Republika ng-*filipinas
(Fepublic of the Philippines)
EAGAWARAN NG EDUEASYIN, RULTURA AT ISPORTS
(DEPARTMENT OF EDUCATION, CULTURE AMD SPORTS)
UL Complex, Pasig, Mebtro Manila

August 19, 1792

FERSONNEL REPORTS UNDER THE IMPLEMENTING RULES
OF RA 7430 (ATTRITION LAW)

To: Undersecretaries
Aszistant Secretaries
Bureau/Cultural Agency Directors
Hegional Directors
Divectors of Services/Centers and Heads of Units
Schools SBupervintendents
Fresidents, State (Colleges and Universities
Vocational School Superintendents/Administrators
Chiefs of Divisions

i. Inciosed is Civiil Service Commission Memorandum
Circular No- 33, 8. $7792 which requires the submission of.
Pevsonnel FReports under the Implementing Rules of RA 74430
{Attrition Lawd.

e it is desived that all DECS officials who ave required
to make the reports, particularly administrative and personnel
officevrs, fully comply with the reporting system.

(SGD.> ARMAND V. FABELLA
Secretary

Inci.s
As stated

FRefevences
N on e

Allotments $-2-3-~-(M.0O. $-87)

Tu be indicated in the Perpetual Indes
undey the following subjectss:

BUREAINS & OFFICES
tMPLOVEES
LEGIGLATION
OFFICIALS

REFORTS



(Inclosure to DECS Order No. 90, 8. 1992)

Republic of the Philippines
CIVIL SERVICE COMMISSION

MC No. 33 s. 1992

MEMORANDUM CIRCULAR

ALL HEADS OF DEPARTMENTS AND AGENCIES, INCLUDING
GOVERNMENT OQWNED OR CONTROLLED CORPORATIONS AND
THEIR SUBSIDIARIES, LOCAL GOVERNMENT UNITS AWD 3TATE
UNIVERSITIES AND COLLEGES

TO

“

SUBJECT ¢ Personnel Reports under the Impleménting Rules of RA
7430 (Attrition Law)

Section & of RA 7436, otherwise known as AN ACT PROVIDING
FOR OGPTIMUM UTILIZATION OF PERSONNEL 1IN OOVERNMENT SERVICE
THROUGH A SYSTEM OF ATTRITION, PROVIDING PENALTIES FOR VIOLATION
THEREQF AND FOR OTHER PURPOSES" requires +the submission of
monitoring and annual repovrts on personnel. ’

The Civil ©Service Commission, as the central personnel
agency of government, is tasked to monitor and render an annual
report +to the President and the Congress on the extent of
compliance with the law. Pursuant +to Dection 7 of the
Ieplementing Rules, the following reports are required:

{a) Total qaumber of positions authorized .. the
ayency's annual budget;

¢k Total number of, officers and emplbyees at the end
of the year;

(cY Total wnumber of officers and employess separated
from the sevrvice during the vyear undser The
folliowing categoriest
{1y those who resigned;

(2> those who retired;

(3> %those who were dismissed from the services
{d> those who died;

(Z» those who transferred to another agency; and

(&) those who are separated for any other cause.



{d> Total numbey of new personnel recruited during the
year; and

(e» Total rnumber of vacancies at the end of the year.

Furthermore under Section 11 of the FRules, the agency
Administrative (fficer shall submit to the Civii Service
Commission every fifth day of each month a list of employees who
resigned, retired, died, transferred to another office, dismissed
and those separated for any other cause. Such list shall contain,
among others, the following infarmations to wit: name, date of
birth, position, salary grade and ather vital information which
may be required by the Commission. He shall also submit to the
Commission a 1list of vacant positions within thirty (30> days
after June 16, 1792 (the effectivity of the law) and every end of
June and December thereafter.

To simplify the 1list, CSC Btat form i and Form ia (Semi-
Arnual Report on Government Personnel’; Stat Farm 2 (Monthly
Report on Accession); &and Btat Form 3 (Monthiy FReport on
Separation) shalli be used. A copy each of said Stat Forms are
inclosed together with the corresponding guidelines. The
Administrative Qfficevr concerned is herehy enjoined to submit the
veguired list an the date specified in the Guidelines.

For uniformity of reporting, and inasmuch as the local
govevrnment units are part of the coverage of the Civii Service
Commission, these statistical reports shall likewise be submitted
by the Ivcal government units although they are exempted under RA
7430,

This c¢ircular supersedes MC 26 s. 1991 reguiring the
submissiaon of Baseline Data on Government Personnel and monthly
reports on Accession and Beparation.

For immediate compliance.

