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Republic of the Philippines
PROVINCE OF SI.]RTGAO DEL SUR

TANDAG CITY

Office of the C,overnor BACODIG P'LIPII{AS

SUBJECT: lsr ENDORSEMEITT DATED JULY 27, 2o26 RE: REITERATION OF

T /\IY (; FOR THE APPLICATIOIIT OF T1OREIGN TRAVEL AUTHORITIES

Rfi

CEIVE
tBHr/\ li-

1"t Indorsement Pco-sa -n.

PGO RECORDS/MVP/cha

IL

PIMENTEL

At$tsTJ
AO DEL SUFi

L

E

July 29, 2026 NAME
C0t{IROt N0: lATl: ''l-lodr Trffi' g:q6

indorsed Mr. Edgar G. Perez, I[, J.D., Secretary to the
Sanggunlang Panlalawigan, this Province, the herein basic communication from
Rizza D. Sion, CESO V, Provincial Director, DILG, Tandag City, for your appropriate
action.

MAIYUEL O. ALAMEDA, SR.
Acting Prouincial Gouernor

. TANDAG CITY SUP

PROVINCE OF SURIGAO DEL St,R
Office of the Secretary to the Sangguniang ranlatawgan

- Tet No.: 086-21 15832
Emril. ossp@surigaoOetsuigt v.pir

ossP-2646129

For the Governor;

JOHN
Prouincial r

I
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BAGTOXOPIIJ?iXAS

Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOGAL GOVERNMENT

SURIGAO DEL SUR PROVINCIAL OFFICE
Capitol Hills, Brgy. Telaje, Tandag City, Surigao del Sur

:1{-Wi.arrlgal!g.ss-/ pl:

BASIC : REITERATION OF GUIDELINES FOR THE APPLICATION
OF FOREIGN TRAVEL AUTHORITIES

1st Endorsement
July 27,2026

Respectfully endorsed to HON. MANUEL O. ALAMEDA, SR., Acting Provincial
Governor, Surigao del Sur, the herein attached basic communication, for information,
guidance and compliance.
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FOR

*rouffiir.ioqua*

BsFUbm d 8rs PhdlpprneE

BEPARTTEiTT OF THE 
'ilTERIOR 

Af*D LOCAL GOVERHffiHT
DII.G-iIAPOLCOM Ccnrel EOSA corilGr Ouazcn Avonuc, Yrlas{ Tnangle. Guezon Crty

,,ryilhll$$&:.A,{,, irl

ADVISORY

ALL PROVIXCHL GOVERI'{ORS. CITY AHS
tNUilrclPAL TIYORS, PUI{ONG BARAT{GAYS, DILG
REGIO,TIAL D'RECTON$, A}TO ALL CITHERS
COTTICERHED

SUBJECT

SATE

APPLICATIOT.I OF

July 22, 2026

Thrs refers to the implernentation of DILG Memorandum Circular No. 2025-0?3 dated
March 4, 2025, or tha Guidelines on the Use of the Foragn Travel Authonty Online
$ystem Applicalon (Version 3), Amending Provierons ol DILG MC No. 2A22-141,
senes ol 2O22, snd Adyisory No. ?026-01, on the Appllcation of Forergn Travel
Ar.rthorities.

To ensure smooth and timely proce*sing of FTA applications. the followrng reminders
and guldanca are reiterated.

A. COVERAGE

All ehclive arxd appsntive local government officials and employ€es are
required to epply for a foreign travel atrthonty (fTA) through the FTA online
system, reg*rdle* of whether the intended tsavel is lor official or unoffcial
purposeB.

Job Order and Contract-ot-Sarvice personnel are not required to sesure a
toreign $avet authority iseued hry tho DILG, as they are not corwidered "put*ic
oflicsrs'" within the scope of the Oepartment'a foreign trawl resfictions.

B TA ONLIHE SYSTEM NAVTGATIOIII

1" Applicetion Poriod

To ensure that
all documents are properly uploaded and all required fields are fiiled
applicants are ensoutaoe{.tg u$e dg$ktoqp odaptaps when applyrng.

RECEIVED
o7-12-20:6.. 5:34 Fl\{

" ENM

B G

FfA appiications must be submitted B



Appltcantu rnay olso retpr€Bt aceistrylce ftom their respectrve DILG Field
and Regional Officee.

?. Use ol Active E+neil Addtcss

All applicant* ere reminded to u*e an active e-mail address for the FTA
apgrcation. This is to ensure Hat dlimportant update$ and communicatons
regarding the status of the application wttl h received

Upon succegsful submissro{t of fre FTA apphcatton. the applrcant wrlt
receive, via email, their Appltcation Controt Number (ACN). which may be
ueed to track the appllcation. Clsifications and requetts for addittonsl
documents, if necessary, as wsll us the approved FTA certificate, shall be
ssnt to the provided e-mailaddress.

