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Pursuant to demorandum Circular No. JU dated bdarch 2, 1989 ot

OUR REFERENCE:
e # 10 ,s. 1997

FibslORANDUrE CERCULAR

ity DePULY AD:LNLSLRALTOR, ASSLSTANL ADRMLRISTRALORS,
REG LOAAL LKRIGALLUN tiAHAGERS, PROJECL/UPERATIONS

AANAGERS, DEPARLHLNL MANAGIRS AND ALL OULHBRS CONCERNwU

This Agency

: RE-cSTABLESHMENE OF A NIA PeoRSONNEL DEVELOPHENL
COulelLI'LEE

the Civil Service Commission and tHemorandum Circular No. 32 dated

July 25,

1989 ot tne NIA, a Personnel Uevelopment Commitree (PLC)

in the Central vifice and a Personnel Uevelopment Committee (PUC)
in each Regional/Project Office are hereby re-established with tneir
corresponding compousition and functions as follows:

l. Functions:

1.1

1.3

l.4

Review/update the agency criteria for the selection of
ageucy nominee/fs Lo training aud scholarship programs
in accordance with existing Civil Service Commission
and NEDA policies and standards;

Review/update the agency's existiug policies governing
tire responsibilities of selected training/scholarship
rrantee. ‘Tnese shall be embodied in the contract wihicn
Lhe selected nominee and the head of the agency shall
enter into;

Conduct the screening of employee/s from the list of
prospective participants to Lraining course/scholarship
under consideration;

Recommend vo the head of agency Lhe most qualified
nominee/s in accordance with agency guideline for
training or study grants;

1.5 bisseminate, publish or post in conspicuous places within

the office premises, available tLraining or Scholarship
vpporLunities;
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1.6 Conduct a continuing monitoring of training/scholarships
grantee/s, both foreign and local;

1.7 Submit to the concerned head of office a semestral report
on aforementioned activities.

Composition of the agency Personnel bDevelopment Committee:

2.1 ‘lhe agency personnel Development Committee in the Central
Oftice (CO-PDC) shall be cumpused of the following:

2.1.1 Cnhairman

Assistant Administrator for Administrative Services/
Finance and Management

2.1.2 lembers

tlanager, Personnel & Kecords HanagementL Depactineot
tlanager, Management bServices Deparilment

President, NLAEAS or representative

rdanager, concerned Department/Sector

2.2 ‘lhe Personnel Development Committee in the Regional/Project
Offices (RPDC/PPUC) shall be cumposed of the following:

2.2.1 Cnairman - Regional/Project danager
2.2.2 ilembers

tlanager, Administrative Division
lanager, Engineering Division
tlanager, Operations Division
Representative, Employees Association

Committee Secretariat

The CommitLee Secretariat shall assist the concerned
Personnel Development Committee in the performance of the
following:

3.1 ‘lhe Committee Secretariat in the Central Office shall be
composed of the following:

.l.1 lanager, lraining and hanpower Uevelopment Division
1

3
3.1.2 [In-charge of Scholarship Section

3.2 ‘lhe Regional/Project Secretariat shall be composed ot
tne following:

VN danager, Administrative Division
2

3.2.1
3.2.2 In-charge of training
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3.3 ‘lne Secrelariat snall pertform tue tollowing functious:

3.3.1 Provide tne committee a list of qualified
euployee/s tor training/scavlarsiip granl.

3.5.2 Prepare correspondences, memvranda, reporls, etc.
relative tou scholarsnips/study graants.

3.3.3 lssue notice of weeting to all members vl Lne
committee.

3.3.4 alaintain recovrds of committee deliberations and
other documents relalive LoO the availwment ot
scnolarships/study graats.

3.3.5 1o the case of Regional/Project Personnel bevelopment
Committee, submit tu lraining and daupower
Vevelopment bivision, iilA Central Uffice, a
semestral reporL ol all training or scholarsoip
availments, both local and toreign, indicating
among otaers, the title, duration and expenses
involved.

