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BUDGET CIRCULAR No. 2025 - 1
March 12, 2025
To : Heads of Departments, Bureaus, Offices, Agencies of the

National Government; State Universities and Colleges (SUCs);
Government-Owned or -Controlled Corporations (GOCCs);
Government Financial Institutions; Budget Officers and Heads of
Accounting Units; Commission on Audit (COA) Auditors; and All
Others Concerned

Subject - GUIDELINES ON THE ADOPTION OF THE GOVERNMENT
PURCHASE CARD (GPC) AS AN ALTERNATIVE MODE OF
PAYMENT FOR CERTAIN GOVERNMENT EXPENDITURES

1.0 Background

" Republic Act (RA) No. 87921 was signed into law on 14 June 2000 to facilitate-
domestic and international dealings, transactions, and exchange of
information through electronic, optical, and similar modes, instruments and
technology to recognize the authenticity and reliability of electronic
documents.

Specifically, Section 27 of RA No. 8792 directed government agencies in the
Executive Branch, including the GOCCs, to, among others, accept payments
and issue receipts acknowledging such payments through systems using
electronic messages or documents.

To support the increasing use of technology for payment and collection
schemes in government agencies, the COA issued Circular No. 2021-014 dated
22 December 2021 to provide clear audit policies on the use of digital
payments and digital collection methods in government transactions, including
the guidelines on the use of credit cards for government disbursements.

In particular, Item 5.3.5 (c) of the said COA Circular outlines the applicable
guidelines on the use of credit cards as a mode of payment for government
transactions.

v Electronic Cammerce Act of 2000 dated 14 June 2000
2 Guidelines’on the nse of Electronic Collection (e-Collection) and Electronic Paviment (e-Payment) for Goverpment Transactions dated 22
December 2021
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Likewise, Executive Order (EO) No. 170, s. 20223 directed all departments,
agencies, and instrumentalities of the government, including SUCs and
GOCCs, to adopt digital payment methods for both government collections
and disbursements.

2.0 Purpose

This Circular is being issued to provide the framework for the adoption of the
Government Purchase Card (GPC) as a fast, convenient, and secure digital
payment method for certain government expenditures.

3.0 Scope and Coverage

All departments, agencies, and instrumentalities of the Executive Branch,
including SUCs and GOCCs not covered by Republic Act (RA) No. 10149,% are
enjoined to adopt the policy on the use of the GPC starting FY 2025.

The Legislature, Judiciary, Constitutional Commissions/Offices enjoying fiscal
autonomy, and local government units are encouraged to adopt and
implement the policies and guidelines prescribed under this Circular.

Meanwhile, the GOCCs covered under RA No. 10149 may adopt the policies
and guidelines prescribed under this Circular, in close coordinaticn with the
Governance Commission for GOCCs (GCG).

4.0 Definition of Terms

4.1 Authorized Cardholder is a government official or employee to
whom a GPC is issued for making official purchases or expenses within
a specific program code or eligible expenditure type categories and
monthly credit limits.

4.2 Disputed Transaction refers to a transaction that an Authorized
Cardholder claims to be invalid, such as fraudulent transactions, non-
delivery of purchased goods/services, or cancelled purchases, among
others.

4.3 Eligible Expenditure Type refers to the types of expenditures that
an Authorized Cardholder is allowed to use the GPC for.

4.4 Government Purchase Card (GPC) refers to the electronic card
that can be used as an alternative mode of payment by Authorized
Cardholders for the purchase of eligible goods and/or services used
for official functions and purposes.

3 Adoption of Digital Payments for Government Disbursements and Collections dated 12 May 2022
4 “An Act to Promote Financial Viability and Fiscal Discipline in Government-Owned or -Controlled Corporations and to Strengthen the
Role of the State in Its Governance and Management to Make Them More Responsive to the Needs of Public Interest and for Other Purposes”
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5.0

4.5

4.6

4.7

4.8

4.9

4.10

4.11

Merchants or Merchant Category Codes pertain to a line of
business, products, or services authorized by the Servicing Bank for
the use of the GPC.

Program Administrator shall refer to an official duly designated by
the Head of the Agency to oversee the implementation of the GPC.

Program Code or Privilege Type shall mean the combination of
the expenditure type and credit limit for each GPC, providing the
parameters within which an Authorized Cardholder can use the GPC.

Purchase Limits:

4.8.1 Monthly Purchase Limit is the maximum amount that
an Authorized Cardholder can spend in one month using
the GPC.

4.8.2 Agency Maximum Purchase Limit refers to the
maximum amount an implementing agency is authorized to
use the GPCs issued to its authorized officials or employees
under the terms and conditions agreed upon with the
Servicing Bank.

Servicing Bank refers to any banking institution classified under the
government financial institution sector by the GCG or any authorized
government depository bank.

