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REVISION OF €5 Pl ey 32 (APPOINTNENT)

Toy - Undersecretarics
Assistant Secreotaries
Burecau Directols
Rogional Dircctors
cultural Agency Rirectors
Chief of Service and Heads of Units/Centers
Sewools Superintenderts
Vocational School Superintencornts/Adninistrators
Cnigfs of Divisions

L. THelosed is a copy of Femorandum rircular Now ly sy 1987,
of the Civil Service Commission regarding the rovision ol tre
appointment form, Civil Sarvice Form No. 33, and the guidelines on
tye preparation and suimission Lroreofy which 18 solfwexplanatorys.

2 This Order skould de Brought £5 the abbention of all
concarned for tweir informabion, guidance and.: observance.

3 Strict combliance ils desizeds.

(sGD.) LOURDES R. QUISUMBING
Secretary

Inclis
Asgstated

References MECS Ordexry No. Bl 6y 1986
MECS NemoTandune - Now 132584 1085

Allotmenty  1oge3em(10.0, 1=87)

To be indicated in twe Perpetusl Index
under ‘tre following sulyjochat

/APPOTNTNENT, EVPLOYLENT, BEAPPOINIVMENT

JUREAUS & OFFICES
/CHANGE
FORMS

ﬁULES £ REGULATIONS



(Inclosure to DECS Order Ho. 19, s, 1987)

Ropublic of twe Prilippines
QIVIL BERVICE - COMMISSION
Gezon - Gity
oLyl 18T
MEMORANDULL GIRCULAR

70 3 ALL HBADS BINISTRI RS DUREAUS  AND: AGENCIES
OF - NAT L O\\.H i “\}) TSR e ”‘"l NMENTS INCLUDLING
GOVERML BIT=CVNED 40 /0R CONTROLLED CORPORATIONS

SUBJECT t Revision of £S5 Fer o, 33 (Appointiient)

In the desire of tre Comaissicon bo promote economy, efficiency
and effectivoness in personnel administration in government, most
especially on ‘matters of appointments, it was become necessary to re-
examine and devise furbher treappointment. formy CS Form 33 (Revised

September 1986) to give more meaning to twe Presidential policy
direction of facilitative service.

As ey be gleaned on twe Tace of twe attacred appointment form,}
all possitile actions to Dbe taken on tre appointuents are printed at
trwe bottom thereof and tre corresponding notations/footnotes twat

usually accompany the action taken nrs also preprinted at twe back
thereof,

In trwis connection, and for the guidance of all concerned, twe
following guidelines are wereby issueds

1. 0S Form 33 (Appointment Vorn) is wereby furtwer
rﬂvxsed. Attackod it a copy of the revised
appoitthivent  for,

2¢ The 3ert?ficahlon oh the face of CS Form Noy 33
to the effect trat tre documents: pertinant to
twe appointient wave been verified and Tound in
orded swallilie subijoct To werification by tre
C8C upon its audit of the agency.  The Personnel
Officer, Adndinistrabive foﬁcer o any ohier
Officer who alfixes nis signabure on: suck
gortification suallibe manintstratively and
criminally liable for any certification contrary
Lo facty

3.0 Appointments subnibbed to tre 05C Rewional Office
pust-dnciude astranshnittal Tetber e spall
enumerabe tno anpointments Being submitted,
including tre naves of tro appointees, their
positions and the corresponding date of effectivity.

Lo AE e back of the appointhent formytke Personnel
Oificarof the ageney skall on twe space provided
trerefore state bhe hame and office of ‘the appointes

as well as tne position, salary and effective date
, of wis appointient.




g

Inorder torfaellitebe tre prompt ‘resubnission

of probationa;y appointments after tre appointees
rave successiully passod ona ik months probation=
ary period, the ageray Porsoniol O0flear shall
temporarily. keeb tre appointeest approved appoint-
ments initreir 201 files. The appoinbocs, kowever
must bainformed fnoweiting by tie Personnel Officer
ol treapproval ol treir appolintments as probation-
Ay for abparted ot gl nottng and gt thergano. B ime
romind thet trat tals periornance ahd conduct

Shall be assossod gt tre end of twe Srd monti and
the 6bn month probationary perisd.  They skall likes
wise ba given a certifisd true copy ol tie approved
probationary apooirbnens.,

T
-

"

6y Tre processor of appointmonts in tre rospective
regional offises ot twe-Sommmission ghall take twe
corresponaing action at twe bobtom ol the appoint=
ment form. Mo shall croci tka appropriate box(es),
affix wis initial beside twe box(es) and state twe
letter(s) of tne pertinent notation(s) as listed
at the bagk trersof. Tho notations: (explanatory
footnotes) accompanying.macbion takett shall be
identified by encirclingWile letterwprorix as
provided and tre processor spall affix his initial
beside it and wrenever necassarys: shall complete
the nobation by eupplying tre specific informaticn/"
dateon the hlanks provided trereoh.

