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DepEd ORDER
No033, s. 2020

GUIDELI'{ES AINHORIZTITG PAYMEI{T OF COMMI,NICATIOTTI E:TTEIISEB
OF THE DEFARTMETT OF EDUCAfIOI{ PERSONTTEL RELATIVE

T]O THE IMPLEMEIITATIoN oF AITERJSATVE woRI(
ARRAJ|OEOIENTS FOR THE YEAR 2O2O

To: Un dersecretaries
Assistant Sel:jrclaries
Burc'au atrd Service Directors
Regional Directors
Schools Division Superintendents
Publi(: Elementarjr and Second6ry School Heads
Divisiol Chief6
All Others Conccrned

l. In vietv of the Coronavirus ICOVID tgl outbresk in the countrv. the presiclent.
lhrough Presidentisl Proclamalion No. 922, s. 2020 and proc-amalon No. 92g, s
2O2O, placed the enrire Plilippin.s under a S!a.e oI Rrblic Health Enler8ency, and
State of Calar ity, re6pectively. Thus, all govemment agencies and local g-ovem:mentu its are enjoined to render full as6istance aJrd coopeiation, to mob izJ necessary
resources, ard to undertake critical, urtent and appropriate measnres to combat th;
CO\,ID 19 threats. Thereafler, the entire Luzon was placed under an Enhanced
Community Quarantine (ECQ) and srringent socirl distanci.g measures were
impiemen ted.

?.- TI-"^?.p:lT.ni or Educarion (DepEd) )ssueo DcpEd Men,o,andum {DMl No.
043, s 2020. which provided rhe Gidetinps on the AltcmatiP Wott Aoangiments in
Light of thc COV]D.)g Stri:lgent Sociut Distan inq Medsures. This OM"iacnffea
telccornmutinB E'! art altcmadve work eirangcment allowing efiployeeE to \rork from
homc (WFlt) or othcr off-Eitc locationE, providd that th. fi."o""Jf musi Oc maaity
avaiilble.during working hours and tnu6t be able to rcspond to directjveo, ,cquesG,
and (Neries through agr.cd l'lodcs of eommunication. tvifli their immediatc Jupcir,iso".

3. DepEd also issued DM No. 039, s. 2O2O rirjed Aurknzne the Ilse of Regutdr
ALocations Jor Mairdenar&e and Other Opemtina EryetL.e-s tMOOEi andt oi icat E)nrts
to InUtlement lveasures in prepaing and Responding to the *)WD_19 Zhreols datedMaich-l 2, 2O2O aurhorizing the prudent use/chargin-g of the regular Maintenance and
Oth6r Operating Expenses {MOOEJ and/or tocat fuids-for COVIb- t 9-.elated measures
oI thc Departrnent.

4 On May 7, 2O2O, the Civit Service Commission (CSC) issued Memorandum
Circular (MCl No. ro, s. 2020 nLted Reuised rnte/b criaar"i", ji-iti".ii,* w*XArrdngetuEnts and gqporl Mp_chanbms Iot Workars in the Goiemment During fhePefi)d of s1tate of Natio,2trt Emergencg Due to COWD_19 pandentc.

D.DEd cr,trrrcr, M.dt o Av.nu. rasiB c,ry r600 P *rr.rrn*,"urr.,rraa/uu,rrau, *ru"u o*ruroa:z-o:o, I **.a"p"a.gou.pn
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s. lrl vi.w tlrcrcol, l)cplil Orrkrr (DO) No. Ol1, s. 2020 titt(xt tt<tuisett (htuleth"s ott
Alkrltelirp Wotk A u geme,tls it the Depa,1.,rtent ol-Ddu*lh Duida the [,eriotl ol
State of Natil,tol En\'ryctrct! Ittc to a:OVtD ,9ltrnrferll'c was issl(d or) .rrlle t S. 2U20,
which prol,i(lecl for tlrc wotk ar, angcnrclrls and snpport mechanislns for tcaching lrnrl
norrteachirrg perconltcl, inclu.li g .Job ()rder (JOl .lltd Contfirct of ScI\,icc ((j(,S)
personnc!, an.i oilicials in all DcpEcl olfi{:cs iu ali govcrnancc lcvcls, publlc rlcmentrrry
and sccoll(isrl schools. ancj (]ontnrrtrritJ, l('rrrninB crrrtrrs ICL-Csl.

fr. Pu rsllant to Scctxnl 4.O ot CSC M(1. No. 1O, s. 2O2O, Depud isgues tllc e[closc(i
Guldclhs! Authotklng Paym6nt of Comnunlcrtlon Erp.nGes of Department of
Educstlorr Pcr.oanel Relatlve to th€ Implerlentatlon of the Altornrflve Woik
Arlengcmcnt for the Yerr ?O2O.