It is wvaderstood that in the selection of candidates ror
Lraining and scholarships grants, the CO=-PLOC/RPDC-PPUC shall
“ensure Linal suca vpportunities are equitably distributed and are
awarded tou deserving employees considering such factors as
length ot service, performance levels, training and development
needs, status ol appointment and other factors as embodied in
the attached criteria (NIA-PDC Form # 1).

tne attached NWLA-PLC form # |, (criteria) training evaluation
sieet (W1A-PUC Form # 2 (evaluation sneet) and NIA-PDC Form # 3
shall be used Lor the aforementioned purposes.

fne provisions of previous circulars ur memoranda incousistent

in whole or in part with the foregoing shall nencefortn be deemed
superseded.

bMV/\J\
UORLANUDU V. SORLAN

Administrator

April 3, 1997
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CRITERIA FUR SELECTI0M OF CANDIDALESS
FOR_SCHOLARSILP/TRALNING OULSLDE H1A

1o insure that the few opportunities for training, scholacships
and other development opportunities are distributed faicrly and equitably
amony the qualified and deserving employees, these criteria shall be
observed by the NLIA Training Cure Group in selecting nowminee/s:

FAC'TORS _POLINLS

L. RELEVANCE t50 puiuts)
- Actually doing work involving knowledge skills
Lu be cuvered by the course or Lraining cooecveeeeeseea.. 50 points
= A potential candidate fuor a position requiring
knowledpe and skills to be covered by the
course Or Lraining .eveivieieeeieieesenreenenessensaaas. 30 points

IL. LEVEL OF POSITION (5 poiuls)

- Head of Office c.viveeineennerennnenns teeieranacsereanne 5 puints
- Section Chiefl and equivalent .......iiiieeetireeescaneeees & points
= ULher puSIiliONnS eeveeesessasnsesessesocnacessaosassanesnsse 3 points

AL, LEHGTIL OF SERVICE LU0 NIA (LU poiats)
: - I point for every two years of service .....cceveeevse... LU points

IV.  PERFORHANCE RATING (20 points)
(lumediate past semester)
= OutLstanding pPerfOrMance «....ceevecenrocenonaaseessasass 20 puints
- Very Satisfactory performance ......ccveecveesacoenssaesss L5 points

V. SCHULASLLIC RATING (15 points)
L.50 = 1,00 0r 95 = JUU teuiieionvenerananassssssnsasssssssssld points

200 = 1.50 or 90 = 94 siveiiinnnennn. ceeesresseassrssssanss 12 points
2.50 - 2.0l or 85 - 8Y ...ciiiennnnn cieresetenseasescecesss 10 points
3.00 ~ 2.51 0r BU = B4 ..iiiiiiitiiiitatnttcasasencsconans 8 poionts

3.50 = 3,01 0r 75 = 79 cvietiiiecttsssacoresotscnsassnnnnss 6 points

SUdHARY

Lo) RELEVANCE ....vteeieneirrssecscncannseasnssassss 30 points
Ll. LEVEL OF PUSLILION +iveeisrececssecasssanseeees 3 puints
Lik, LENGTH OF SERVICE tivitetonencesanncsasnsnssss 10 points
IV. PERFORHANCE RATING vvvevenranencenananceoaenes 20 points
V. SCUHOLASTIC RATING «vevvveuneranserenassanssss 15 points
TOTAL POLINTS ..... 10U points

lu case of Lie, other factors like being a buard tupnotcher or having
received an award Erom the NIA for outstanding accomplishment shall be
‘cunsidered and assipned [ive .(5) points.

The age limit set by the sponsoring country or institutioa shall be
observed.

lixcept [or cases certified to be urgently necessary by the head of
field office and approved by tne Administvator, a lapse of four (4) years
shall be required before any employee whu has been sent abroad officially
by MIA on a training or scholarship grant, may be authorized again.

13
o two (2) nominees for a particular grant should come from the sawme
Region. Where there arg two vr more slots for a particular grant
the next ranking candidates from another region should pet the second slot
and so on duwn the line.

N In all cases, availment of a fellowship, training or scholarship graat,
“Jocal vr foreign shall be subject to & Contract of service to be eutered
into by and between the grantee/s and Lhe Agency, stipulating among others
that the grantee/s shall serve the Agency for a period three (3) times the
lenptiv of the training or sciiolarship grant (MC 1L, s. 1982).

* ~ Lxcept Observation Yours
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