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1, ' '- Inclosed is @ copy “of Memoramdwm Giroular No. 5,15.‘>1 .

'1985 of: the Civil Service Commisgion gntitled "Study and

- Rewiew of Contracts of Personnel end Mansgement Services and

“of Services of Dgtamled Peraonnel,“ ‘which is selfuexplanatory. 

'2.3- v Iﬁ ig de81red tha% the measures pres scribed in the

 gaid Memorendum Ciroularoenforce policies in the hiring of
eontractual personnel 1nclud1ng private comgultants and the

~uge of detailed personnel be gtrictly observad. The lists

~of cpntractual employees desired therein should be submitted

“to the appropriaste Regional Offices of the Civil Service

“Commisgion and the: lls% of detailed persornel to the OfflOG
- of the Cheirmen, Civil Service Oomm3851on, not later thgn

: May 31 1985.v L S

3.. R Oompllance 15 requasted.
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- Incl.. L o s THETRL U - Mlnlster :
oo hg gtated S SR o '
~Reference s
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~To be indicated in the Perpetual Index
wnder the followmng qubJeotﬁ-
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lib(Inclosure to MBd@’Ovder No.‘35, 1985) -

: Republlka ng PlllplnaS

'KOMISYON NG SERBISYO SIBIL

© (CIVIL SERVICE COMMISSION)

| NC # 5, 1885

}MEMORANDUM CIRCULAR _ S |

TO  : ALL HEADS OF MINISTRIES, BUREAUS AND AGENCIES

" OF THE NATIONAL GOVERNMENT, INCLUDING GOVERN-
MENT-OWNED OR CONTROLLED CORPORATIONS AND ITS

~ SUBSIDIARIES, AND STATE COLLEGES AND UNIVER-
oSITIES i

SUBJECT : STUDY AND REVIEW OF CONTRACTS OF PERSONNEL AND

 MANAGEMENT SERVICES AND OF SERVICE OF_DETAILED
':PERSONNEL i e O

It has come to the attentlon of the Commzss;on that a

. substantial volume of the regular work in government is being

iperformed by contractual personnel, ccnsultants hlred from
,prlvate flrms and deta;led personnel - _ "

The hlrlng of contractual personnel 1nclud1ng prlvate
consultants and the use of detailed personnel are resorted
to as short-term measures to meet the exigencies of the

. service or specific requirements of a special project. How-

‘ever, when these types of personnel are employed and assigned
to perform regular or recurring functions, deterioration in j
the efflclency of in-house capabilities and of the morale of
regular empleyees may: result particularly. in agencies where

- there are ex1stlng organic units or personnel who are- mandated
- to perform the work or functlons a551gned to contractual or
-detalled employees. \;g_v : T

Slnce the above 81tuat10n has a direct 1mpact on the

i ,profe331onal ‘growth, affmcmency and morale of permanent
~employees in government service, the Commission finds it

necessary to reiterate its policies on the matter and to
prescribe the followxng measures to enforce sald pﬁllCleS*.

".A;fOn Contractual Employment

1A cantractual employment is one entered into
' ,by a person whose employment in-a partmcular
_5m1nmstny or agency 1is in accordance with a
‘special contract to undertake a specific work -
or job requlrlng special or technical skills =
“not available in the said mlnlstry or agency,
to be acccmpllshed within a specific period,
~which in no case shall exceed one (1) year,
~and performs or accomplishes the peclfmc B
~work or job under his own Tresponsibility wlth e
~a minimum of direction or supervision, For:
"~ purposes of this Circular, contractualemployu Do
- ment shall include the hiring of private con- . -
. sultants and management service contracts wzth';.'
management consultancy flrms '




2.

._2'“

Contracts of serv1ces ‘shall be 1ssued only to

‘highly skilled scientific and technical per-

sonnel whose expertise ér technical skill are

not available in the miniztvry. or agency concerned.

~In all casesy there has to be a project or spe-

cific job or work to be accompllshed for a Spe-»
lelc perlod : . ‘ .

».In no case shall contractual app01ntments or

~contracts of personnel services be issued to

non-technical personnel or those whose duties

“and functions are c¢lerical or admlnlstratlve in

nature or those who will hold posmtlons in the

labor or trades and crafts groups. If such
~services are needed in support of the job or
project, the regu tay staff or persannel may -be
~augmented by hlrlng on: casual or emergency basis.