? 'lllis Older slrall take elTect retroactively on March 1f), 2020 all(l shall retn ill
irl force ulrtil Dccellll)cr 31, 2020, or untij CSC M.C. No. 10, s. 2O2O all(l lrr.sidenrinl
I'r)clanralior No.92:2. s. 2O20 cease to l)r' ir! eafect. \\4riche,.,ei.is earlier._

it. F or in lorrnatio , plcasc cr,'r tact thr Oface of th€ UndeB€crstary for Flnancs
8.rvLe, 2lld Floor, Rizil BUil(ling, Deportnrent of Educatiorr (:.t1tral Officc, Del]})(l
Complex, Meralco Al,en e. pasig Ciry. lhrorgh rr ail (klress nt
t'scc.finar(x.bpm(.jidrt)crt.gov.ph (n.ar !el.rrronc nirnrl)er lO2t r{()itil 93,12,

(). lnr[[.diatc rlis*crnirratio ol and sL|ict corrlt)li.r,ce with [1is Ordet. is directnl.

Jl r,o F'
LnoNot'uectolrs ttrot{Es

Uncl.:

l{caorences:
I)epE(l Menn E']durrr: lNos. O39 afl(t O43, s. 20201
DcFt d Order (No.0I I, s. 2020)

'lir hc indic^tcd ir lirc pcrpctudl Ldex
undcr tlle follnving subjccts

BTJREAUS ANI) ()FFICES
c0 i\4 t\,t tI N ICA 1r ()NS
EMPI-()vtlES
EXPI,]NSES
PAYM ENT
POt,l('Y
TRAV t.;L
woRl( HolJRs

EeGEAt

,'+i.'"'

lUi

\lr'll/sN.'1rti.\/Nrc L'. (,,,rJrti,j.r A,, 1nanrg!.,,)r-.,rutC(,rrrrn.1,,uL[^tnr,.,.
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(Enclosure to DepEd ordcr No. 038, s.20zo)

GIIIDELINEA AUTEORIZI G PAYfr{E!IT OT COM IJIICATION EXPENAES
()F DEPARTMENT OF EDUCATION PERSOITNEL RELATIVE

TO THE IIIPLEMEIITATION OT ALTERXATIVE WORI(
ARRAICCEUEtrTS TOR THI YIA.n, 2O2O

I, RATIOITAI,E

l, Upon imposition ol the Enhanced Community euarantine (ECe) and thc
Stringent Social Distancing Measures over the entire Luzon per Memorandum fronr
the Exccutive Secretary dated M6rch 16, 2020, the Department of Education (DepEd)
issued DepEd Mernorandum (DM) No.0a3. s.2O2O on MaJch 15,2020 pmvidin8
Guid.elies oi tlE Altcnnt.iue Work Anangements itt luht of the COWD-|q Stingent
Social Distn,r.:itq Mejlsures. ThiE DM identified telecommrlting as al1 alternative work
srrsJlgelneni aliowing employees to work [l.om home (WFHi Dr other off-site locations,
provid€d ihat the persoorlel must be r€adily available during working hours arld must
be able to lespood to dirccrivcs, requests, aJlcl querics through agreed modes of
communication with tlleir immediate supervisor. Further, personrel who do nol form
part 9f the office assigned ollicers aj1d personnel based on the work wcck ptan,
including the exempiions, shalJ render services through telecominuting arrangernent.

