Republike ng Pilipincs
(Republic of the Ihilippines)
VINISTRI NG DDUKASYON AT KULTUR-
(MINISTRY OF BEDUCATION AND CULTURE)
' T Maynila

June 3, 1981

MEC ORDER !
No. 28, B. 1981

RULES L[ND; REGULATIONS FOL .. IfORE AGGRESSIVE INPILITTHTATION
OF THD MERIT INCRELSE PROCGR.LY IIT THE NATIOIL.TL GOVERIIMENT

To: DRurecu Directors
Regionel Diresctors .
Chiefp of Services and Heads of Units
Schools Superintendents
Presidents, Stste Colleges and Universities

1, Tnclosed s a copy of Civil Service Memorandum Circu-
lor To, 1, s. 1981 and Fetional Budget Circuler No. 340 dated
Fehruery 27, 1981, on She sybject: Rules cid Reguletions Providing
for a More lggressive Implesentotion of the Merit Increasge

Progrom in the Wetional Jovermment, which is self~explanatory,

2 .iConformably thereto, the Chief, Administrative
‘Bervice, (hief Legaul Offiocsp and Chief of the Bureau/0ffice

where the jproposed awardee {s located are hereby degignated
members off the:llerit Increage Cormittee in the Ilinistry

Centrel Offfice in addition t- the composition of the Suggpe-
tions and%ﬁncentives Lwerd Comittce created in 1976 as
anhounced in Department Order 7o, 60, g£. 1976. Likewisej o
the Legel |0fficer and the Chiel of the Division/0ffide -
where the |proposed awardee leg licated shall be menbers of the
compositi of the Suggestions zad Incentives Lfwards Commit-

tee crectgd in MEC Order No. 40, x, 1978. ' ’

' Regionnl directors are nereby authorized to imple-
ment the gaid joint circuler for wmpleoyees of thelr respective
regions except schools superintendznts and assistant schools
guperintendents which sholl he approved by this Offdice, How~
ever, compleintg/appeals ogaingt any implemented merit inorease
award inckuding appeals froi thé Gerisions of the lMerit Awards
Committee ghould he filed directly with the Office of Perform-
znce and Promotion Systems of the Civil Service Commission with-
in fifteen (15) days from the date the List of awardees is
posted, furnishing this Ministry & copy thereof.
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4, 0leims for merit wword for o certain vear should

pe gutmitted to reach the, reglonel office concerned or the Central
Office in cose” of superintendents and asgistant superintendents,
not later than the end of the colendar year for which it shall
take effect otherwise, the merit increase of the employee shall be
nade effective on the yeor it was approved, if still warranted.

5. The reporting procediure in MEC Order No. 15, 8.
1980 shall be obgerved.. . "

. 411 MGG Orders inconsistent with this Order are
modified/superseded secordingly. This Order ghall take
effect immedietely.

T 111 concerned should be guided accordingly.
(SGD.) ONOIRE D. CORFUZ
Minister of Education and Culture

Incl}:" _ _ .
‘ Lg stated ) o

Referenced: . . ‘ ‘
MEC Orders: oS, (60, s, 19763 40, a,-1978);
L . 65, s. 1979 and (15, 8. 1980)
Kilotment: 1-2-3w=m(D.0. 1-76) ‘

mo be indiceted in the Perpetual Index
uncer the Following subjects:

SAURFAUS & OPFICTS
B O TTTEE
/EMPLOYEES
VOPFICIALS

JPRIZTS or AUAKDD
RULES & REGULATIONS
AE.,CHERS :




{Inclogure to MEC Order No. 23, s, 1981)
Republika ﬁg Pilipinas
FINNISTRI UG GUGUNRING PANPLATIAMATLAN

, " MINISTRY OF 7D BUDGDD
. Melacafiang, tlenille ,
 CIVIL SERVICE IBLORsNDUM CIRCULAR NG, 1, S, 1981
‘ AND ] ) )
NATTIOWAL BUDGDT CIRCULAR NO. 340
Pebruary 27, 1981

subject: RULES AND REGULATIONS PROVIDING FOR A MORE AGURESSIVE
TMPLELMENTATION OF THE MERIT INCREASE PROGRANK IN THE
WATIONAL GOVERNIIDNT -
The following rules and repulationa are hereby isgsued
11 implementation of the Presidentts Tetter of Instructions
Wo. 1019, directing & more systematic and eggressive imple-
mentetion .of the merit increase program a8 originally provided
under Letter of Instructions No. 562. '
1Seo{imn‘1a Purpoge. These rules end rezuletions are:
issued with the aim 6T expandingz the rules and regulations
originally provided under Letter of Instructions No. 562, a8
implemented by Buaget Circulér No., 286 and Civil Sexvice
Wemorandum Circular No. 3, as amended, by literalizing thefr
applicabiliity to enable ezemplary job performencé Lo be more
amply end expeditiously rewarded,