Contractual personnel mgy be hlred Only if these-‘

are authorized, ‘appropriate, and funds are

};avallable to support the payment of: the;r salarles.:‘

Contractual employEﬁs may be hlred only when

undvoidable and neceSSary under the follow1ng

j51tuatmons

'f_a.'Where the desired expertlse is unavallable o

-among the regular staff

b. Where bedause of: unattractlve pay or Sther

,factors, recruitment on'a regulayr employment
status 15 v1rtually 1mp0331b1e._;_ .

‘.c,:Where the servic -Lc.yu -pndered is of short

rdupation and the ‘service. ‘has to be termlnated
g'thereafter and . i . e

d. Where the work to_be accomplished 1s very

urgent, and in utilizing the regular staff,

cother: funeticps I (lic Srzanizational unlt
'-conaerned shall be w1de1y pre;udzced.

'fContractual employees and consultanfs may be

~allowed not more than two (2) part-time con-

tracts with two (2) government agencies at one

‘time. In no case should they be designated

Officers-in-Charge or Executive Directors of:

‘the like wherein they exercise control or

supervision over regular parSOﬂnel in the .

‘hiring agency. Attention in this connection

- is invited to prchibitions on double compen -
.-sation for elective or appointive public
~officers or employees unless speclrlcally

‘authorlzed by law

ALY contracﬁs of persownel serv1ces 1nc1ud1ng
~contracts for consultancy: management services

shall be submitted to the Commission for final

: rev;ew and confimmotion. Contrahts of personnel
: serV1ces shall flrst be IOﬁwarded tm the Offlce



uignae

 of Compensation and Position Classification, OBM

. before they are sent to the Commission for appro-

~ﬂ}gpriaté-écti0n\pursnaht_to:LettersofjImplementation”
. No. 29 and, similarly, coutracts for consultancy
~ and management services shall first be forwarded
- to the NEDA Contract Review Board not later than

. thirty (30) days from the date of execution op _
signing of the contract. This provision likewise

~ applies to renewal of said contracts.

_For purposes of determining the effectivity of
- contracts of services, the date of execution or

- signing between the two parties shall be the con-

:trdlling'dateg»or-in:its absenCe! the date of no-

~ tarization. Periods of service in the contract
. shall be stipulated to take effect not earlier
- than the date of execution or signing of the con-
. tract of both parties concerned. The contract. :
i;igfgégnvicessissugdﬂin}accordaﬁce,withwpertinant»: 3
~ laws and rules shall take effect immediately

~upon approval and signing by the head of agency,

© and if the contractual employee/consultant has
~ started his work, he shall be entitled to re-
~celve his salary at once without awaiting ap-

proval of his contract by the Commisgion. The

~ contract shall remain effective until disapproved
by the Commission. Should the contract be dis-- ;
‘approved by the Commission, the appointing authopr-
ity shall be liable for the payment of the salary

~ of the employee concerned for actual services
\:;pendgred:‘;‘,j:' ST R B B L '

- Contracts of services submitted to the Civil

~Service Commission or OCPC or NEDA, =hizh have
‘already lapsed beyond the 30 day grace period

. of submission under the law, shall be considered

v,

-1neffectivemandishal;ﬁbeireturned:Withoutfaction,
‘unless delay in the submission is due to valid

~ and justifiable reasons.

io:

iThé»fbiiéﬁing.éhéll:bé}ﬁedﬁiﬁéd by;fhé-Commissioﬂ,"

- for confirmation of original contractual appoint-

~ ments:

~_a. One copy of a duly notarized contractual

‘appointment or contract of services.

b, One copy of CS Form No. 212 (Revised 1973

- Personal Data Sheet) duly accomplished and
_notarized. All pertinant data on expericnce.

'\Qand education shall be indicated and all such

' ientriesishallfbe'ﬁérfifiedfby-theiﬁersonnel

"::goffigerﬁo£¢tne contracting agency.

¢, One copy of BC-CSC Form No. 1 (Position

. Description Form) duly accemplishad and

"fk}signgdahY;th&;cﬂntractual.appoiﬁteéhandﬁfhé_

~ head of agency.




d NISA clearance whis shall be attached to :
 the contract of servxces : .

