuous
need  to  provide  postpaid  lines  and  prepaid  loads  to  its  personnel,  enabling  them  to
perform their duties efficiently.

2.         Relative to  the  issuance of the Department of Budget and  Management  (DBM)
Buclget Circular No. 2024-21, this DepEd Order (Dot is issued to amend the allorpabke
marimum znoBthly oozBnunicatlon expn8e8 for Dc|]Ed officials and cmplnyees as
stipulated in DO 017,  a.  2019  (Guidelines on the Provision and  Use of Official Mobile
Phones, Fhepaid Lines, and Prepaid I.Cads) to be aligried with the guidelines rot. payment
of communication expenses of certain government personnel as prescribed in the budget
circular.

3.         The provisions in section lv. Items 3 and 4 and secdon v.B. of D0 017, a.
20]9, shan be amended as follows:

IV. Gutdeline8

3.a. The authorized/eligible reedpLeDts and their mardmum monthly
prrful®n for the postpaid line and prepaid load are ac follows:
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i Cjuidelines on the Payment or Ctomniunication F.xpcnses of Ceriatri Crovernment Pcrsonncl, dated August 2` 2024
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3.b.  Any  personnel  occupying  positions  in  this  DepaLriment  with
Salary Grade 24 and higher, wbo are not explicitly m€titioned in this
D0 but are eligible under the provisions of DBM Budget Circtilar 2024-
2, Section 5.0, shall be entitled to comm`mieatlon expenses.

4.   Eligille   officlala   and   employees   to   receive   communieatioB
expenscg  shall  register  one  mobne  nun.ber  to  the  Adminiatratii7`e
Servloe/S€ctlon/Unit,  whicb  will  be   considered  a8  their  ofncial
number. Only one mobile number shall be alloved for the purpose of
reimbursement,  regardless  of whether  the  cefling  has  been  fully
consumed or not.



V. Proced-S

8. Ftryment of Postpaid lfine and nepaid load Phovieion

1. The paym€Dt or reimbursement of commuulcatlon expen.es shall
be  baaed  on  the  number  of days  of actiial work  performance  in  a
month, as follows:

Total Hum.ber or D&y8
of Actual Work Performance

in a HOBth„
to  \r-,

12  to  16

1 7 and more

Coznm`inicatl®n Expenses
for the Month

50/t of the monthly
Dmmuliicationf`XPSLnsc

50% of the monthly
communication exo1°LP_£|J2in~se

50;'o of the monthlv

`:::.i

in_in.I_ip_ifatio_nexpense
00% of the monthly
rn_rnriiiq±ti9p_expe_risc

*  Fxperise TEefeFTio -lterF:s 6 6 arici 6 i ojTihe  irBirBu-dgat €i;ct;Far i62r4-2
llst Of instances that shall or shalt not be ccmstrued a`s ac:foal uicirk perf i()rmanc:e.

2. Authorl=cd omcl.ls and employees on official ror\eign tmvel may
request reimbursement for oommunicat]on expenses exceeding the
allowhble  rate,  based  ®n  actual  costs  incurred  from  the  date  of
departure    from    the    Philippines    untu    the    date    of    refurn.
Reimbursement  chau  be   Subject  to  the   submission  of  required
Supporiing  documents  and  only  apply  to  expenses  incurred  while
performing   official   duties.   F`iTtherm®rc.   tbe   total   reimbimBable
amount  shall  not  exceed  100%  Of the  prescribed  comnunlcatlon
expen3c rate, regardless of the travel's dumtion or fieqiiency.

3. Offichl8/employees authorized for cotrmunication expenses who
are also engaged in a project funded by the m±llppine goverrment
shall not be entitled to reinbursemezlt for communieation ertpenses
chngcd against the fiinds allocated for the project. FLtLrthemore, for
projects fimnaed by foreign and/or develo|]nent partners, officials
and  employees  may  opt  to  claim  relmbur€em€nt  either  from  the
Department'€   &vallable   funds   or   the   papject's   anoc&ted   funds.
However,  r€inbursement  from  both  fiinding  Sources  shall  rot  be
pc-|tted.
4.  Personnel  deedgnated  a8  Officer-in-Chnge  (OIC|  o[  ln  an  acting
capacity  for  a  position  €llgiblc  for  communication  cxp€z]se8  I hall
observe the following guidelines:

+odi Hrib=r-~ofFays  ---I
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15 calendar days or lcs8

16 calendar days or more
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p.nee for t.hc po®1tlon
/she ls deeigmtcd to tor
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5. Personnel desigmted ae OIC ol. in &n acting capacity for positions
in lntemally created organizational units that are not authorircd by
the I)BM and aLre considered &d hoe arrangement. shall not be entitled
to cammuziication exp€nBe reimbursement.