2. ln addition, DM No. 039, s. 2020 titled Authorizing the Use of Regutllr
Allocalions _for Matntenan.e and Other Operating bqeises (MOOE) and./ or L*'/tl F nds
to lmpletuetl Measurcs i l\re.Inrite atul Responding to tlp COWD-1q fh_rears dated
March 12, 2O2O was issued to autholize p.udeDt usc/charging of the reguiar MOOE
and/or iocal funds to mobilize necessary resources afld undertaking cdtica.l, urgent
and approprilrre measur.es to combat the COVID-19 ttD.eats.

3. Or May 07,2O2O, the Civit Seruice Colnrrtission (CSCI issued Mcrlorandum
Circular (MC) No. 10, 6. 2020 titled Reuised Inteim Guidetines far Altematit.E- Work
Afi\anqefi.erts and Support MeclunisttLs for Workers in the Gouentmeit .funng the
Period of Stlrtp, af Nanonal EftLergencA d e to COWD- j 9 pandetnic. Section 4.O therEof
dirccts governffent agencies and irslrurnentalities to enoure that a1l wurke.rs are
aUo_rded wrth adequate support mechEnisrn:, such as reasollable tr.ansportatiorl
Iacilities for emplovees assigned as skeleton workforce, defrayal oI reasolrable
eJ<pen6es incuffed lrr telecornmuting, oJrd other monetafy 6rlppo* mecha.nisrr as xruy
he allowed bv the Ofiice of the president ol other authori;d ae;ncies orupon approval
of the heads of agencies, subject to acco rting ar:d auditing nrles and reguiations.

4. DepEd Order (DO, No. 011, s. 2020 ti ed Reuise.l Auidp-ti\es oft Altenl.ltite
W-o* Aff lg,emetl,]ls ifu tte Deportinent of Edudltio,t thti.tg the Lbdod of Slate oJ
Natiotlol EmergencA due to COVID-19 paidemic was issurd ; Jun€ 1S, 2OaO, whictr
prDvided for thc .work arrangcrnents and support mcchanisms for ieactriDg ald
nonteachiir8 personnel, inchrdinS Job Order UOI and Contract of SeNice iCOS)personnel, ard ollicia.ls in all DcpEd offices in a.ll govcrnance levels, public elenlcfltarl
and secondatA schools, a d community learninglenters ICLCS), in consoDance .$/.ith
the policies set for.rh by the OlEce of ttre presid;t (Opl, tire lnrer_Aeencv Task Force
ibr the ManagemeflL of Emcr girts infe.r.ous Diseascs ltATFt, ir'ro tnetSd.

5. These altemati,,e work ar rarlge,nents have redeline.l the way erapluveeB worksnd commuoicate. tn offices where Work-From_Home (WFH) arrangement is

E*f,,18

ffi
PrBe S ofa



implernented, employees rely heavily on the use oI mobilc load anci internet Ioad to
call, text, and access to intemet for comrnunication, research alld completion ol
roquired tasks and output6.

6. Furtherrnore, with the issuarce of DO No.012 s. 2OZO, or the Adoptinrl oI the
Basi. Education dnd Leanti g Contiiuit| plan for the jichool yed 2O2O 2Oi1 in light of
the CAVID 19 hlblic Health EnergencA, sorne leachers would have to conduct classea
through ontine distancf, learning, a learning modality where teachers e.ngage the active
pardcipati()n oI learners through the use of various t€chnologies accessed ilrouEh the
intemet while they are geographically renmte from each other during ins tructiofl. Here.
internet and online comrnunication tools are used to facilitate learner-teacher, peer-
to-peer, alxd ev€n taacher-psrent communicatioo.

7. In view of the foregoing, DepEd authorizes the pa],rrle|1t oI conr_rhuhication
expense (mobile and intemet) of persorlnel under a WIrH a.fiangement which li,ere
incurred from Marct] 16,2O2O until December 31, 2020, sutrje;t to submission of
pertinent documents for reir.bursement.

a. The srnounf which may be rcimbursed shall not exceed Three Hr&disd p6.o.
(P3ool/month, to be cerrjfied by ihe authodzed clainEnt as actual expenses incurredin connection with the discharge of their olliciel functions slrd ar. necessa{, to
support the operaLions of the agency anlialst the pa.dendc.

