








 
 

Center for International Trade Expositions and Missions (CITEM) 
 

REVIEW AND COMPLIANCE PROCEDURE FOR STATEMENT OF ASSETS, 
LIABILITIES AND NET WORTH (SALN) 

IN COMPLIANCE WITH CSC CIRCULARS 
 
 

PARTICULARS/PROCEDURE RESPONSIBLE 
PERSON/ UNIT 

NORMAL 
PROCESSING 

TIME/DATE 

CLASSIFICATION 
OF 

TRANSACTION 

Preparation/Issuance of Memorandum 
to officials and employees on the filing/ 
submission of Statements of Assets, 
Liabilities, and Net W orth (SALN) with 
the attached SALN Form 

HRM Division 3 working days 
on or before 31 
January 

simple 

 
Deadline for Filing/ submission of 
complete and accomplished SALN 
Forms to the HRM Division. 
 

 
Officials and 
employees 

 
7 working days 
on or before 
March 30 (First 
Deadline) 
 
on or before April 
15 (Second 
Deadline) 

 
Complex 

 
Receiving, consolidation, and recording 
of accomplished SALN Forms of 
Officials and employees. 
 

 
HRM Division 

 
3 working days 
3rd week of April 

 
Simple 

 
Review of submitted SALN Forms to 
determine whether statements have 
been properly accomplished. 
Submission of List of Employees (in 
alphabetical order) who (a) filed their 
SALN forms with complete data; (b) filed 
their SALN with incomplete data; (c) did 
not file their SALN forms to CITEM 
Review and Compliance Committee 
(RCC). 

 
HRM Division 

 
7 working days 
On or before 3rd 
week of April 

 
Complex 

 
Deliberation/ Evaluation on SALN. 
After which, the RCC shall submit the 
SALN List to the head of the agency.  
The head of the agency shall issue a 
Compliance Order upon 
recommendation of RCC, within (5) days 
from receipt of notification of such 
recommendation and receipt of list, 
requiring employees who have 
incomplete data in their SALN forms to 
correct/supply the needed information, 
and those who did not file/submit their 
SALN forms to comply within a non- 
extendible period of 15 days or on before 
16 May. 

 
Review & 
Compliance 
Committee 

 
7 working days 
On or before 2nd 
week of May 

 
Complex 

 
Issuance of show-cause order directing 
an official or employee concerned to 
submit his/her comment or counter-
affidavit for failure to comply with said 
Compliance Order. 

 
Head of Agency 

 
3 working days 
3rd week of May 

 
Simple 

 



 
Center for International Trade Expositions and Missions (CITEM) 

 

REVIEW AND COMPLIANCE PROCEDURE FOR STATEMENT OF ASSETS, 
LIABILITIES AND NET WORTH (SALN) 

IN COMPLIANCE WITH CSC CIRCULARS 
 
 

PARTICULARS/PROCEDURE RESPONSIBLE 
PERSON/ UNIT 

NORMAL 
PROCESSING 

TIME/DATE 

CLASSIFICATION 
OF 

TRANSACTION 

Preparation and submission of various 
reports to the CSC in compliance with 
related circulars for SALN (e.g., 
summary list of Filers, Certification, etc.) 

HRM Division 7 working days 
On or before 4th 
week of May 

Complex 

Submission of List of SALN Compliance 
to the Civil Service Commission main 
office at Batasan Hills, Quezon City. 
   
Submission of List of SALN Compliance 
for Presidential Appointees to the Office 
of the President, Malacañang Manila. 

HRM Division 3 days  
(on or before 30 

June of each 
year) 

Simple 

Issuance of CSC MC No. 06, series of 2021 on Filing of and Submission of the Statement of Assets, 
Liabilities and Net Worth During Exceptional Circumstances. 
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Deputy Executive Director MA. LOURDES D. MEDIRAN 
Officer-In-Charge, CITEM 
 