(8GD.> PATRICIA A. STO. TOMAS
Chairman
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FEPOETH O GOUVERNMENT PERSOMMEL
(A=z yequirved under WA 7436

iegal Basis:®

Republic Act 747& cthevrwice kviown as "AN ACT PROVIDING FOR
QFTIMUM UTILIZATION OF PERSCONNEL IN GOVERNMEMT SERVICE THROUGH A
SYSTEM OF ATTRITION, PROVIDING PENALTIES fOR VIOLATION THEREODF,
AND FOR OTHER PURPOSES™
Who shall submit the report:

ALL DEFPARTMENTS AND AGENCIES, INCLUDING GOVERMMERMT GWNED AMD
CONTROLLED CORPORATIONS AND THEIR SUBSIDIARIES, LOCAL CGOVERNMENT
UNITS AND STATE UNIVERSITIES AND COLLEGES

Pevrcon responsikle:

Agericy Administrative dOfficer or eguivalent position is
vesponsiklie for the preparation of the report.

Wheve to sukmit repovrts?

Geneval Eule:?

Thiece statistical reporis shall be submitied to the Tiveid
vvice provincialsfield or regional office wheve ageiioy
prointments are suabmitted for attestation.

Feports of agencies with heada offices in Metro Menila wil
st include  their pevrsormiel assigned to NCR and to  She  other

regions. Howevery, agencies with highly centralized gersornel
systems shall report ali paersonnel ef sheair
centval/regional /field wunits %o the C5C rvegionalsfleld office
wlicve their appointeents ave urernessed. The face of  the cepart
Boewid  be mavked VCEHTERALIZEDY  to amvnid duubile Cemisnt iy

Fou Central Ciffices and  RFegional Offices of
Depen tments, Agencies, Government Torporatiions ared
Stele lniversitiez anidg Colleges shalli  sutbaii bthedy
. fwporiz to ihe Tivil Service Fegional av

Feovincial/Flerd dffice wheve their asppoivdtments  ave
vl Geksseds

£ Fivad linats uf agencies shiall CEyG

theis vegional o’/ e which shall conzolidate the fiedd
undlt=? Yeports ani wubmit the same to the Civii Se.wile
Frgional G Provinelal/Fieid Tffice whigr e Lhets
appoantments are professed.

. tocal goverament ity shall subwit & report
un atl positronss/peccantizt funded L, opiuvineaal City
cticd AT ANE - Ve Lo b e tadiayg the Lavaiigay



councils pursuant to CBC MC 4, ¢. 1964 to0 the C8C
Regional or Provincial Office where their appointzents
are proecgssed. ’

D- Bubsidiaries of Government Owned or
Controlled Corporations shall submit & report thru
their mother corporation which shall consolidate all
reports from its subsidiaries and submit the same to
the C8C Regional or Provincial/Field Office where their
appointments are processed.

£ ‘The Civil B8ervice Provincial/Field Office
shall consolidate all reports of agencies under their
Jurisdiction and forward the same to the Civil 8ervice
Regional Office concerned. The Civil 8Bervice Regional
Office shall caonsolidate all reports from agencies and
€8C Provincial/Field'Gffice under their Jjurisdiction
and submit the same to the UOffice for Planming and
Management, Civil Bervice Commission.

What to report:

THESE . REPORTS SHALL COVER ALL EXISTING GOVERNMENT
POSITIONS/FERSONNEL A8 OF THE REPORTING PERIOD WHICH INCLUDES
BOTH CAREER AND NON-CAREER POSITIONS.

Prescribed reportss
A- Semi—Annual Report on Gaovernment Personnel

A.i (8tat Form 1> shall contain the followinq
data on Career positions and regular
~plantilla positionss

i Pasition Tities per DBM approved Position
Allocation List; (Col. §)

2. Salary Grade allocated per DBYM  approved
positions; {(Caol. 2%

3. Total number of positions authorized in the
agency's annual budget; (Col. 3)

d. Total pumber of officers and employees at the
end of the year or the total aumber of filled
up positions classified into PERMANENT <{Coi-
4% and TEMPORARY (Col. 5

8> COLUMN 4 ~ number of pevsonnel with (8C
approved permanent a@ppointments. A
permanent appointment d1s issued to a
person who meets the minimun
requirements of the position he is
sppointed %o

be COLUMN % ~ number of personnel with C8C
spproved temporary appaintments. A
temporary appointaent is issued to a



- person who lacks the minimum
requiremente for - the position he s
appointed to.

S. Total number of vacancies at the end of the
year. (Col. 6)

A.2 ©Stat Form §A shall contain <the following
information on Non-Career Govervinent
rersonnel which includes casual, contractual,
coterminaous, elective officials, presidential
appointees, etc.s «

15 Position Title/Designation; (Col. i)

=) Salary Grade or rate on a mdﬁthly Lasis;
(Col. 2)

3 Kind of Apponintment: indicate whether casual,
contractual, coterminous. etc.3; (Col. 3>

d4) No. of positions filled (Col. 4)
When to report:

first report:s Personnel as of 16 June 1992 (start of
implementation of RA 7439)

Due date ¢ August 331, 1792

Succeeding repovrts: Personnel as of end of June and December
thereafter.

