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MC No._/@__, QUBBBEERENCE:
MEMORANDUM CIRCULAR

TO :  THE ACTING SENIOR DEPUTY ADMINISTRATOR,
ACTING DEPUTY ADMINISTRATORS,
DEPARTMENT/REGIONAL/OPERATIONS MANAGERS, |
DIVISION MANAGERS, IRRIGATION SUPERINTENDENTS,

PROVINCIAL IRRIGATION OFFICERS
AND OTHERS CONCERNED

SUBJECT: GUIDELINES FOR PLACEMENT OF PERSONNEL AFFECTED BY THE
RATIONALIZATION OF THE FUNCTIONS AND AGENCIES IN THE
EXECUTIVE BRANCH

In purstignce of the mandate under EO 366 isstied on 04 October 2004 entitled
“Dirécling Strategic Review of the Operations and Organizations of the Executive
Brdtich and Providing Options arid incentives for Govemmierit Employees who may be
Affected by the Rationalizationi of the Functions and Agencies of tlie Executive Branch”
and EO 718 dated 08 April 2008 entitied “Auttiorizing The Phased Iniplernentation of
the Rationalization Plan of the National inigation Administration @iid the Availmient of
the Separation Incentive Package urder Executive Order No. 3667, yoii dre hereby
ghjoined to coiriply with the enclosed “Guidelines for the Placeitient of Personnel
Affected by the Ratioralization of the Functions and Agencies of the Execiitive Brarich”
as resolved Unider CSC Resolution No. 060056 dated 11 Jantaiy 2006 and adopted
urider CSC Memdorandum Circular No. 02, s. 2006 dated 13 January 2006.

Iri addition to the therein prescribed Forms, NIA-RPlan Form 01 Is hereby fiiade ds an
attachment hereof to be isstied to affected personnel who have opted for placement.

Be guided accordingly.
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MEMORANDUM CIRCULAR

ALL HEADS OF DEPARTMENTS, BUREAUS, OFFICES AND
AGENClES ©OF THE  NATIONAL  GOVERNMENT;
GOVERNMENT-OWNED OR CONTROLLED cORPORATIONS;
GOVERNMENT FINANCIAL INSTITUTIONS; BOARDS, TASK
FORCES, COUNCILS, coimissloNs AND OTHER AGENCIES
ATTACHED 10 ©OR UNDER THEIR ADMINISTRATIVE
sUPERVISION .

Guidelities for the Placeitient ot Fersoniiel Atfected by the
Rationalizatiol _of the Fuilcllolis _diid _Agércies Il _ti8
Exécutive Bralich .

. Pursiant to CSC  Resolution  No. 060056 dated
Juhtary 11; 2006 , and Ivaldale under Executive Order No. 366 lIssiled oh
October 04, 2004, entitled "Ditectiig a Sirdtegic Review of the Operations diid
Orgahizations of llie Execitivé Branch and Providiig Options ahd Inicenlives for
Goveminierit Eriployees Wiio May Be Affected by ihe Rationalizalion of ihie Fuiictioris
dnd Agenciess bf the Execulive Branciy’, the Civil Sefvice Comtiilssioh hereby
promulgates and adopts the attached Guidelines for the Placernetit of Petsotihel
Alfected by the RationializatioH of the Fuinctions and Agencies of the Executive Bratich.

Heads of Departmenils arid agehcies are enjoiied lo comply with these

guldelines.
| k\‘
N \

NS NG E )
KaRINA CONSTANTING.DAVID

Chairmani

{ 13 Janusry 2006
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Guidélines for the Placement of Fersonne/ Afiected
by thié Ratiorialization of the Functicns and Agencies
of the Executive Braich

x

resoLuTionno.  QE00DE

- WHEREAS, the CSC, as the central personnel agency of the government. is
inandated under Section 3, Articie 1X-B of the Constitution to establish a career
service ahd adopt meastires to promote morale, efiiciency, integrity, responsiveness
and courtesy in the civil service;

"\ WHEREAS, considering the current demands and prevailing challenges
facing the public sector, Executive Order No. 366 entitled “Direciing-a Stiategic
Review of the Operations and Organizations of the Executive Branch and Providing
Options and Incentives for Govemment Employees Who May Be Affecied by the
Ratiohalizatiori of the Functions and Agencies of the Executive Branch" was lssued
by the President; : :