 Jectioen 2. ‘ Scope. These rules and regulations shall
apply to all deserving officers and employeed in -the national
government who are covered by approved position classificetion
and compensation plang exclusive of the Career Executive Service
Officers and other incumbentk of CES'positions, employees in
government+owned or controlied corporations, consultents, and
casual/eme?gensy/contractual employees., -

Seoﬁion-B. Definition of Termsy. Terms used in these
rules and reguletions shall meen, eg follows: \

&, Merit Increage - gsolary incresses granted to ‘an
employee Eﬁr exenplary performonce in assigned functions and
activitiesy. for a significent cost saving or efficiency- .
enhancing inmovation accepted and applied, adopted and imple-
mented; or, for obteining o bhaccalaureate or masteral or
doctoral degree in s progrom of study relevant to his official
functions and activities even while giving very satisfactory
performance on his job. )
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Exenplary Performance - performance of an employee
68 outetanding under the new Performance Appraiseal
System (PAS) prescribed for adoption in the career
service pursusnt to Civil Service lMemorandum Circuler
No. 2, gseries of 1978, 4 very satisfactory perform-
ance and/or creditaktle accomplishment of apecial
assignments that bring benefits to the government asnd/
or community moy be considered as included within the
contéxt of this definition, subject to the limitations
of Sections 12 and 13 hereof,

Cogt~-gaving or efficiency—enhancing innovation - an
Tdea, suggestion or iunvention embodied in a written
proposal designed to effect economy in governmeht
operationsg, increased produCulOﬂ, improved working
conditiong and/pr services and other tangible bene-
fits to the government.

Section 4, Qfficers and Fmployeeg Entitled fto Merit

Increage,

referred

entitled

criterla-
.al

b

Officers end employees in the national government
to in precedln Sectlon 2 of this Circular shall be
to merit increase 1£ they meet any of the follow1n5

Rendered exemplary performance as defined herein;

ntroduced a significent cost -gaving oxn efflclency-

enhancing 1n10vat10n~

Completed abaccalaureate, masteral or doQtofal degree

dn fields directly useful to the concerned: provided,

such educational qualification is not a minimum require-
ment for appdintment in his position; and, that his
latest performance shall at least be very satisfactory
under the new PAS., .

. Section 5. Regponsibility for Merit Increase Awards,
Determination and seleclion of deserving employecs foxr merit

increase

shall be the respongibility of the Imployee Suggestions

and Incentive Award Committee, created pursuant to Section 33 of

P.D, No.
purposes

807, which shall be the lerit Increase Committee for
of this Circular aiid shall perfonn the following

functions:

&,

Receive recommendatlons for degerved awards supported
by corroborative evidences and other gustlflcatlons
for evaluation and conslderation following set guide-
lines adopted and consistent with these rules, -
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Evaluate and recommend to the Head of .geucy the
degerving employees who shall be given merit increases

and the amounts of increases to be grented.

Receive, investigate and hear complaints/ protests
dn particuler merit increase awards proposals and
Submit findings and recommendationsto the Head of
Agency for proper resolution/disposition.

Keep aond meintain complete records of Minutes of
Meetings and other proceedings and deliberations
which shall be made aveilable Tor inspection and
ggrutiny by the Ministry of the Budget and the Civil
Service Commisgsion for further determination of
compliance with these rules and regulations,

Membership of the Committee shall be composed of the
following.positions or equivalents in each agency: :

s
De
C,

d.

The Chief Administrative Officer
The Chilef Legal Officer
?he Chief Personnel Officer

The Chief of Division/Office where the propose
awardee( 8) are located. . o

Section ‘6, Procedures in the Dvaluation of iMerit
Increcse Awords Caseg, 1he following procedures shall be

TorTowed In the zrent of merit increases awerds:

&a

-5upervisors‘shalljrecommend/nominate in writing to

the Head of Agency, thirough the Personnel Officer,
the employee who rendered exemplery performance,

.28 defined herein, within one particular evaluation

period under the new D3, or those who have suggested/
recommended/invanted eligitle cost-gaving or efficlency-

.enhancing innovations, the necegsary corroborative
evidences and justifications attached in each case.

