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Yam Republika ng Pillpinas N
“"\NSANG PANGASIWAAN NG PATUBIG/™

(National Irrigation Administration)

Lungsod ng Quezon

HC # &' 8. 1976

{ELIORANDUM CIRCULAR

THE ASSISTANT ADMINISTRATORS; ALIL HEADS OF
DEPARTHENTS AND STAFFS; REGIONAL IRRIGATION
DIRBCTORS; PROVINCIAL AHD PROJECT IRRIGATION
ENGINEERS; IRRIGATION SUPERINTEUDENTS AWD/OR
OFTICERS IN~CHARGE OF IRRICATION SYSTEMSI; @il
CHIEFS OF SPECIAL ?ROJELTS, AND ALL OTHERS
CONCERNED .

National Irrigation Administratmon

Lreoalbe

T0

-ee

SUBJECT: submlssion of Qualifications Index of All Employees
pursuant to the Provisions of Presidential Decree

No, 807 bated pctober b, 1972

duoted hereunder for the information and guidance of all
HIA officials and employees in connection with the submission
of qualifications index of employees regardless of position
status is gection 14, Rule V of the Revised Civil Service Rules
as modified by the above mentioned Decree which provides, to
Wlt:

nSec, 14, Each Department or agency shall establish
a qualifications index of all employses,
For this purpose, individual folders shall
be kept which shall be open at all times
for the inapection of the Commission,
These folders shall give the following
information about the employee:
record of performance, occupational
history, educational attainment, special
studies and training, civil service eli~
gibilities and other relevant datav,

It is hereby directed that two (2) copies of employee
qualifications index, sample copy attached, be accomplished
for all employees, The accomplishment and consolidation of
these qualification indices should follow the procedures
outlined hereunder;

1e All employee qualifications indices should be type-~
written and accomplished in duplicate for personnel
in the regional and provincial offices, systems and
projects including special projects, and one copy
each for those in the NIA Central 0ffice and office
of the Special Projects,

2. Accomplished qualifications indices should be arranged
and bound according to the following position status;
PERMANENY, TEIPORARY, MOWTHLY, DAILY/CASUAL or CON~-
TRACTUAL., Names for each group should be alphabeti-
cally arranged regardless of sex.

3. In order to prevent loss of any qualifications indices
they should be bound with paper fastenera,




4.

A1l qualifications indices of employees of Irri-
gation Systems, Projects and Provincial Irrigation
Offices should.be.forwarded to.the Rogional Adminig-

_ trative Officer in the Hegional Office concarned for

final consolidation andsubmisgsion to the NIA Central

Office, ALVENYION} Chief, Administrative Department,

- not .layer than Hay 31, 1976. “hose for Special Pro-

S

6e

jeots should also.be compiled and consolidated in

-like ‘mamer and submitted to the Persommel Sgction,

Office of the 8peoial Projects, Wuezon City,

The original ocopies of gocomplished qualifications
indices should be submitted to NIA Central Office
or Offico of the Special Projects, as the case may
be, and the duplicate copy retained and filed in the
Administrative. Division of the legion or Special
Project for reference and ‘inspection purposes.

alifications indices should be updated whenever
additional information or data, such as additional
unite, civil service eligibilities, suceessful
completion of training and change of address are

‘received, copy of the information or data furnished

the NIA Central Office.

Compliance is enjoined.
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STATUS]
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(Middle) S seR 32@

.. ThN

NEAREST RELATIVE WHO SHUULD HE NOTIFIED IN CASE UF

SERIVUS ILLNESS OR ACUL

n . e g e -

NAME

HELATIUNSHIP "HUMB A

DDRESS OF THIS

LATLVE

- CIVIL SEHVICE ELIGIBILLTY
,  Iitle PBating Date
]
(.‘
BIRTH PLACE '
LEPENLENTS _ '
| WHSHIP  BINTH DAUE | sppoial STUDIES/ADUITIONAL IN-tEIWICE
1 I . N TRAINING
- ‘ ‘ Coyrse Entity Training Hours
)
ot i
f i i
! - .
0 |  EDUCATIONAL ATTALNMENT ; 2 _
YA . . { :
‘|counse  School X Attepd b e
= ) = — = T
, { M. ; )
E OTHER SKILLS UR KNUWLELGES ARTICLES WRITTEN /PUBLISHED
N Y .. .:. ey ..

CERTIFICATIUN

, , I hereby ce:k.'m that the above information is true and correct,

Date
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