[- ecoPD

9. These guidelines shell cover payment through r-eirnbursement of
cornrnunication exFrenses {mobilc and intemet) for those fersonnel {nder a WFH
arrangement ar the DeIlEd Central Oilice (COl, Rc8iooal Oflices lROs), SDOS, and
public school6, whether pennalent or under Contact of Service or Job arder status.

m. LIMTTATIOII/DXCLUSI(,

1O-. _ Excluded ionr thcsc guidelines are those idenrified as authorized/eliBible
le-clpielts of aobile phones, postpaid lines af}d prepaid loads under DO No. Oi7, s.
2019 titled Auidetines on the Louision and Use oiol\ciat Mobile phnr.es, postpaid
Lines, and Prepa[d Loa.l.s, as amended b,y OO No. OO+, s. 2O2O, and those who have
already availed of the reimbureement of communication expense pursuajrt to OM
OSEC-202O-007 or (tuidonce on Au mrizing Concemed Otrtcials anh personnet of theCentral Ofre to Retnbure Enhonced Comtnunitr euoraainE Ret&ted ExpetLses.

ru. POLICY ATATEHENT

11. This Order shatl serve as guide for approval and procsssing of clainls forcommunicatior Bxpense6 of DepEd personnEl in connection wirh the implemenration
or artemauvc work arrangements ill I he Deparunent. This will al60 help sareamline theprocedrrres and ralevant corhol measures to ensure emciency, cfectiveness, al1deconomy in tie utilizs jion of funds for this purpoBc.
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l)

DEFINITIOI{ OF TERMS

For the purpose ofthis Oder, the following terms are defined as follows:

a. Alt€inatfu€ Ylo1& rtlsnt€rre[t referc to work a(a.igenrents
idcntified by tie CSC which governmeflt agelrcies such as the
DepEd may adopt individually or in combination dudng Lhe period
of State of National Emergen(y due to COVID 19 Panderuic. These
include Work-l'rom-Home, Skeleton Workforce, lonr-day
(compreseedl WorkFreek, Staggered WorkinB Hours, or Other
Altemative Workiog A.ran8errents appropriate/applicable to the
a8ency subject to pre!€jling commurritja qua-rantine and tlle nature
of work/job pedormed by the employees.

b. ComEualcatlotl exponr€ refers to the cost of using
comrnunication technologies such as mobile phorre s.nd internet,
iflcurred by DepEd oflicials and personnel in the discharge ot their
omcial functions. It includes poBtpaid plan, prepaid load, electrcnic
reloading, intemet subscriptiolr fee, and other. conoccted emerging
method/technolos'.

c. Et€ctronlc rGloadlng, also kflowrl as e-load, i6 a service which

d.

allows rclailers to automatically reload or top up prepaid credits of
a mobile phone subscriber.

Btate of Cehloltjl is a declaration made by the preoidenr of the
Republic of the Philippifles, through Proclamation No. 929, s..2020,
as er{teflded under Proclamation No, 1021, s, 2020, which aJlorded
the Natioflai Covernment, as well as Local Coverrirnert Units
(LCU6), ample latitude to utilize appropriate flnds, including the
Qurck Response l\nd, in -heir disastEr preparedness arrd response
eilorts to contain the spread of COVID-I9 and to continue to plovide
ba6ic services to the a-[Iected population.

St tG of Publlc Hcaltb Emcryercy is a declaration made by the
Presi.lent of the Republic of the Philippines, through procl€matirrn
No. 922, s. 2020, to capaciLate government agencies and LGUg to
immediately act to prevent loss of liIe, utilize appropriate resources
to implerrenl urge.nt aid critical fleasures to contain or prevent the
spread of COVID-Ig. mitigate its effects alld impact to thc
communiu, ard prevent serious r!isruption ofthe functioninB of the
Bovernment and the community.

needcd for a busirtcas
functions.

B, ltrIdrt-from-IIomo lqff'Hl reIeN to an oltpulorientecl . work
arrangenent that authonzeG lhe personnel to produce
output8/resuits alld accomplishments ourside oI the ollice or
sciool/ community learning cetter (CLC).

