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Republic of the Philippines DEPARTMENT OF FINANCE Manila



DEPARTMENT ORDER NO. May 24, 1993



FOR:



c 40-93



ALL DOF Officials and Employees The Personnel Services Division, CAO The Selection and Promotions Board per DO 14-93



In consonance with the various administrative issuances from the Civil Service Commission (CSC) and the approved DOF Merit Promotion Plan, this Department hereby prescribes the following procedures in filling up its vacant positions by promotion, and recruitment:



I.



GENERAL GUIDELINES 1.



All written employee movements shall carry the endorsement of the USEC concerned, or highest official of the Office unless this is specifically delegated in writing to a subordinate official;



2.



All required documentation/endorsement shall be submitted and completed before any proposal is deliberated/decided by the Selection and Promotions Board;



3.



All positions to be filled up shall first be published pursuant to RA 7041 and CSC MC No. 7, series 1992, and posted in the PSD Bulletin Board at the 4th Floor, DOF building;



4.



All candidates should meet the minimum qualification standard and civil service eligibility prescribed for the position by the CSC;



5.



All appointments shall carry the favorable endorsement of the Selection and Promotions Board;



6.



DOF employees who are deemed next-in-rank shall be automatically considered as candidates for the vacancy proposed to be filled up, provided they have rendered very satisfactory service for at least six (6) months in their present position;



7.



Hiring of relatives of Department employees within the third degree of consanguinity or affinity shall not be Neither shall appointments be allowed in favor allowed. of persons 65 years old or over, even in co-terminous



H. SPECIFIC OPERATIONAL GUIDELINES A.



PROMOTION In addition to full compliance with the general guidelines above, the following shall be observed in each case of promotion: By the Personnel Services Division (PSD) 1.



Within five (5) working days from receipt of proposal, to inform nominating supervisor concerned of other candidates or next-in-rank applicants who should likewise be considered;



2.



Within ten (10) working days from receipt of proposal, to submit its recommendation to the Selection and Promotions Board on the basis of the required documentation listed in Annex A, qualifications standards and DOF Merit Promotion Plan; Within five (5) working days from decision of the Selection and Promotions Board, prepare the appointment papers for signature by the USEC, PDMSG as supported by documents listed in Annex B;



4_



Within five (5) working days from approval by the USECPDMSG, transmit the appointment papers to the CSC;



5.



Within five (5) working days from approval by the CSC, transmit approved appointment to office concerned.



By the Selection and Promotions Board (SPB) 1.



Within five (5) days from receipt of the recommendation of PSD, interview candidates; Non-appearance in interviews called for the purpose after two (2) notices shall be taken as disinterest in position and shall result in forfeiture of the chance for promotion;



2.



B.



By majority vote, decide on the proposed promotion within five (5) working days from receipt of the recommendation of PSD.



ORIGINAL APPOINTMENT In addition to full compliance with the general guidelines above, the following shall be observed in each case of proposed new appointment:



By the Personnel Services Division (PSD) 1.



Within five (5) working days from receipt of proposal, request authority from CSC to fill up vacant position pursuant to RA No. 7430 (Attrition Law) as may be necessary;



2.



Within five (5) working days from receipt of proposal, administer qualifying/entry exams;



Administration of position-specific exams shall be left to the nominating office; Failure of the candidate to take the qualifying exams after two (2) notices shall be taken as disinterest in the position and shall result in non-processing of proposal;



3.



Within ten (10) working days from receipt of proposal, and after authority to fill up is obtained from the CSC if necessary,submit recommendation to the Selection and Promotions Board on the basis of the required as in Annex approved documentation listed C, qualifications standards, and results of exams; Only those who passed the qualifying exams shall be considered by the PSD in its final evaluation;



4.



Within five (5) working days from decision by the Selection and Promotions Board, prepare appointment papers for signature by the USEC - PDMSG as supported by the documents listed in Annex D;



5.



Within five (5) working days from approval by the USEC PDMSG, transmit the appointment papers to the CSC;



6.



Within five (5) working days from approval by the CSC, submit appointment papers to office concerned.



By the Selection and Promotions Board (SPB) 1.



Within five (5) working days from receipt of the PSD recommendation, interview applicants. Non-appearance in interview after two notices shall be taken as disinterest in position and shall result in forfeiture of the chance for appointment;



2.



By majority vote, decide on the proposed appointment within five (5) working days from receipt of the PSD recommendation;



C.