In ceses of merit increasge awards for obtaining a
beccalaureate/mosgteral/doctoral degreg, the employee
concerned shall notify the Head of O0ffice through
the Tersonnel Officer in writinz thet he has earned
the degree, The notificetion shall include a copy

of the diploma or transcript of records or certif-
icate of such desree by the school/college/university
concerned, and such. other papers end documents to
support the reguirement of direct usefulness to
concerned .employcetls vork, -
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On the bvusis of documents and other papers submitted,
the recommendation/acminoation feor merit increase

-award shell be forwarded Lv the Fersonnel CEficer,

or equivalent positicn, to the Zmployee Sugzestions
and Incentive Awerd Committee for evaluation and
deliteration in accordance with thege rules,

The Cormittee ghall evaluote the recommendations/

‘nominations forwarded hreed on the evidence and

Justification submitted and on recorded interviews
of the employees concerned, their peers and ;super-
visors; and, in cages of awards baged on cogt~gaving
or efficiency-enhancing innovations, by actual
verification and evaluation of the implemented or
actual innovations, :

The Committee shall recoumend/propose to the Head
of Lgency the employees to e sranted merit increases,
The Head of Ageucy shall assess the merits of the

proposals/recommendations by the Committee, Tf

found meritorious, he shall cause the posting of the
recommendatsions/propoaanls conspicuously on the agency
bulletin board for one fullwsek or seven (7) days

or otherwise made known to office rank and file and
staff by office memorcndum to nllow employee opinion/
recction/protests to he submitted to the Committee
within 7 working Jdays from the date of rosting. All
cases of protested/contested merit incrense award
proposals shall be acted upon by the Commitiee within
ten (10) days from receipt of protest/complaint
before submitting to the Head ofrAgency findings

and recommendations fTor his Tinaol congideration and
resgolution, :

Upon approvel by the liead of Agency, lthe Tergonnel
Officer chall take the necesggery steps to implement
the approved merit increage and couse igsuance of
notices of adjustments tc the employees concerned
and the furnighing of copiles thereof to the agency
Budget Oftficer for incorporation in. ensuing CY budget
proposal ond the Comnission on iudlt and the Goverr-
ment Service Insurance System,

Further complmints/protests againegt any implemented
merit increase award including appeall from the
decisiong of the Imployee Suggestions end Tncentive
fwards Committee/Head of Agency mey be filed with
the Office of Performance snd Promotion Systems of
the Civil Service Commission within fifteen (15)
days from the date the list of awardees is posted.

4



following schedule shall De used
increages,
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Seation 7. The lerif Increase‘Award Sbhedule. The

in ceterminiing
These increases cofrespond to the salqrv steps

TMEr Lt

- of the class to whi¢h the position ie classified under the
national position clagsification end pay plans.

not covered by the naflmﬂal pogition

Tor positions

claggification plansg,

e 1 step merlt increasc ghell he computed at 5% of the actual
gsalery of the incumbent to the position.

’
Ao @

D.

Exemplarv Performance

- very Gaflsiactory performance asg
‘rated under the new Pi8 « « o - &
- creditable accomplishment.
of gpecial assignaent that
hrought benef¢ts1bo the
government . . ol s o s 6 e o o e
- outstandlnv periormanoe ag
rated under the new Tad v . 4 o

Cogt-gaving innovetion + o « « o« =
(icee, suggestlon, invention,
suthorship/ puallcatlou)
which resulted im office
gevings

Bfficiency-enhancing innovations
resulting in substantially
improved nper ations/services in:

=~ one office or comparahle
organitvational uvnit . » » o o & .

= one Ministry or COMPDTablu
sgency including the bureaus/
offices urder/athsched ta 1Te o o

- the entire &ivil service system/

governnent set-up T

Scholastic/Lducatioral Accomplishment
. * earned a hachelor's degree on g "

' program of study related to the
Cl employee'&-work with performance
. rating of at lemst very gatis~
faotorj N T
- earned a mesterts degree on. &
prozrem of study related to the

.