Statement of Account (SOA) is the monthly billing statement
provided by the Servicing Bank to each Authorized Cardholder and
Program Administrator detailing all charges and transactions posted
to an account during a billing cycle, as well as a consolidated billing
statement to be provided to the Finance Unit of the agency for
monitoring and liquidation purposes.

Unauthorized Transaction refers to transactions or claims that are
not in accordance with the guidelines on the use of the GPC, the terms
and conditions agreed upon with the Servicing Bank, and existing
budgeting, procurement, accounting and auditing laws, rules and
regulations.

General Guidelines

<Nl

The GPC is an alternative mode of payment for the purchase of
specific goods and services within a Program Code or Privilege Type
category. The GPC functions as a credit card and shall only be used
for pre-identified items within monthly limits and merchants or
merchant category groups agreed upon with the Servicing Bank.
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5.2 All transactions or purchases where the GPC will be used shall be
made following the existing procurement processes.

5.3 The use of the GPC as a mode of payment shall not supplant nor
bypass existing accounting rules and requirements prescribed in
applicable laws and issuances, such as the COA Circular Nos. 2012-
001° and 2012-003,% among other issuances.

5.4 The GPC shall be used only for the following eligible expenditure
types:

5.4.1 Travel expenses (air fare, car rental, ferry/cruise, toll fees’
etc.), in accordance with pertinent laws, rules and
regulations;

5.4.2 Miscellaneous small value purchases;

543 Computer software, services, and digital content;®

5.4.4 Hotel/lodging;

5.4.5 Representation expenses; and

5.4.6 Fuel, lubricants, oils, automotive parts and services.

5.5 The Head of the Agency shall automaticzally be entitled to the use of
a GPC. He/She may also authorize other officials or employees of the
agency to use a GPC, provided that they satisfy the following minimum

requirements:

5.5.1 A permanent or regular employee of the agency and those
with coterminous appointment;

5.5.2 Fidelity bond pursuant to Treasury Circular No. 02-2019;°
and

5.5.3 Personnel whose function or duty requires the purchase of
goods and/or services classified in item 5.4.

5 Prescribing the Revised Guidelines and Documentary Requirements for Common Governmens Transactions dated 14 June 2012

S Updated Guidelines for the Prevention and Disallowance of Irregular, Unnecessary, Excessive, Extravagant, and Unconscioneble
Expenditures dated 29 October 2012

7 Use of Radio Frequency Identification (RFID) or cash

* It includes the direct purchase of online subscriptions, which cover (i) electronic publications, reference materials, and journals; (ii)
computer software and applications such as video conferencing applications, computer-aided design and drafting applications, office
productivity tools, and system protection software; (iii) web-based services such as news and social media monitoring tools; and (iv) off-the-
shelf information systems, except internet and cloud computing services under Section 53.14 of the 2016 revised Implementing Rules and
Regulations of RA No. 9184, otherwise known as the Government Procurement Reform Act updated as of 19 July 2024

? Revised Omnibus Regulations Governing the Fidelity Bonding of Accountable Public Officers dated 25 April 2019 issued by the Burean of
Treasury. Certain provisions of this Circular were amended in Treasury Circular No. 01-2022.
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5.6 The use of the GPC shall be within the designated Program Code or
Privilege Type for each Authorized Cardholder, as cutlined below:

5:6.1 Program Code or Privilege Type A shall be granted to
Heads of Agencies and their senior officials, and shall
include all eligible expenditure types.

5.6.2 Program Code or Privilege Type B may be granted to
officials whose functions involve travel or conduct of official
business outside office premises, including foreign travels.

5.6.3 Program Code or Privilege Type C may be granted to
officials or employees whose roles consist of or involve the
purchase and/or use of small value items and common use
supplies, IT-related expenses, and motor vehicle services.

5.6.4 Program Code or Privilege Type D may be granted to
officials and employees involved in motor vehicle services,
such as drivers or personnel under the agency’s motorpool
unit.

However, without regard to the preceding item, based on the
operational requirements and expenses of the agency concerned, it
may request from the Servicing Bank a customized Program Code or
Privilege Type.

The tables below provide the detailed informatiorn on the Program
Codes or Privilege Types and the recommended Monthly Purchase
Limits. The agency, subject to its agreement with the Servicing Bank,
may assign the appropriate Monthly Purchase Limit for each
Authorized Cardholder, depending on the scale of the responsibilities
or operational needs of the official or employee concerned of the
agency which in no case shall exceed the limit set for the Authorized

Cardholder.
A. Eligible Expenditure Types per Program Code or Privilege
Type
Eligible Expenditure Type Program Code or Privilege Type
A B C D
Travel expenses 4 v
Miscellaneous small value purchases v
Computer software, services, and digital v Py
content
Hotel/lodging v v
Representation/business development v v
Fuel, automotive parts and services v v v
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B. Recommended Monthly Purchase Limits

Program Code or Privilege Type Monthly Purchase Limit
A Up to PhP 5,000,000.00
B Up to PhP 1,000,000.00
€ Up to PhP 1,000,000.00
D Up to PhP 100,000.00

5.7 The implementing agency shall designate a Program Administrator
(PA) for the implementation of the GPC. The PA must at least be a
Director-level or an official of equivalent rank and/or capacity with
direct responsibility for general administration or finance functions of
the agency.

