Republic of the Philippines

CIVIL SERVICE COMMISSION

MCNo._33  s.1992

MEMORANDUM CIRCULAR
TO : ALL HEADS OF DEPARTMENTS AND AGENCIES, INCLUDING
GOVERNMENT OWNED OR CONTROLLED

CORPORATIONS AND THEIR SUBSIDIARIES, LOCAL
GOVERNMENT UNITS AND STATE UNIVERSITIES AND
COLLEGES

SUBJECT:  Personnel Reports under the Implementing Rules of RA 7430
(Attrition Law)

Section 5 of RA 7430, otherwise known as "AN ACT PROVIDING FOR
OPTIMUM UTILIZATION OF PERSONNEL IN GOVERNMENT SERVICE
THROUGH A SYSTEM OF ATTRITION, PROVIDING PENALTIES FOR
VIOLATION THEREOF AND FOR OTHER PURPOSES" requires the submission of
monitoring and annual reports 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 Section 7 of the Implementing Rules, the
following reports are required:

(a) Total number of positions authorized in the agency's annual budget,
(b) Total number of officers and employees at the end of the year;

(c) Total number of officers and employees separated from the service during the
year under the following categories:

(1) those who resigned;
(2) those who retired,

(3) those who were dismissed from the service;



(4) those who died,

(5) those who transferred to another agency, and

(6) those who are separated for any other cause.
(d) Total number of new personnel recruited during the year; and
(e) Total number of vacancies at the end of the year.

Furthermore under Section 11 of the Rules the agency Administrative Officer shall
submit to the Civil 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 informations to wit:
name, date of birth, position, salary grade and other vital information which may be required
by the Commission. He shall also submit to the Commission a list of vacant positions within
thirty (30) days after June 16, 1992 (the effectivity of the law) and every end of June and
December thereafter.

To simplify the list, CSC Stat Form 1 and Form la (Semi-Annual Report on
Government Personnel); Stat Form 2 (Monthly Report on Accession); and Stat Form 3
{(Monthly Report on Separation) shall be used. A copy each of said Stat Forms are enclosed
together with the corresponding guidelines. The Administrative Officer concerned is hereby
enjoined to submit the required list on the date specified in the Guidelines.

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

This circular supersedes MC 26 s. 1991 requiring the submission of Baseline Data on
Government Personnel and monthly reports on Accession and Separation.

For immediate compliance.

P CIA A. STO. TOMAS
Chairman

15 July 1992



REFPORTS ON GOVERNMENT
PERSOMNMNEL
{As required under RA 7430)
Legal Basis:

Republic Act 7430 otherwise known as "AN ACT PROVIDING
FOR OPTIMUM UTILIZATION OF PERSONNEL IN GOVERNMENT SERVICE
THROUGH A SYSTEM OF ATTRITION, PROVIDING PENALTIES FOR
VIOLATION THEREOF, AND FOR OTHER PURPOSES"
¥ho shall submit the report:

ALL DEFARTHMENTE AND AGENCIES, INCLUDING GOVERNMENT
OWNED AND CONTROLLED CORPORATIONS AND THEIR SUBSIDIARIES,
LOCAL GOVERNMENT UNITS AND STATE UNIVERSITIES AND COLLEGES
Person responsible:

Agency Administrative Officer or equivalent position is
responsible for the preparation of the report.

¥here to subwmit reports:
General Rule:
These statistical reports shall be submitted to the
Civil Service provincial/field or regional office where

agency appointments are submitted for attestation.

Reports of agencies with head offices in Metro Manila

will not include their personnel assigned to NCR and to the
other regions. However, agencies with highly centralized
personnel systems shall report all personnel of their

central/regional/field wunits te the CSC regional/field
of fice where their appointments are processed. Thae face of
the report should be marked "CENTRALIZED" to avoid double
{counting) reporting.

A, Central Offices and Regional Offices of
Departments, Agencies Government Corporations and
State Universities and Colleges shall submit their
reports to the Civil Service Regional or
Frovincial/ Field Office where their appointments
are processed.

B. Field Units of agencies shall report thru
their ragional office which shall consolidate the
field units' reports and submit the same to the
Civil Service Regional or Provineial/Field Qffice
where their appointments are processed.



B.

Monthly Report on Accession (5tat Form 2) to

contain the following data:

Vhen

1) HName of personnel hired during the month;
(Col. 1)

2) Date of Birth of the personnel hired in
month/day/year; (Col. 2)

3) Position Title of the personnel hired per
DBEM's approved PAL; (Col. 3}

4) Status of appointment of the personnel hired:
state whether Permanent, Temporary,Coterminus,
etc; {Col 4)

5) Salary Grade as authorized by DBM: (Col 5!}

6) Mode of Accession: whether original, transfer,
etol; (Col. 61}

7' Effectivity date of Appointment - effectivity
date as appearing on the face of the
appointment and approved by the Civil Service
Commission in month/day/year; {(Col. 7}

B} Remarks: state the basis of exemption from RA
7430; e.g. exempt under Sec. 3; exempt under
CSC letter dated 7/3/82; stc. (Col. B)

to report:

First Report: Employees hired for the months of
June 1982 and July 1882

Period Covered : 16 June 1892 to 31 July 1882
Due Date : 31 August 1882
Succeeding reports: every 5th day following the

end of each month starting August
1982



c. Local government wunits shall submit a
report on  all positions/personnel funded by
provincial, city and municipal governments
including the barangay councils pursuant te CSC MC
4, 5. 1964) to the CS5C Regional or Provinecial
Dffice where their appointments are processed,

L. Subsidiaries of Govarnment Owned or
Controlled Corporations shall submit a report thru
their mother corporation which shall consolidate
all reports from its subsidiaries and submit the
same@ &to the CSEC Regional or Provincial/Field
Dffice where their appointments are processed.