Sk3l.ton/PhyElcelly Reportirg
operationa.l capacity which utilizes

Itrlorkfotco relerc (.o the
the smallest nunttrer of people

or organization to maintain its ba6ic

PrAe 5 ofa
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VI. GEI{ERAI, GI'IDELITEA

13, Claims for reimbursernent of codununication expeoses, both for mobile a.rld
internet Ioad (appllcable to multipte networks) of thosc workilrg from home, even if
assigned to lorm part of skeleton/physically reporting work force on celtain number
of days, shall be based on the actual amount of expenses incurred, not exceeding P3OO
per month/personnet, gubject to aubdriseion of the idelltifled documentary
requiremcnta- Chgrges in excess oI this moflthlv ceiling, iI any, shall be shouldered
by tlle pcrconnel concerned.

14. lleads oI ollices shall issue a certifcation identiSing thei! perionnel who are
authorized to claim reimbureement of cornmunic.atiofl expenses and the lettcr to alfiam
that tlede were incurrcd in the performance oI their ollicial duties and responeibilities-

15. Submisaion of claims for processing rIrust be done by Omce. Hcnce, Ior
reimbursement oI conrmunication expense, only one Obligation Request and Stahrg
(ORS) and Di8bursement Voucher (DV) must be submitted for the entke oflicc ataff
per mouth.

VTI. PROCEIN'RAI,GUIDELIHES

16. ClaLr'slts shall completE thc following pertinent docirments for suttlDission to
the Budaet Divi6ion/Unit/Section:

16.1. Certificati<rn shall be done by tlle authorized cleilnant, stating
that the actua.l comflunication expenses were incuffed i$ the
pe.rforrnance of oflicial duties and responsibilities;

16.2. Proof of purchaBe/payment such as:

a, Copy oI Official Receipt for tlle purchase of prepaid cafd or
payment of postpaid line or internet subscriptioh under the
name of the alaihsnt; or

b. Reimbursement Expense Rec.jpt (RERI together with the
screenshot o,r/Ecanfled copy of conflrmation of mobile e{oad
(e.9. ArrtotoadMax, XpressLoad, etc. ) showing the referencr
number arld mobile number of the claimant and

16.3. Accomplished Obligation Request arrd gtatus (ORS) \dth
coresponding Dsbursement Vouche! (DV), duty sigred by the
H.ad of OtEcE (Box Al pfth attach.i Usts oI claill)arlts.

17. The. u6ual procedures of processing claims ior reimbursement of.erpenses
incurred ehali be tollowed in accordance with the usual govemmeot accounting and
auditing .ules and regulatiors.

VItr, SOURC! OI| FUI{D

18... _The arnounts required for these reimbureements shall be charaed against
available Maintenance and Other Operaijng Exp€nEe (MOOEI bajsnces otihe Central,
Regional, Schools Division Oftices, and public Schools. subject to availability oI fuods

EIKIEIE
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and in compliance wilh cxisting budgetln& accountin& and auditing rul* and
regulations.

IX. IIOTTITORIIIG 
'IID 

SVAIUATION

i9. All offices and accountable ollicials snd pcrsonnel theieof shall comply with
existing l'inancia.l reporting guidelines on the use of funds for this purpose.

20. Monitoring the compliance oI all concerned with these guidelines including
addressing issue6 that Erise in implementation .shall be uddertaken by tltc Fiflanca
ServicE-Accounting Division/Unit/Section at the DepEd Centrsl, Re€ionsl, eod
schoots Division Omces under their rcspective jurisdictiofls.

21. Concerned accountants shall ensure that the8e erpenses are properly recorded
in their respective Books ofAccounts. Reports of distDrsernents must be made readily
aveilable for submis6ion to lhc Finarlce Service-Accounting Division, DepEd CO, once
required by the oversight a8eocies and/or top managernent.

X. ETTECTIVITY

22. Tbis Order she.ll take elfect retroactivety on March 16, 2020 and shall remaln
i, force until Deccmbcr 31,2O2O, or until CSC M.C. No. 10, s. 2020 and Presidentisl
Proclanation No, 922, s. 2O2O ceaae to te in effect, whichever is earlier.

].I. REFEREI{CEA

(.

d.

b.