WHEREAS, Executive Order Mo. 366 aims to improve the government's
service delivery and produclivity;

- WHEREAS, Section 9 of the said Executive Order (EO) directs the Civil
Service Commission (CSC) to effectively implement the placement of personnel
affected by the rationalization program subject to the provisions specified in the EO;

WHEREAS, the CSC seeks to establish efficient and effective placément of
personnel affected by the rationalization program to ensure their continued welfare
and productivity in the new work environiment; '

NOW THEREFORE, the Commission RESOLVES to promulgate and adopt
the attached “Guidelines for the Placement of Personnel Affected by the -
Ratiohalization of the Functions and Agencies of the Executive Branch’.

Quezon Gity, JAN 1 1 2006 :

2% CRee Y

KARINA CONSTANTINO-DAVID
__Chairman

ALDEMAR V. VALMORES . CESAR D. BUENAELEOR

Commissioner Commissioner
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LIKEE EOR The BLACEMENT GF PERSONNEL AFFECTED By tHE
BATIONALIZAHION GF THE EUNCTIONS AND AGENCIES -
OF THE EXECUTIVE BRANCH

KATIONALE

Codiilzdiit of thé hided to dddiess the cufrent demahds and prevailitig
challerges facing tHe public séctor, Exectitive Order No. 366 dited
October 04, 2004 provides tor e strategic teview of the cperatiohs and
orgahizatioris of the executive bratich anhd options ahd incentives for
govertinient etiployegs who fiidy be affected by the rationalization
progtaim of the execulive brarich.

Pursuarit to the provisioiis of EO 366 and as the central personnel agency
ol the dovettiett ndhdated to establish d careet setvice ahd adopt
hiedstités lo pibhiote hiorale, efficiency, Ihtedrity, tespohsivehess and
coliesy I the tivil seivice, the Civil Serviceé Coiilissiol heteby adopts
the followlig duidelides for tHe efficient diid effective placeinelit and
integration of pérsotiiel affécted by the ratohalization prograii In the
executive brancl.

OBJECTIVES
these Huideliries seek to accomplishi the following:

1. Deline tHe tesponsibilities and dccolintabilities of all cohicerned

~ ddeficies;

2. Provide specitic ahd detailed ptocesses ahd procedures for the

~ &fiiobth placertieht and integratioh of ths affected persotinel; arid

3. EstablisH mechatiisins that will help alfected persohhel adjust and
ebpé With the cthatges ih their cateer atid wotk eftvirohirient.

COVERAGE

Al depattients of the Executive Brahch inicluding their coiipohint
Uhits/buredlls, govemment-owhed andior contfolled  cotpotalichs
{GOCCs)igoveitimerit financial institutiois (GFls), boards, task foices,
couhicils, cotiimissions and all other adeticles altached to ot Uhder thieir
ﬁdﬁl}ﬁiélf&iliv’e sUpetvislon shall be covered by the guidelities presciibed
efeln. .

DEFINITION OF TERMS

1. Coftitiission — relers to the Civil Service Coirimissiohi

2. Affected Persohnel ~ incumbents of the positions whose fuhiclions
Have beeh decidted reduidatit b hoti-cote services/dctivities of the
uhits/agencles Ini the depattmient/agericies

3. ﬁ'tedpci’en{ Ageticy — the agehcy where the affected persotihel will be
place
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T : Méth;. Agéﬁcy — tHdlhatiig adeticy of the éfféct;d persottiel

5. HRMO/Coach - betsbtinel designiated by the recipleht adericy o
ptovide stlpport dhd Iifotiniation to affected persohiiel fot fiot less
. thai two (2) Hohiths, |.&., thitial job orientaliot dnd tainiliarizatioh

8. Transfer Order ~ 4 docuiient sighed by the CSC Regichial Director
indicatiig the place of assighinent of the affected persotinel. The
Transter Ordat sHall legiliriize the tratisfer atid formal integration of
the alffecled persditiel.