7o ANy erasure/alteration/superimposition made on tre
debion taken by the Cormission shall invalidate the
same unless euny alteration(s) was/mave been confirmed
in writing by bhs Commission in which case such
confirmation siall be an inbogral part of twe action
of e Gommission on twat appolntment

Pursuant to twe provisions of Section 9{c) of FD 807, it is
requested tiat all concernad skould Teproduce the attacned appointment
form witkout modification using only 'one sweet of twe legal size book
paper (& % 13"} Agoncies should use good cuality bond paper to
avoid blotting of twe CSC Action twereon. Oid appointment forms may
still be vsed but effective April L, 1687 twha attached: appointment:
forms as Tevised in:January 1927 skallibe used,

It is understood twab previous -igsuances inconsistent nerawity
are wereby supersededs

(SGD) CELEREINA G GOTLADERA
Cwairman

A true copy
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Sir/Madam:

You are-hereby appointed

witheotpansation:at the ‘rate of
PR30S (B : e

perignnumyeffective

(State nature of appointment whether original, renewsl,
promobtion, transfer, reingh., sho)

(State employment status whether (Name and Status of former incimbent;
tenporary subetitutey permanent: on il there: L any . Examples Fa Uy,
provisional in case of teachers.) resigned; promoted, ctee)

Basition to be £illeds | \ \ Very truly yours;

0ld Item No. Page
Approp. Act.
New Ttem Now Page
Appriopeloty

ek

Civil Servisce Rligibility: :
Title of Exam. Taken CEBRTT G AT 0N

Place of Examination = |
Date of Examinabion . Thig is to certify that all
Rating ; requirements and supporting papers

pursuant to MC No. 6, 1985 have
: beer complied with, reviewed and
Highegt Lducational Attainment: Toundito baiidn orders

Latest Salary recaivad:

Personnel Officer/Administrative
B : Pt Bffsctive Officon

Malden Namey if married: CERTIFTIOCAT I%O N
Thig igto certily ﬁh@t thie
RECOMMENDED. BY: appointed hag baen screened and
found qualified by the Promotion/
Pargonnel Selection Roards.

Chairman P/PS Board

DO NOT FILL SPACE BELOW (FOR CIVIL SERVICE COMMISSION ACTION)

L__/ KPPROVED

W e

R& 4670 [7J  DISAPPROVED
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\ A Bifective ;iothe effective date. of appolnteets.
“ elipibility under R.A. 1080/PD 907/PD 997/FD 1408, |

by Bffectave o the dats of rolease of appointee’s
: eligibllity. \

Go TE effectivity date is uvon assumpbion of dufies, appointment gheyld be mades

/o et factive not earlior than , the date of issuance Of
. appointmarit.
affective ¢ the date appointen: actually assumed
h‘ ' dutics of the poaitions

daiiDewlarninous with the s bepmsof Of Pl e ol

e This appointmeht g effective for ong (L) vear and will explre on

urilésg soonarstorming ted.

i

£y Bligitility 18 not aprropriate for the jpositions
ge o Appointee hag not qualified in anv civil scorvice examinations

R o Bubject bo the outeote of the appeal of the former incumbent; wnder hxec.
Order: New it ml s aty.

1. Without prejudice o the final outoome ‘of ths protest filed-against this
appointment. i

i bProvided that the separation of former incumbent is dn-orders
cooSubdeetito the provigions of MCBE=05 dated Mareh 4, 1986 of the MLG.

1 Subject to the limitations of Section 47 of PuDu 807

e Eerinoneplantilla pogitions, iag at 3
per OCEC Lncorsament dated atbached by the:
appointment of \ ;

nieOthers

0. Provided that there is ne pending administrative case gpainst the appointce, no
pending protest againgt this appointment, nor any decision by compe-tant authorlty
Frat will adversely affsct the approval of this appointment.

Natma of Appointee Poaition and: Salayy
Offics/Agency Effective Dato

ANY 'ERASURS. OR ALTERATION ON THE ACTION TAKEN BY THE CIVIL SERVICE COMMLSSIQ& N
THE APPOINTMENT SHALL INVALIDATE THE SAME UNLESS SUCH ALTERATION(S) HAS/HAVE BEEN
CONFTRUED IN A WRITIEN COMMINICATION BY THE CSG.

DO NOT PILL DRLOW. THLS TANE