5.8 In line with COA Circular No. 2021-014, prior to the implementation
of the GPC, an agency shall:

5.8.1 Execute a Memorandum of Agreement (MOA) with the
Servicing Bank. At the minimum, the MOA must include the
following:

a) Monthly Purchase Limits and the Agency Maximum
Purchase Limit agreed upon between the implementing
agency and the Servicing Bank;

b) Prescribed or allowed Merchants or Merchant Category
Codes;

¢) Pertinent schedules and timelines for the issuance of
SOAs, cut-off, billing, due dates, etc.; and

d) Terms and Conditions on the use of the GPC.

5.8.2 Design and implement appropriate internal control
measures and procedures for the proper implementation of
the GPC. For this purpose, the implementing agency shall
formulate a set of internal guidelines adopting this Circular,
as well as the accounting and auditing rules and
requirements prescribed in applicable laws and issuances.

5.8.3 Develop an incident escalation plan for managing

circumstances involving fraudulent transactions or
unauthorized use of the GPC.
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6.0

Specific Guidelines

6.1

6.2

As a general rule, the Authorized Cardholder shall first ensure that the
goods and/or services to be purchased using the GPC are included in
the agency’s Annual Procurement Plan, as well as the Information
Systems Strategic Plan in the case of allowable information and
communications technology (ICT)-related expenditures, subject to
existing procurement laws, rules and regulations.

6.1.1

6.1.2

6.1.3

The purchase of computer software, services, and digital
content shall be in line with the guidelines or requirements
set by the implementing agency’s ICT unit, if any.

For representation expenses, the Authorized Cardholder
may use the GPC within the set Monthly Purchase Limit, as
well as the amount provided for in the pertinent provisions
of the General Appropriations Act and other applicable rules
and regulations.

Agencies with existing fleet cards or similar arrangements
may opt to retain such arrangements for the purchase of
fuel, oil, and lubricants.

In cases where there is an ongoing contract for the
agency’s fleet card with a specific provider, the termination
of the existing account shall ensue upon the end of contract
with said provider, in accordance with the provisions
thereof.

Accordingly, in the case of agencies adopting the use of the
GPC, the procurement of fleet cards shall no longer be
allowed once the existing contracts for the purpose are
terminated.

At the minimum, settlement of all GPC transactions shall be
accompanied/supported by the following documentary requirements,
in written form or digital format, consistent with existing laws, rules
and regulations:

6.2.1

6.2.2

6.2.3

6.2.4

Duly accomplished Purchase Request (PR) prepared by the
Authorized Cardholder;

SOA issued by the Servicing Bank;

Obligation Request and Status (ORS) and Disbursement
Voucher (DV);

Charge slips and/or sales invoice; and
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6.3

6.4

6.5

6.6

6.7

6.2.5 Prescribed documentary requirements depending on the
nature of the transaction as indicated in COA Circular No.
2012-001.

The implementing agency, through its Finance unit, shall settle the
full amount indicated in the Agency SOA, on or before the due date
through Auto Debit Arrangement or List of Due and Demandable
Accounts Payable — Advice to Debit Account (LDDAP-ADA).

Unauthorized transactions or personal purchases shall thereafter be
charged against the account of the Authorized Cardholder concerned.
The Finance unit of the implementing agency shall notify said
Cardholder, who shall be made personally liable to pay for the total
amount of flagged transactions.

Disputed transactions must be immediately reported by the
Authorized Cardholder to the PA and the Servicing Bank for
verification and resolution before the cut-off date. The amount of
reported disputed transactions shall be deducted from the payment
of the GPC. Further, the Servicing Bank shall follow the procedure for
disputed transactions provided in the Terms and Conditions on the
use of the GPC.

In the event of a lost, stolen or mutilated GPC, the Authorized
Cardholder shall immediately report it to the Servicing Bank hctline or
customer service to prevent unauthorized use of the GPC.

6.6.1 Upon its receipt of the report of lost, stolen or mutilated
GPC, the Servicing Bank shall immediately suspend all
cardholder privileges of the Authorized Cardholder.

6.6.2 Unauthorized transactions made against a lost or stolen
GPC before it is reported shall be on the personal account
of the Authorized Cardholder. Likewise, replacement fees
for the replacement of the lost or stolen GPC shall be paid
by the Authorized Cardholder.

