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1

f'o A11 . g Diraeotors

and of Offices:

' M is the concern of evexry exocutive of this ]Jepa.rtmnt. ILt
pnebles mansgoment to equip employees with the knowledge, skills and
tti hudps easential 1o the efficient performance of their ass task,
tralning is not an end in iteelf; it ias but a meana to 8 desired end.
volves within its scope not culy present but future work, It is
mary aim of training, moreover, to inorease the effectiveness of
mont operations and dsvelop anl maintain a high level of employeen’
mence, It is que to the foregping reascons ihat this Offioce views
pproval the training pradsctsgzhat are going on or have bpen ter-
Yed aucoelsf\my by agencies of this Departmsnt.

i It has been okserved, however, that this Office is seldom informed
thesr miters, Training reports are submitted directly to the Civil

rvice Commission for credit and record purposes without infor;ning this
fiee,!

It vill be resdily observed that coordination is desired in plane
y dpoumentation, and reporting of these activities, In line with
heae pequirements, the following procedures shall be obeerved:

1, Training plans, designs, syllabus and training ordeis shall be
lmbm.tt te this Office for inclusion in the Civil Service ssion

talendar. In-service training which is conducted bty Burdsus Offices /

qmder this Department and which involves payment of per diem travele |
expanses to participants and reseuroe persons should be undertaken
¥ wigh prior'spproval by" the Secretary, :

2 muon voports in three copies should be aumttea‘ to this
xtmgnt, duly accomplished for approval, (See attached aamp#e report
B instmtima. '

3» The Persommel Uait of this Office will compile these q‘pparts
conpletion for tranamitial to the Civil Sexrvice Commission. ' Acknow=
mopt replies or oaements from the Commission shall be rala.ynd to
Fhe agencies concerned.

his erder shall take effect fomediately.

(SGD.) JUAN L. MANUEL
Acting Seoretary












t:u: | 4 (Revised)
, 1, 1962

i
1 o

- INSTRUCTIONS FCR- ACCOMPLISHING THIS FORM

i1 :

Item 1, Name of Depertment, Bureau, Offioe, Corporation or
; | Local Government,
; I 2. Date roport was prepared.
_ Item 3, Title of course and purpose or ob:jectivea.
i Item 4, State whether lecture, role-playing, conference, on=the-
! Job training, etc.; also devices and tools uzed, e.g.,
film showing, flip charte, eto,
Dates the course was started and terminated.
Total number of hours covered by the training for each
traines. Toial manhours is obtained by multiplying the
number of trainees by the number of training hours.

HH
O\Ul

Oo wmn
] Coluwm The position of employee in the agency.
? Column (¢) Note any other pertinent information in connection with
1 individual's participation in the training program,

a; Self~explanatory, Please arrange in alphabetical order,

0. ‘ Distrituti

’ Prepare three (3) oopies, Ome copy to be kept in the Bureau or
Offioce tned; ong copy to be sent to the Chief Training Officer of
$he proper Department; and one copy together with a_copy of the g_ogg: _
‘ 1labus or outline of the training course to fur- .
: | Civil Service Commission, Manila,

it and to Whom:

C Form 4 (Revised) shall be accomplished and submitted to the
1l Services Division, Civil Service Commissiecn, upon the termina-
tion of an imservioe training course, ‘

| e |

Persommel Services Division puts up a summary of traini:
Foports conducted for each semestral period, for all repomts received
before January 15 and July 1% for each semester, respeetiyely.
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GTC Form 4 (Revised)

September 1, 1962 Republic of the Philippines
| CIVIL SERVICE COMMISSION
Manila
| INSERVICE TRAINING COMPLETION. REPORT
1¢ Agency _____. . 2. Date

5? Type of Training Activity*

44 Methods of Instruction

5¢ Inclpsive Dates . 6, Duration (No. of
j : . Training Hours)
Total Manhours
Ha.moflihnployee - Remarks
Oompleybwg the Course/Participat Position (Rating, honors, cita-
ing in the agtivity _ tions etc.}
- @) (b) {o)

I certify that this repm-t iz true
and co:r:reot. ‘

1 “Treining Officer

Chief of Office or Authorized Representative

1 *Pleape attach & copy of the worksheet and course syllabus or program.












qrc Fom 4 (Revised).

September 1, 1962  Republic of the Philippines

CIVIL SERVICE CQMMISSION
Manila

IN-SERVICE TRAINDNG COMPLETION. REPORT

e Agenoy _ | 2. Date

b <

¥ Type of Training Aotivity*

4 Methods of Instruotion

ia Inolusive Dates 6. Duration (No. of
; Training Hours)

Total Manhours

. ——

: Nameofhloyee .  Remarks
Completing the Course/Farticipat Position  { (Rating, honors, cita-
ing in the activity : tions, etc. S
— () () (o)

*
|

I certify that this mport is true

and correot.

=

A;ZPPaovmb:

Chief of Office or Authorized Representative

" Training OrfiQer

*Please attach a copy of the worksheet and oourse ayllabua or program,