E. The Civil Service Provincial /Field Dffice
shall consolidate all reports of agencies wunder
their jurisdicetion and forward the same to the
Civil Sarvice Regional Office concernsad, The
Civil Service Regional Office shall consolidate
all reports from asgencies and CSC Provincial/Field
Dffice under their jurisdiction and submit the
same o the Office for Planning and Management,
Civil Sarvice Commission.

¥hat to report:

THESE REPORTS GSHALL COVER ALL EXISTING GOVERNMENT
POSITIONS/PERSONNNEL AS OF THE REPORTING PERIOD WHICH
INCLUDES BOTH CAREER AND NON-CAREER POSITIONS.



Prescribed reports:

ﬁ‘

Semi-Annual Report on Government Personnel

A.l

1)

2)

31

41

5]

{Stat Form 1} shall contain the following
dats on Career positions and regular
plantilla positions:

Position Titles per DBM approved Position
Allpoation List; (Col. 1}

Salary Grade allocated par DBM approved
pesitions; (Col. 21}

Tota! number of positions authorized in the
agency's annual budget; (Col. 3}

Total number of officers and employees at the
end of the year or the total number of filled
up positions classified into PERMANENT (Col.4&)
and TEMPDRARY (Col. 5}

2) COLUMN 4 - number of personnel with CSC
approved permanent appointments. A
permanent appointment is issued to a
person who meets the minimum regquirements
of the position he is appointed toj

b} COLUMN 5 - number of personnel with CS5C
approved temporary appointments. A
temporary appointment is issued to a
person who lacks the minimum regquirements
for the position he is appointed to.

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



Vhen

A.Z Stat Form 1A shall contain the following
information on Non-Career Government personnel
which includes casual,contractual,coterminus,
elective officials, presidential appointees,
eto:

1) Position Title/Designation; (Col 1)

2} Salary Grade or rate on a monthly basis; (Col.
2)

3) Kind of Appointment: indicate whether casual,
contractual, coterminus, etec.; (Col. 3]

4) MNo. of positions filled (Col. 4)

to report:

First report: Personnel as of 16 June 1892 (start
of implementation of RA 7430)

Due date : August 31, 188Z

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

Due date - 15 July and 15 January of asvery
VEAT



c. Monthly Report on Employee Separation (Stat

Form 3]

13

2)

31

43

51}

6)

7)

Mame of personnel ssparated during the month;
iCol. 1)}

Date of birth of personnel separated during
the month in month/day/year; (Col. Z)

Position title of employee separated during
the month per DBM's Position Allocation List;
(Col. 3}

Status of Appointment of employee separated
during the month: state whether Permanent,

Temporary, Coterminus, etc; (Col. 4}

Salary Grade of employee separated as
authorized by DBM; (Col. 5)

Mode of Separation: state whether retirement;
resignation; transfer; death; etc;iCol. 6)

Effectivity date of separation: the last day
of service of the pesrsonnel separated in
month/day/year; (Col. 7)

¥hen to repori:

First report: Employees separated for the months

of June and July 13932

Due Date : 31 August 1932

Succeeding reports: every 5th day following the

end of each month starting August
igo2

Sanction: as provided under Part ¥, Section 15 of the Rules
Implementing the provision of RA 7430, any violation of
these rules shall be ground Ffor administrative disciplinary

action.



Republic of the Philippines St Form 1
Civil Service Commission
Semi-Annual Report on Government Personnel
{As required under RA 7430}
For the semester ended W b

{use additional sheets if necessary}

1humhfurﬁfyﬂmmabweﬂmmaﬁuniilmeandcwmhudmwuﬁﬁcerec:nrds_

Adminizirativa Officer Agency Head

Date




Republic of the Philippines St Form 1A
Civil Service Commission
Semi-Annual Report on Government Personnel

{As required under RA 7430)
For the semester ended ; 12

AGENGY Region No

NON-CAREER POSITIONS

{use additional sheets if necessary)

heraby cerify that the above information is true and correct based on our office records.

Administrative Officer Agency Head

Date Date







PU OF THE PHILIPPINES Swat Form:
JI. SERVIGE COMMISSION
INTHLY REPORT ON SEPARATION INSTRUCTION This report shall be submitted to the Civil Service Commission
not later that the Sth day of the succeeding month_ All
he Month of 19 employees separated during the month shall be reported.
ency Region

zreby centify that the above list is true and comrect per records of this office.




FLOWCHART
REPORTS ON GOVERNMENT PERSONNEL

ABENCIES WOT COVERED BY CSPO/CSFO