6. Documentary rcquircmcnt3:

a.   Puaeunnt to Comnd8elon on Audit Circular No. 2012-0012 fLnd
I)BH Budget Circular 208+2, the fouowlng reqtiirenents must
be conplled trith for proceaning orclaima for postpaid lines and
prepaid loads:
•    Statement orAccount |SOA|/Bul;
•    Invoice/Omclal Receipt or machine-validated statement of

account;
•    A Certiflcation that indic&te8 the actual number of days of

trork   |]erformance   in   a   month   and   affim8   that   the
communication  expenses  incurred were  official  ln nature
and   necessary   for   the    perfor"zice    of   duties   and
reeponeibuities; and

•    A duly Signed dally time record. except however for offlclal§
not rcquhed fir blometrics.

b.   For   reinbiirsement   of  communicatl®n   expenses   lncurTed
dtirlng official local and foreign travel, a Certificate of Travel
Completed must bc attached.

c.   For  atithorked  omclala/employees  ezigaged  in  projects,   a
certiflcation issued by the Department prior to the start or the
project  Shall  be  Submitted  indicating  that  comnuziicatinn
expenses  incubcd are  chnged  under the  agency's  amilable
funds or f`mds allotted for the project.

d.  As  a  mnde  ®f  verification,  additloml  documents  "y  1]e
required  from  the  clai"nt by the  Persormel or Accounting
Division/Unit/Section to prove the aqthentlclty of the chin.

7. Reimbursement Ftoceeslng:

a.   Upon receipt or the BOA and/or completion of the neces8any
requirements,   tbe   claimant   shall   prepare   the   Obligation
R€qucst and Status (ORS| and the DiaburceDent Voucher and
tran8mlt them to the Finance Service/I)iwlslon/Section.

b.  The Budget Division/Section/Unit Shall procees and record the
ORS in the Regl8try of Allotment and Obligation; and

c.   The   Accounting   Dlviaion/Section/Unit   Shall   p[occes   the
I)ayment  and  ensure  that  the  reimbursement  fouows  the
allotrable percentage of the monthly communication expense
based on the total number of actual work performances ln a
month.

`  T'r{.scribilig th(.  Kc`7isc.I  (`iuiflrlu}cs alid  I)ot'uli`.`ntar`'  Kequii.rmi.nts  for  [`omm`.n  C.o`.err!meiit  Trarisfictions  tla[erl
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4 ,          FLirihemone>, in e®mpliancc "ith the DBM Budget cineular 2024-2, ZLem 3.3, this
D0  is  issued  to empr]asize  that all communication  expenses shall  be incuned  veith
utmost judieiDusness and prudence to ensure the efricient use of government funds. All
emplnyees  and  offichls  m`ist  avoid  duplication  of  8imflar  or  refuted  expensca,
ensuring   that   experiditures   are   necessary.    reasonable,   and   aligrted   with   the
Dcpartment's  objectives,  and  strictly  adhere  to  existing  budgeting,  accounting,  and
auditing laws, rules, and regulations.

5.          All  other provisions  of DO  002,  s.  2023,  004,  s.  2020,  and  017,  s.  2019  shall
remain in erfeel

6.         AII orders and other rehated issuanoe8. rules, regulations, and provisions that are
inconsistent with this Order are repeded, I'escinded, oT. modified accordingl.v.

7.         This  Order  shall  take  effect  immediately  upon  its  appro`ral,   issuance,   and
publication on the DepEd website. A certified true copy of this Order chall be registered
with the Office Of the National Administrative Register (ONAR} at the  University of the
Phhippines Law Center pup LC), UP Diliman, Quezon Cfty.

8.         For  more  inforlnation,  please  contact  the  Once  ®r the  Undereeeretary  for
"nanee,  2nd  Floor,  Rizal  Building.  Department  of Education  Central  Office,  DepEd
CompleJ{, Meralco Avenue, Pasig City through ema]l at usec`financebpm@deped.gov.ph
or at telephone number (02} 8633-9432.

9.         Immediate dissemination of and Strict compuance with this order i§ directed.

BY AU"ORITY 0F THE SECRETARY:
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References:

DepEL Order {Nos. 002, s. 2023; 004, s. 2020; and 017, a. 20]9t

To t]e indicated in the Pe tual Index
under the following subjects:

AMENDMENT
BUREAUS AND OFFICES
COMMUNICATIONS
OFFICIALS
PAYMENT
POLICY
PROCEDURE
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Annex A - Sample Self-Ceitification

[Department/Agency Logo]

CERTIFICATION

This   is   to   certify   that   communication   expenses   incurred    in   the   total    amount   of
for the  period  covering were  all  official  in  nature

and necessary to the performance of official functions.

This certification is issued to support the reimbursement of said expenses.

(NAME OF AUTHORIZED OFFICIAL/EMPLOYEE)

(posmoN/DEslGNATloN)

Noted by:

NAME 0F IMMEDIATE SUPERVISOR

(posmoN/DEslGNATloN)