1 soalary step

1 salary step
2 salary steps
1 to 3 salary
gteps, depend~

ing on the savings
genernted

1l galery step

2 salary steps

3 galary éteps

1 salary step

employee's work with performance rating.

of at least very_ setisfactory . -
~ earned a doctoral degree on &

program of study related to the
employee's work with performance

1 alary step

reting of at least very satisfacltory.. 2 salary steps



Section 8, Tffective Dates of i‘erit Increases.
HMerit 1ncreases shall Take eflect ag follows:

8., ior exemplery performance in agsigned iuﬂctlons -
the day following the end of the rating period
-within which the employee was rated outetanding
or very satisfeactory or accomplighed a creditable
special cssignment.

b, TFor significant cost-saving or efficiency-enhancing
innovation - the first day of implementation ox
epplication of duly- testeL and proven wortnwnLle

Anovatlon.

for a baccalaureate, masteral or doctoral degree -
the firet dey followiax theend of the rating
period within which the employee concerned was
rated at leegt very satisfactdry and the degree
was obtained,. ‘ :

Section 9, erit Tncrease for SUC Presidents. The
governing boards of = state university or college may crant
merit incremse to the pTESLLe”u of seid univergity or college,
in accordanoe with the prov7slons of this Clruulur.

Section 10, Notification. The inig try of the Bud“et
and the Civil Service Comm;sslon skall bte notified in wr1ﬁ¢nﬂ
not later than ten (10) deys efter the end of each quarter of
the Calendar Year on merit increases grented and approved under
this Circular, including vaccncies in positions the incumbents
to which hgd been given merit lncreases, ’

;

Section 11. Incorvoration in Fasic Salery. Merit
increases granted to emplovees shall te incorporated in the
regular itemization of personcl gervices for the aubsequont
Culenocr Year and thereafter.

. Sz2ctdcn 12, Maximum icency Cost., The totel annual cost
of the selective merit increas6s . approVeJ for an agency in any one
colendar year, shall not exceed the amouat provided Tor the
agency‘durlng that calendar yeg T AOLWltnstuqdlqg dates of
increases granted after the begianing of said year . Agencies
whose personal gservices are notitemized may be authorlzed
-an amount egquivalent to “two (2) percent of their total approprie-
tions for psrsonal services for merit ¢ncrea~es.

Section 13 “Mexdmum Munber of he01plents. The total
number of recwplents of selective nmerit increases in any
one calendar year shall not %e more than tWeutvpercent (20%)
of the Totalpersonnel Torce of the agencéy eligitle for merit
awards as of the end of said calendar year, subiject to the
provisions of Section 12 hereof.
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Section 144 Restrictionsg., The following restrictions
shell be observed in™IHE grent of merit increase:

a. Usge of Lump«Sum, The lump~sum for merit increases
gha not be UFed for honuses, across-the-board
incresges for groups of persons, or other purpose
not in accordance with this Circular, except a8
mey be euthorized by law.

b, Ho'Pre~Retirement? Increases. o merit increases
BRETT Dhe gIvER ¥o tn enployee on the ground that
he is retiring in the near future and for purposes
of enabling him to collect a Ligzer retirement
gratulty, except as he moy qualify in accordance
with the criterie established under this Circular.

¢,  No sutomotic Carry Over. Mo merit increase shall
ne automatically corried over to a higher position '
to which an employee who had earlier been franted
merit increase is promoted or appointed as a result
of reclasgification, '

d. No Double lMerit Increage. If an employee has
already been grented merit increamse under one
criterion, he shall no longer be entitled %o an
additionel merit increcge under the same criterion
within two (2) consecutive rating periods from
the effective date of gaid grent, the provisioans of
Sections 7 and 8 hereof notwithstanding.

Section l4-e, iny merit increase grented in violetion
of these rules and regulationg shall be deemed null and void
ab initio and the head of the agency shall refund to the
government whatever amount the awardee( 8) has received.
Sectlon 15, Modifying/Superseding (lsuge. A1l rules
and reguletions under Budget Circular No. 286 znd Civil Service
emorandum Circular No, 3, as amenced, inconsistent with these
rules are hereby modified/superseded accordingly.

Section 16, These rules and regulations shall take
effect not earlier then its incicated date of issuence.

(8GD,) MANUEL B, iIBA (86D.) ALBINA MANALO DANS!
Acting llinister of the Budget Commisgioner
Civil Service Commission

A true copy