CONFIDENTIAL OR CO-TERMINOUS POSITIONS Only nos. 1 and 7 of the General Guidelines shall apply. To ensure that each proposal is processed expeditiously, PSD shall:



D.



1.



Within five (5) working days from receipt of proposal, and should candidate meet the prescribed requirements for the position,prepare appointment papers for approval by the USEC - PDMSG as supported by documents listed in Annex E;



2.



Within five (5) working days from approval by the USEC PDMSG, submit appointment papers to CSC for approval; and



3.



Within five (5) working days from receipt of approved appointment from CSC, transmit said appointment to concerned office .



CONTRACTUAL AND TEMPORARY APPOINTMENTS Contractual and temporary appointments can be made only on For example, contractual appointments certain conditions. issued only to highly skilled scientific and shall be technical personnel whose expertise or technical skill is not available in the agency concerned. In all cases, there has to be a project to be accomplished for a specific period. A contractual appointment shall in no case exceed one (1) year. It shall be issued subject to availability of funds and rules and regulations of the CSC and COA. Should conditions for contractual and temporary appointments be present, only nos. 1 and 7 of the General Guidelines shall apply.



This Department Order supersedes the Recruitment Policies of the Department of Finance dated January 9. 1989 and other policies and issuances inconsistent thereto. All concerned are enjoined to strictly comply with the above procedures.



/IUAdITA D_' AMATOI6G Undersecretary



PROMOTIONS AND APPOINTMENTS Documentation Requirements



I.



Required Documents/Supporting Papers for each PROMOTION



ANNEX A_



To accompany each proposal and as basis for the evaluation to be done by the PSD (1) (2) (3) (4) (5) (6) (7)



ANNEX B.



Personal data sheet Transcript of Records & other credentials (subject to confirmation) Certificate of CSC eligibility Service Records the recent two (2) Performance Rating for consecutive rating periods. Certificate of Attendance in Trainings/Seminars/ Scholarship Grants Appropriate Licenses



Supporting Documents/Papers for the Appointment (1) - (7) as listed in Annex A - Personal Records Position Description Form (8) Other papers that maybe required by the CSC (9) (10) Selection and Promotions Board Resolution approving the proposed appointment



(11) Copy of advertisement of vacant position



II.



Required Papers/Documents for each NEW/ORIGINAL APPOINTMENT



ANNEX C. To accompany each proposal and as basis for the evaluation to be done by the PSD (1) - (7) as listed in Annex A Personal Records Results of Qualifying Exams (8)



ANNEX D_ Supporting papers/documents for the Appointment (1) - (8) as listed in Annex B Personal Records (9) NBI Clearance (10) Medical Certificate (11) Permission to seek Transfer * (12) Position Description (13) Other papers that maybe required by the CSC (14) Selection Board Resolution approving the proposed appointment



(15) Copy of advertisement of the vacancy



III. Required papers/documents for each CO-TERMINOUS, CONFIDENTIAL APPOINTMENT



ANNEX E. Supporting papers/document for the Appointment (1) - (7) as listed in Annex A Personal Records (8) Position Description (9) Other papers as maybe required by the CSC



* As maybe applicable



0 I.



PROMOTION



PERSONNEL SERVICES DIVISION Publication of Vacant Positions



Recommendation from Office/ Division/Head duly Approved. by Undersecretary



PSD, CAD 1. Dissemination to NIR 2. Evaluation of Qualified Candidates



SELECTION BOARD i. Interview of Qualified Candidates 2. Deliberation/Recommendation Approved



PSD, CPO i. Preparation of Appointment pappers ?. Submission of Approved _ Appointment papers to CSC 3. Transmittal of CSC Approved Appt. papers to concerned employee



CSC Approved, Disapproved u



II.



