WHERE AND HOW APPOINTMENTS OF ADMINISTRATIVE EMPLOYEES IN U.P. DILIMAN ARE PROCESSED

· Appointment papers of Administrative Staff are processed at the Appointment Section, Human Resources Development Office (HRDO) located at the 1st Floor Mezzanine, Quezon Hall.

· Recommendations coming from the units are forwarded to   the Appointment Section, HRDO.

· Analyst examines recommendation as to completeness/appropriateness of required documents. (refer to list)

· Reviewed by Section Chief and signed by Division Chief and Director.

· After APFC endorsement and approval of the Chancellor, Basic Paper is forwarded to Budget Office for Budget Clearance.

· Then back to Appointment Section.  Analysts prepare appointment paper for signature of the Chancellor or Vice-Chancellor for Administration as the case may be.

· Approved appointment papers are returned to the Releasing Section for release.

I. CHECKLIST OF REQUIREMENTS FOR PROCESSING OF ADMINISTRATIVE APPOINTMENT & BASIC PAPER

COMMON REQUIREMENTS:
· Fully accomplished Basic Paper  (HRDO B-2), (1 copy)

· Justification

· Matrix of evaluation of applicants (Memo No. CAS-11-

040)-EXCEPT FOR REAPPT.: (for REPS-basis for scoring per criteria (rubrics))
· Personal Data Sheet (CSC Form 212, Revised 2017), (3 original copies) with 1 ½ x 1 ½ picture (2 copies taken within the last (6) months) and Work Experience Sheet for those with required relevant experience– EXCEPT FOR REAPPT. (RENEWAL)
· Certificate of eligibility/rating/license to positions requiring licenses or involving practice of profession (2 Original Copy of the Authenticated Certificate) 

· Valid licenses issued by authorized regulatory agencies 

· Certificate of Assumption to Duty (3 original copies)
· Oath of Office (3 original copies)

· Position Description Form (CSC Form No. 1), (3 original copies)

· Neuropsychiatric exam (APPLICABLE TO POSITIONS W/C INVOLVE THE MAINTENANCE OF PEACE AND ORDER AND THE PROTECTION OF LIFE AND PROPERTY)
· Certificate of Trainings for the Last 5 years (Certified Photocopy)
A.    ORIGINAL/REEMPLOYMENT
· Transcript of Records (Original / 1 certified true copy from the School)

· Diploma  (Original / 1 certified true copy from the School)

· NBI Clearance (Original copy)

· Marriage contract/Certificate duly authenticated by the PSA or LCR, if married

· Birth Certificate duly authenticated by the PSA or LCR 

· Medical Certificate issued by a licensed government physician (1 copy)

· Blood Test, Urinalysis, Chest X-ray, Drug Test, Psychological Test

· Statement of Assets and Liabilities (3 copies)
· Clearance from former Office (if reemployment)
B.    TRANSFER

· Medical Certificate issued by a licensed government physician (1 copy)

· Blood Test, Urinalysis, Chest X-ray, Drug Test, Psychological Test

· Approved Transfer from former office/agency

· Clearance from former Office

· Certification of leave credits from former  Office

· Certification of premium deductions (if applicable)

· Service Record (if applicable)

· Last 2 Performance Rating

· Transcript of Records (Original / 1 certified true copy from the School)
· Diploma  (Original / 1 certified true copy from the School)
C.    REAPPOINTMENT
D.    PROMOTION
· Clearance from former Office (if with transfer)

· Transcript of Records (Original / 1 certified true copy from the School)– if necessary

· Diploma  (Original / 1 certified true copy from the School)– if necessary
· Last 2 Performance Rating

· Waiver of agreement of change of status (for cases with change of status from permanent to temporary)

II. ADDITIONAL REQUIREMENTS FOR THE RELEASE OF SIGNED APPOINTMENT PAPERS 
· The appointee shall acknowledge receipt of the appointment by signing in the acknowledgement portion at the back of the appointment form

1. Fully Accomplished Tax Identification Number (TIN), BIR

Form 2305/2316        

2. GSIS Membership Form (downloadable  at www.gsis.gov.ph)

3. PAG-IBIG Membership Form (downloadable at 

www.pagibigfund.com.ph)

4. Philippine Health Membership Form (downloadable at 

www.philhealth.gov.ph)
5. Certificate of last salary received (if reemployment from another government agency)
NOTE:  Failure to submit requirements will delay the issuance of your appointment papers and salary. Appointment must be submitted to the CSC within 30 calendar days from issuance thereof.
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