Due date t 45 July and 15 Januarv of every year
B Morithly Report on Accession (Sfat Foram 2> 4o
contain the following datas

i Name of personnel hired during the manth;
(Col. §3

2> Date of Birth of the personnel hired in
morith/day/year; (Col. 20

3> Position Title of the pevsonnel hired per
DBM's approved PAL; (Col. 3)

4> SGtatus of appointment of the pevsonnel hived;
state whather Permanent, Temporary
Cutermivous, etuve.; {(Coul. d4)

S Salary Orade as authorized by UBM; (Col. T

&) Hude of  Accessions  whether origiunel,
Lransfer, ebe.; (Col. &)



When

7> Effectivity date of Appointment - effectivity
date as appearing on the face of the
appointment and approved by the Civil Service
Cammisesion in month/day/year; {(fol. 7>

o Remarks s state the basis of exemption from FEA
743@; e.g- exempt under Bec. 33 exempt under
C8C ietter dated 7/%/92; etc. (Cel. 3)

to repori:

First Reportt Eamployees hired for the months of June
$9732 and July 1792

Period Covered: {6 June 19392 to 31 July 1732
Due Date t 3§ August 1992

Succeeding reporis: every S5th day foellowing the end of
each month starting August 1992

C. Monthly Report on Employee Separation (Stat Form 35

i) HName of gpevsounel separated during the month;
(Col. 1>

) Date of birth of persannel separated during
the month in wmonth/day/year; {€ol. 25

Position title of employee separated during
the month per DBM®*s Position Allocation List;
{Col. 3) '

L]
VQ

4 Status of Appeintment of employee separated
during the month: state whether Peramanent,
Tempovary, Coterminpus, etc: (Tal. 4)

S Salary Grade of smployse separated as
authorized by UBM; Coi T

&y Mode of Separatiorn: state whethesy retirement;
resignation; transfer; death; etc; (Col. &3

75 Effectivity date of separation: the last day
of service of the personnel separated in
monih/day/vyear; (Col. 7)

When to reportis

First veport: Emplovees separated for the aoonths of
Jung and July 1992

Due Date 3 31 August 1992



Sutceeding repovrts: every Sth day following the end of
gach month starting August 1992

Sancltion: a3 provided undey Part ¥, Section IS of the Rules
Implementing the provisions of RA 7d38,. any violation of +these
rules shall be ground for administrative disciplinary agﬁibn.



Fepublic of the Philippines STAT Form 1
Civii Sevvice Commission

SEMI-ANNUAL REPQRT ON GOVERNMENT PERSONNEL
CAs regquired under RA 747300
Far the semester evided , 17

AGENCY Region No.__
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i nevebhy cevrtify that the above information is true and covvect hased
oo ogur pffice vecords.

Administrative Qfficer Agency Head

Hate Date




Fepubdtc of the Philippines STAT Form | A
Civii Borvice Commisaion

SEMI~ANNUAL REPORT ON GOVERNMENT PERBONNEL
(As raguired under PA 743607
For the semester wnded s 17

AGENCY Region No.

s
NORN-CAREER POSITIONS
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i heveby ¢ertify bhat the ehove unfcrm%tlon is tfue and corvect based on
suy office records.

Admiviistrative Offlcar CAgency Head)

Date Date |




CIVIL SERVICE COMHIRSION STAT FORN 2

NONTHLY REPORT ON &CCESSION INSTRUCTION: This repord sha®i be submitted to the Civii Jervice Commission
aot iater than the Sth day of the succescing santhe ALl sew
for the Keath of y 19 eaplayees hived by the agency shasll be reps-teds
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bereby tertify that the above 1ist is trae and correct per records of this office.
\ .

Admivistrative Officer - Date



CIVIL SERVICE TOMNISSION

¥THLY REPORT ON SEPARATION

For the dontd of

3TAT FORN 3

INSTRUCTION: This report shail be subpitted to the Civii Servite Commission
%ot fater thaw the Sth day of the succeeding manthe A1 esployees
separated during the sonth shail be reported.

e

Agercy Region
POSITION 11718 STATUS OF SALARY HODE of CFFECTIVITY
NAHE i Birth of {(per DBR's PAL) APROINTMENT GRADE ¢ SEPARATION DaTE oF
tPersenne] (state whether (state whether SEPARATION
= Pove/Teapitasual/etes) reba/resofEransfer/ebe [ {in an/ds/yy)
{fel 1) (Gl D) {Cel. 3} (Cai ] {Cei-5) (Cel &) {Cai-7)

L]

T berely ravti®y “thal Yhe above Jish is brue and corrert sae rerords of this office.

Adwinistrative Dificer

Date