DO No- 017, 6. 2Ol9 or thE Auidelines on thE Prouision and Use of
Olhci&l Mobile Phones, Posq1aid Lines, and Prepaid loads dated July
18,2019;

Presidential ProclaEatioll No. 922 dated March 09,2O2O, Declaring
a StaE of L\tblic Health EflargencA thrcuglbtt tlre PuliPi^es;

DM No, 039, s. 2020 titled Authoriziig the Use of Regulor A oc..tions
fol MainEnance and Ahet Opefaling Eiqenses (MOOq annl or lacal
Funds to Implen@nt Measutes in hewring arul Responiing-to the
COWD 19 mftats dated Msrch 12, 2020;

DM No. O43, s. 2020 providing tiuidelines on tlE Ahematiu" Work
Aiangemetts in light ol the CAWD|q St.l.,rgetlt Socral Dr-.siancrirg
llfea.sures dated Mafch 15, 2O2O;

Presidefltial Proclsmation No, 929 dated March 17, 2020, Declarbw
a sfate oI Cdamit! thtoughoul the Philimines due to the Coturrtl
Vlnts Disease 2019,

DO No. 004, s. 2020 dated April 18, 2020 amending tlle cuidetines
on tlE l+ovision dnd Use oI Olficial Mobite photi,l's, postpaid Lines,
@tld. Prepdd |aads;

Omce MemoBndum OM,OSDC-2020-OOO7 providinR cuidane on
Aufhnrizing Concemed Olfictals and Personnet oJ tE Ck\U.tI Olfr@ tD

PrgE ? oa a
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Reimburse ]lnhanced L'o/wn n q Quarantire Rclated E apenses
dated April23, 2020;

h- DM No. O43, s. 2020 or the Guidelines on lhe Altemattue Work
Anangetnents h the Dewrtment of Dducation in Wht of the COVID-
19 Stingenl Sacial Distancing Measures dated Morch f5, 2020;

i. OM-OSEC 2020-00 i or tlre Autlorization of OIFcc and Fie-|d $lork
fot ld.e tified Critical Tasks iL Areas Coueted bg the Eftha,].ced
CommunitA Quarantinei

j. Civil Service Commisoioo Memoraidum Circular (MC) No. 10, s.
2O2O dated M4y 7, 2O2O titled Rer6ed Intenm Cuidelines for
Attematiue Woft Afidngei@nts and Suppoft Mechanbms for
Workcrs in the Couetument durirg tlE Peiod of $ate of Nation,]
EmPrye rg dw to COWD.l9 fauclemic,

k. DM No. 052, 6, 2020 titlcd ddrasory on Work Aftdngetnptrts in tl@
Dewnment ol Education in Lighl oI thp Re@nl Dewlopmeflts in thp
COWD 19 Situntin,r deted May 17, 2020;

1. DM O54, s. 2020 or the Reiteratioa of Aduisory nL Work
Atrd,Tgemeftts itt thE Departnetlt of Eduqttion in LUht oI Reaeqt
DeueLopments irl tlre COWD-lg Sih]atbn dated May 19, 2020;

rn. DM No- 056, s. 2020 or the A.t,isory on the Extetusio,L of DepEd
Memorondum Na. O54, s. 2O2O dated Jnne 06, 2O2Oi

t1. DO No. 011, s. 2020 litlud Reuised curiielircs oft Altenstiue Wark
Aftattgetnenls it thz Depattment oJ Educatiofi duitto the Penod ul
Sltute of N.rtiotxll EmergencA due to COVID- I 9 Pandemic dated Juoe
t5,2020;

o. DO No.0l2, s.2O2O tilJed Adoptioi ofthe Basic EdLcatio.L Le@tling
Continuity Pla,tJor School Yedr 2O2O-2021 iit Ligtu oJ the (nWD19
Pubtic Itealth Energencg deted Juoe 19, 2O2O; and

p. Pre6identisl Proclsmation No. 1021, s. 2020 dated September 16,
2O2O, Ddet*ling the Peiod oJ the State oJ C@totuitg thtoughout t)@
Philippnrcs &1e to the Cotuna vints Ilisedse 2019 Dec.taled unJe.
Ptocldrftation No. 929, s. 2O2A.
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