ORIGINAL APPOINTFIENT/ REINSTATEFIENT/TRANSFER



Recommendation from Office/Division/Head duly Approved by Undersecretary



PSD, CAO 1. REQUEST FROM CSC AUTHORITY TO FILL 2. PUBLICATION OF VAC, FOS. 3. DISSEMINATION TO NIB 4. TESTING/INTERVIEWING OF APPLICANTS 5, EVALUATION OF QUALIFIED CANDIDATES



FSD, CAO 1. Preparation of Appointment apgers 2. ukmission of Approved Appointment papers to CSC 3. Transmittal of CSC Approved Appt. papers to concerned employee



CSC



Approved/ Disapproved u



REPUBLIC OF THE PHILIPPINES



DEPARTMENT OF FINANCE MANILA



9 January 1989



RECRUITMENT POLICIES OF THE DOF



1. The basic framework of the recruitment and promotion policies of DOF are the Civil Service Law (PD 807) and CSC memorandum circulars (e.g. LOI 999, Memo Circular Nos. 3 and 10, 1986 and No. 3, 1988). 2. A civil service eligibility is a requirement for appointment to positions in the first (non-professional work) and second levels (professional and technical). Contractual and temporary appointments can be made only on certain conditions. For example, contractual appointments shall be issued only to highly skilled scientific and technical personnel whose expertise or technical skill is not available in the agency concerned. In all cases, there has to be a project to be. accomplished for a specific period. A contractual appointment shall in no case exceed one (1) year. It may be renewed subject to the approval of the Civil Service Commission. 3. The DOF prescribes a set of "Qualification Standards" which has These standards prescribe the minimum been approved by the CSC. educational qualifications; experience and appropriate civil service eligibility for each of the positions in the staffing pattern of the DOF. In certain The. agency/office .cases, qualitative qualifications are also prescribed. The requirements. qualification additional prescribe may concerned qualification . standards should also be regularly reviewed to make them functional. In addition, efforts must be made to standardize the qualification standards for similar positions in the DOF offices and agencies. 4. The CSC requires that :each government agency should establish a Selection Board which is responsible for the screening and selection of new The candidates in the first and second levels of the career service. Selection Board should submit to the appointing authority a_list of the names of persons whom it considers as best qualified for the position(s).



The DOF had set up a Selection Board in 1979 through Ministry Order No. 104-79. Its composition was as follows: Chairman: Representative of Management (Assistant Secretary for Personnel Management) -Members: Head of organizational unitswhere vacancy exists Representative from CSC. The CSC withdrew its representative to the Selection Board via MC #3, s. 1986. It also added that "where the appointing authority decides to fill a



a .



vacancy by transfer, appointment, reemployment or certification from the registers of eligible, such appointments shall' no longer be subject to screening by the Selection Board." For purposes of the reorganization, the Civil Service through Memorandum Circular No. 10 s. 1986 prescribes the creation of a Placement Committee to assist the appointing authority in the judicious selection and of personnel. placement The memorandum states that an employee representative may be made a member of this committee. 4. The specific policies and procedures for recruitment are as follows: 4.1 The recruitment of personnel is the joint responsibility of the Personnel Division and the unit/office where the vacancy exists. They should scout for applicants who are qualified to the different vacancies in the DOF using diverse recruitment sources such as the CSC Register of Eligibles, placement unit,p of schools, recommendees of various sources and walk-in applicants. 4.2 Upon submission of the Personal Data Sheet and the transcript of records of the applicant, the Personnel Division shall initially examine the application for employment to ascertain that documents are correct, accurate and authenticated particularly on the matter eligibility, Civil Service educational attainment and work of experience. This shall also ensure that the applicant meets the prescribed qualification standards. 4.3 Depending on the job requirements as determined by the Office where the vacancy exists, the applicant may be required to take technical and psychological examinations. 4.4 Applicants who pass the examination should be interviewed by the members of the Placement Committee/Selection Board. The Board should be guided by a set of criteria in rating the applicant. 4.5 The Placement Committee/Selection Board should thereafter evaluate the qualifications of the applicants and prepare the recommendation to the Secretary. 4.6 Upon receipt of the approval of the Secretary, the Personnel Division orients the applicants with the documentation required. The Personnel Division may also give orientation seminars on the objectives, general policies and procedures of the DOF. The orientation to his specific work responsibilities and functions is the responsibility of the concerned unit. If all the paper requirements from the applicants are complete, the Personnel Division estimates the entire process of recruitment for each applicant (hiring until first salary is paid) to be completed within a onemonth period. A detailed memorandum on the paper requirements and the



U



I



.



V f-



mechanics for application will be made by the Personnel Division. 5. Relatives within the third degree of consanguinity or affinity of all will not be considered for employees within each agency of DOF appointment. This limitation however does not extend to the employment of relatives in another agency of DOF. 6. These policies, procedures and guidelines on recruitment shall apply to the DOF Proper and all bureaus/agencies of DOF.



APPROVED:



VICENTE `R. JAYME Secretary Iof Finance
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