All officials and personnel concerned shall ensure that there are no
delays in the settlement of the GPC bill. Additional charges incurred,
such as, but not limited to, penalties or late payment fees, shall be
charged against the personal account of the official or personnel
directly responsible for the delay.
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7.0

Duties and Responsibilities

i

7.2

7.3

The PA shall have the following responsibilities:

7.1.1

7.1.2

7.1.3

J.1:4

Oversee and ensure proper implementation of the GPC;

Design and implement the agency’s internal GPC guidelines
and recommend all modifications thereto, such as changes
in the Program Code or Privilege Type and monthly credit
limits, as may be necessary, subject to the approval of the
Head of the Agency;

Recommend officials and employees to be authcerized to
use the GPC, subject to the approval of the Head of the
Agency; and

Serve as the account manager for all Authorized
Cardholders.

The Authorized Cardholder shall have the following responsibilities:

Zadad

/2.2

Hulsd

Secure all relevant forms and documentary requirements
to support GPC transactions as indicated in the SOA and
ensure their timely submission of the same to the agency’s
Finance Unit;

Verify and confirm the accuracy of the amounts reflected
in the SOA vis-a-vis the charge slips or sales invoice; and

Report any disputed transactions and/or lost, stolen or
mutilated GPC to the PA and the Servicing Bank.

The Finance unit of the implementing agency shall have the following
responsibilities:

7:3;:1

7.3.2

7.3:3

7.3.4

Verify the availability of funds and process claims for the
settlement of the GPC bill;

Validate that the transactions or purchases made using the
GPC are within the Program Code or Privilege Type
assigned to each Authorized Cardholder;

Process payments and ensure that GPC bills are fully settled
on or before the due date; and

Notify the Authorized Cardholder for any unauthorized
transactions or purchases.
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8.0

9.0

74

7.5

The Servicing Bank shall issue individual SOAs to each Authorized
Cardholder, as well as an Agency SOA that includes all GPC
transactions of the implementing agency to the PA.

The implementing agency is not precluded from formulating
provisions which indicate specific duties and responsibilities to
operationalize the adoption of the GPC in their respective
implementing guidelines based on the nature, mandate and functions
of the agency.

Sanctions and Penal Provisions

8.1

8.2

Cardholder privileges shall be immediately revoked, upon proper
notice of the PA, on any of the following grounds:

8.1.1 Making unauthorized transactions or personal purchases,
in addition to being personally liable to pay such
transactions or purchases;

8.1.2 Failure to liquidate and recommend payment within the
period allowed by law or as prescribed in their respective
implementing guidelines for GPC transactions; or

8.1.3 Lost or stolen GPC cards through the fault or negligence of
the Cardholder.

An official or employee whose cardholder privileges have been
revoked or suspended may reapply for authorization to use the GPC,
provided that the revocation or suspension falls under “Lost, stolen,
or mutilated GPC cards,” and that such loss, stealing, or mutilation of
the GPC is not due to the negligence or fault of the Authorized
Cardholder. The PA shall evaluate the said application and accordingly
recommend appropriate action to the Head of the Agency.

Misrepresentation, grave abuse, or gross violation of the guidelines
provided herein, such as unauthorized and fraudulent transfer, use,
sharing and other forms of misappropriation of the GPC, and in the
internal guidelines to be issued by the implementing agency, shall
subject the erring officials to applicable penalties under existing laws.

Transitory Provisions

Agencies that have already adopted the GPC may continue their
implementation under previously issued internal guidelines, subject to updates
or modifications in line with the provisions of this Circular.

All agencies are enjoined to adopt the GPC Program within two (2) years of
the effectivity of this Circular. Said agencies are encouraged to integrate the
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10.0

11.0

12.0

13.0

14.0

15.0

GPC progressively as a regular mode of payment for all authorized
expenditures under item 5.4 of this Circular.

Resolution of Issues

Issues and concerns that may arise in the implementation of this Circular,
including cases not covered herein, shall be referred to the DBM for evaluation
and resolution.

Updating and Review

The guidelines provided herein shall be subject to periodic review and
updating every three (3) years or as may be necessary.

Responsibility of Agency Heads

Agency heads and accountable officers shall be responsible for the proper
implementation of the provisions of this Circular in their respective offices.
They shall be held accountable for any transactions not in accordance with
the provisions of this Circular, without prejudice to proper justification by the
employees concerned of any unauthorized transactions thereof.

Repeal

All issuances, orders, rules and regulations or parts thereof which are
inconsistent with the provisions of this Circular are hereby revised, modified,
and/or repealed accordingly.

Separability

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

Effectivity

This Circular shall take effect immediately upon its publication in the Cfficial
Gazette or in a newspaper of general circulation.

Secretary
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