3. Travet Gategory

Amqiaurarel
Ths folloruing era considered ac Of[crel Travel, pursuant to Secticn 3 of
Fxecutive Order No. 77. seri* of 20'19:

a. lntemational conferences or nteetings to vr4lich h€ Philrppine
Government has cornmttrnents. or to undertake officel
rnissions#assignments whleh cannot he assigred to government officials
pouted abroad,

h $cholarships. fellmrships, trainings, and studies abrosd trhich are grant-
funded or undertaken at mrnimat cost to t{GAs. includtng $UCs. GOCCs,
SFls and LGUs, and

c. Invitations for speaking engogprnents or receiving ol awards from
fseryn govcrnments/ingtrtutrons or international agenci*#organizatrons
as defi,Ed under internatrcnal law, rt frether fulty or par$affy funded by
the governrnent, upon the endorsement of the DFA.

PerS of offioal travel shall only covar dglgs otthe egtivitY as indic?@iLt
the offrcialinvitq.

Unoffi4 Tfavel
l-oreign bips puraued for pereonal or pnvate purpose$, which tndude, but
are not lrmrted to, medical reasons, pclEonal emergfficte$. afid1or sfficral
occasionlE, are considered unof8eial favsl.

4. Trevel Type

SmdeJsyrd
Applicants ufiose destinetion is orily one (1) country shell seloct this option
For convsmience, applicants may select their destrnation country rn tfis
droldown menu in the FTA onlina system

For havelt acro$s different perir#o with different destination countnss.
applicantr are advised to file separate ap$ieations for each travel prr*d tr:
facilitate propei'traclting and processing (e g , applicant has a trip to Spain

tr



on September 11-20, and to Singapore on Octobs 10-13, tyvo (2) separate
apphcations are recommended to be fikd).

MutkItayS
Only one t1) applicetron shall be ftbd in fi€ FTA online system if the travel
involves multlple destrnations wi&in a continuous pend (e.9., if applicant
will trarrel to Hong Kong and Maceu from Deember 10 to 15. thre shall be
covered under a single application).

Extqgqiorl
Applicants may file for an extension for tfnir approved forergn travel,
provrded that rt rs ftled at least ssrrun t7) uo{ting 0ays betore te end ol the
rnitially approved foreign travel.

5. Prohlbltion Againat Travel JunkeE

Pursuant to Executrve No 77, series ol ?O19, all forms of travelrunkafs are
expressly prohibited. The conduct of ssategic planning sosslons or team-
burlding activities outsrde the country shall not be permitted. Likew$e, the
fiting of personal leave rmmediately preceding or folluring the ofiicial
engagement is slrongty diecouraged. Shoultl the circumstan@s of the
favel--such as the nature of the activity, its purpote, end $e ltinerary-
suggest tfiat the tnp is prirnarily for personal reasons, the efltife Favel shall
not be recngnized as ofiicial in any c.epaclry.

6. Compliance of Laching Documents

Applicants shall be contacted via the e-mail they provded, shoulcl there be
any comfltent or clarification on their FTA apphcation, and may cornply with
the ad€ntified delioencies by submitting the dobuments via e-mail to

iitrgfrtd,i:.-+e1),!. ;,ri, to facrlr{ate procesSing. AppliCanb sre advi$sd to cornpfy
as soon as possibls ts avoid further delays in the ptaceg$ing of the FTA
applicatron

?- Application Follow-up

To tracft a pendrng app[cation. applicants may utilize th€ "Foltow Up. button
located on the homepage of the FTA online system The Application Control
Nurnber (ACN) issued upon submission muat be entared aeurately. Only
applicatrons wrth a valid and correcl ACN may be tracked through the
system.

Applicr$on Stttut
a. Received - Reeived by sre online systern and for assignmeflt of

prscassor;
b Frocessing - $fift assigned proc€ssr anrl for revrenr and evaluation of

submitted documents;
c. For endorsement * Endorsed to BLGS DirectorlAssistant Direalor hr

evalualion
d. For Approva{ - Endorsed tc tte office of the seoetary lor approvat

Page 3 of 7
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S. t.f nofliciailPersonal Trevel

The folh+irE additionaldocuments ere to be submitted for applicatrons for
unotfioal foreign travel :

s Accomplished Leave af Absence (Civrl Service Form No 6. revised
20?o)

- Ensure thst allfields arefilted out: (1) CIffrce/Ooparlnrent and
Positian, (2) Applicanl'e Name and $ignature, {3i Date of
Filing. t4) Type of Leaw to k Availed end Nurnber of
tttlorking Oays Applied, vtrth inclusrve dates, and {5} Oetarls
of Leave, rncluding travel w{thin the Phihpprnes. rf applrcable
{e 9,, applicant is kom Palawan and wilt Sawl to NA1A
Terminal 1 {or the inlemationalflqht. Applicant rnust rndicate
travet dates frorn Palaryen to NAIA Terminal 1 and vice
versa, aside from the declaration of travel abroad)

- Specrfu the nurnber ol worl(ng dep approved, ufrether with
or without pay

4, Approving Authority

The follonrrng shall be the apyoving authority of the requirements FTA

Governors,
ilfiayors of HUCs

. anrt lCCs 
-Msyom of

Compontnt
Cit*es end

i Vice Gory/Mayor
Sanggunian
Members
iPantalaYvrsan.
Panlungsod.
Bayal) p,qd Staff
Presidents of
LtSa rq rfiga