-

on contractual basis LNothe conteXt

-~ and meaning of Section 6(4) of PD No. 807, _
sineluding a brief description of the prOJect,
job or work to be accompllshed and 1ts Spe—
leld duratlons

é. Just1f1oatJon myﬁlihb”““;“g of pébSOhnel

i f.{A certified true copy of the. approval of the

ll.

‘Ministry cf the Dudget relative to the funding

orappropriation for the progect, job or work
. to be undertaken for a Spedlflc duvatlon.

The follow1ng shall be requlred by the Camm1331on

~for confirmation of'conLractual appomntments for

i renewal of servicess

f{a One ‘copy of a duly Rotarized contractual

appolntment o hontcact of serv1ces. G

 :5. One copy of €S Form No. 212 (Revmsed 1973’

“Personal Data Sheet) duly accomplished
-and notarized, The prevlous position and
‘salary must be indicated in ‘the personal
~data sheet, including the number of the
CSC Resolution app> »vmng or dlsapprov1ng
vthe preV1ouc cont%act.~ ; TR

'€bé; Brlef Btaxement as to: why the cuntract 18

12,
©o toosubmit to the Commission a summary list of

‘being renewed, how many times it has been
rprenewed arn LU duziiis s A% said contract,
ek certlfled by the personnel offlcer of the

‘contractlng ageney o

All mlnlstrles and: agencles are heraby dlrected_l

contractual employees: and consultants currently ‘

- working with them, indicating opposite each .

‘name the positicn designation, present salary,’

duratlon ‘o f: the‘uOXEraft and whether it is.-a

_‘new/original appointment or a renewal contract.
- Coples of . the individual contracts together - :
owith o the stinulored requlrementv as: enumerated;i_
~in - Section 10 -ox Seation 11 of this clrcular,

which ever is applicable, shall be submitted
ag supportlng documents. - All unexpired con-

~tracts for consultancy .and management services
gshall llkew¢se bo ubmltted : . , .

13

The reports und dﬁcmm nts 1dent1f1ed 1n Sectlon
12 of this Civoulan qbal] be submltted to. the

Commmss;on on-or. befop May 31,1985, . The - llst

~of contractual emQWOyaeo based at the regions

shall be submitted to the appropriate Regional

. Office of the CSC. The list of contractual o
ﬁ'employges based at the head office of the agency



es el
':andféll-cdhfraéfszfdfjédnsultancy'and:mahagement
-service5=shallﬂbé}submittéd?to the Office of the
;:Chairman;ofithe;commission; B R e

~ B. On Detail Arrangement

L. A detail is the movement 6f an employee from
U one ministry or agency to another without the
: \issuance’ofban_appointment, and shall be allowed
~only for limited period in case of employees
occupying professicnal, technical and scientific

'}pcsitions.i-Detail'is~témporary and employee

~-concerned does not lose his position,

 '2.vNofdetail.éhall;bé;alioWed outside the original -
'_station.for.m0re~than1three (3) months without
~the consent of the employee concerned.,

e i The minister or the head of the agency concerned

- ';shall;submit-a'writtenureqUest to the head of
'thevministry’or.agency3'under-which'the_personnel
;soughtztojbe-detailed‘is-employed. “The request
- shall state the organizational unit where the
personnel is proposed to be detailed, the period
of detail and shall specifically explain the
~reasons for the detail. . '

~ 4y No request for detail shall be approved, unless R
~othe concurrence of the supervisor or the personnel

sought to be detailed is obtained in writing. = :

25 Cl&arance.andgapprGVal,of,the-Commission'shall

. be required for details requiring a period ex-

ceeding one year and invelving the performance

of regular and recurring functions in the agency -

~ where the personnel is to be detailed. Said LI
. request shall be supported by a justification
- statement, the:pbopbsed'period_of’detailzargplan
- and timetable for disengagement or plan: for the
ieVentualgtransfer,.if:any,:ofvsaid personnel to
;the_agency;”:_"_ugz-'.T e S R
'jG;vAli'ﬁihistﬁiéS{and-agéhdiés shall submit to the
- Office of the Chairman of the CSC a list of pepr-
~ sonnel detailed to them for more than one vear
°n or before May 31, 1985, ~ ...
’t_This‘circﬁlaf[shallEtakefeffeétiimmediately.?
(SGD.) JESUS N. BORROMEO
B Chairman

. April 12, 1985

A true copy