, Barangay and
: SK Federetion
{Ex-Officio
Sanggunian

i MeEIFI_o-)_

Appornted LGU
i*taff (including
i t"rs$pitatc and
other offices
operatad by tile
ur;u3

Administrator or HRMO

Adrninistrator cr I-IRMO

Gavernor or Mayor
Governor or

Mayor

SILG

Governor

Governor or Mayor
Vrce Governor or

Vice Mayor

i
I

+
I
I
t
I
I

I
i

li
{

I

Gcvernor or
Mayor

Govarnor or
Mayor

P*ge 5 of 7

Vrce Govprnsr or
Vice Mayor

Gov€mor or
Mayor

I
I



Funorg
Barangay
$angguniarE
Barangay
Members

Earangay reasurer and
Barangay Secretary
Punong Barangay Punong Barangay

I Sangguniang
, Xabataen

Mernbers

Punong Barangay Punong Barangay

All applicants are advised to inH&lIg_Uffi"Aml-pgSttign_dlng Agp5gytru
ggglgffi in ail CS forms to be suffited. Oelegation document musl also
oe submitted should other LGU personrtel are authorized to sign CS forms
on behalf of the abovementioned approving authoritres.

B" RELATEO IS$UAHCES

{. Offlcial Traval in relation to Sltttr Cfu or Toun Twinning Program

t-GUs undertakirq ofiiciat travel in connection with sister city or town
twinning initratives must strictly compfy witt ltem 5 ? 3.3^2.1 of DILG
Mernorandurn Circular No 2Oe4-066 datsd fiIay 7, 2A24 and DILG
Memorandum Circular No 2026-0O4 on the Amended Guidelines on the
Establishment of National or lnternational Sister City or Town Twinning
Program. to quote.

Ifia8lsS, shall rac*rd, ravtew and evaluate ffis propatrd parlnersfip
Once the doc{rments submiftsd hava Man faund to be complele and rn
ar*er, fne BLGS shalt f*rward the documents to the Dopartment of
Forergn Affatt:s (frFA) and the National Secunty Council (NSC], for
{urlhw a$ss$ment and claaranse, as well as to tho folfowrnE
corcemed jVailonal Governmonl Agency. as app&ca0le

Aepadrngnt of Mrgranl Workers - for matter$ coficernrng seasnrral
wor*ers

Oepartm*nt of Na&ona/ Oefense and Nalronal tntolltgence Coodlnalrng
Agottcy - {or matt*rs corce,.ning naticlnal securily and peace *ntl arder

Department of Agncullurs * lor agricuttural paftnership, wtwther tiel<!
work or researclr

Oapafmenl of lnfarmatian and Cammunicalions Technolagy * for
infarm*tion and cammunicaions technology partnersfrps

Dapartmanf of ?nunsm - for founsm and cuttural axchanges

Departmenl at Trade aN lndudry * for ecorwmic and eunmsctal
paffners*rps

Dapa,rtm*nt af Health - forftealth-rclated pafinerships

Prye6of7



Depafiment o{ Environment and NaturalResources * lor envtronment-
relaled psrfne/$f,ips

Additionally, ltern 4 2 3 of DILG Memcrandum Crrcular No. 202&004,
Addendum on tlte Amended Guidelines on the Establishment of Natronalor
lnternational Sister City or Tormr Tt*nnrng Program, provides fre necessary
dseument$ to support such undertakings. to quote'

lnclude. as silpporf,ng dacumanfs rn the applicatrcn for Foreign lravel
Authonty FTA lhe Mea*s af Verificalwn, such {t$ officiai
communcation or ematl tfiread$, demonsfralrng pnor cmrd,nat,on wrlh
llrn cpnc.renrecf Ern0assy or Ccnsufale.

Failure tg comply wrth" the foregoing provieians shall preclude further

" 
+*'. ',. ,.fi*qpssrri,o^f e*ffl $ryamn.-

E, FTA.RELATEO MATERIALS AT{D REFERETICSS

For further information s*d ffierence. ell relsent rnaterisls and docunr*nts are
available and can be acc€ssed through the folloring ghared dnve

*ffiJffi_klffS#**ffi#e#9-?5 Applicants may also coordinate wrth their
resp*ctrve SILG Rryional afid Field Offices for assistance.

All PILG Regional Officss are drrected to ensure the immediate and wrdest
disseminetion of thie Advieory to all LGUs within their juritdiction

For further clarification, assistance. and other releted concerns, fte Policy Compliance
illonitoring Division of Sre Bureau of Local Govemment Supervision may be reached
ttrrougfi fel. No. tOA) 887$ 3454 local 421A ar 4211, from Monday to Thursday {except
holidays), 8 00 AM to 6:00 PM,

F onnformetlon ard gudance.

MA}?L$
for Local Government

tJl r].q"70?s 0a ?{ {}17
St$$rEAJf tilRr ixl0 ktflrfi {qffi ctrdr6eus!6