/

PolLicies

1. Altected persotinel shali be placed withii two (2) months troim the date
of recelpt by e Cotiitiissiort of the adeticy’s list of affected petsctitiel
ahtl tHeir cotrespohdiig pHotity agencles. Ageticies shiall stibit the
iist to the respective CSC Reglohal/Field Offices.

Affected persoiiriel who are not placed after the 2-'rﬁo;1th betiod shall
ititially be transfeired to the Comimissioh Until a inatch Is found.

2. the Piaceirient arid Motiitoriig Coiniiriittee ih the CSC Régiohal
Offices shall oversea the malching of the affected petsoniiel atid their
pHotity adelities.

3. Placethent of persotinel shall be based tpor the hialchitig of position,
qualificatioris and skills of affected personnel and the tequirehients of
priority agericies. '

4. In case ho tnatch caii be fouind withiii the sgehcles chosen by the

- affected persohiriel, the CSC shall theh look for & tiatch it other
dgencies withli the preserit proviticesreglon of dssigiiimeril of the

+ affected eltiployes, Unless ariother area of redssigrimetit has beeii
requested.

5. THe Trahster Order (Attached RP Foiiii 2) isstied by lh';, Cormimission

shall serve ds appoltilinehit legitinlzing the placeiriehit and inlegratiof
of difected persohtiel. = .

8. Affected za'e'rsoh’n'el who are placed shall caity with thert their
IHeUnibetit positiohs. Such peisonirtel shall hot sutfer aiiy dimliriution I
pay; however, they shall ho loiiger be entitled to certait allowarices
glveh toiresponiding lo the peiforinaiice of specific fricliois which

wolild Ho lotiger ottt patt of Hhelr Hew furictiohs I the raciplerit

ageficies. :

Further, alfected personriel shall have tull fights to all the betelits
whilch fitay be available to other goveriiiient employees, iHcluditig the
Collective Negoliatiori Agteeimient (CNA) incentives. In cdse there Is a
difetetice betweeri the betefils enjoyed by ehiployees i the Hiottiet
dhd In the reciplent agericy, they shall- enjoy the larger benglits for a
period of bie (1) year.

N.

jiea
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7. ‘fhe eottipensation of the placed persotihel, includirg those frotit the.
GOCCs/GFls, shall be transferied to the reclpient agenicy, except for
those who will bé placed iH the LGUs, i which case their
cottiperisatiofi &hall tridin with the CSC for subsedent revetsioii lo
the General Fuhd UpoH telireinent/sepatation, absotplior by the LGU
of transfer to adother LGU, govemmerit agericy or the private sector.
The cormpehsatiod of the placed persohnel shall not be considered
savings of the molhier agency.

8. Placed persorifiel shall enjoy security of tentife iri the agencies where
they hdve beeh redssigiied in accorddiice with civil sarvice ftiles ahd
fegulations.

. Alfected petsdiriel who object to their new job assigninent shall be
deemed separated/ietired and shall be paid tetirerient, separationi or
unemployiiietit beHefit, whichever Is applicable uhder existing
relirertent/separatioh laws.

PROCEDURES (attaclied flowchait)
1. Infortidtion/Anticuricetient

a. A cotfiplete list bf the positioris in the uhits/offices of agencies which
Heed ddditiohal persoritiel shall be puiblished atid disselrinated by the
bepatlrient of Budgel aind Maiiagefrient.

b. The CSC shiall also provide the saine in its website.

c. Affected eniployges shall be duly Hotified by the Mother Agehcy hot
later thah teti (10) days froin the subhission of the Raliohalization
Plan to the DBM ahd shall be reduired to subiiiit to the Agericy

. Persotitiel Officer tiree (3) prioiity agehcies for trahsfer.

-d. The altected personnel shall decide where they prefet 4o be placed
afid shall sbmit the Application for Transfer (Attached RP Foii 1)
arid Updated Personal Data Sheel (CS Form 212 -Revised 2005) to
the Head of the Mother Adericy or to the agehcy where they sre
presently employed. Tliey shall be allowed to idehtify thiree (3)
preferred agericies. |ii case employees want to be reassigiied to an

- ared butside of their present provincesregion of assighimetit, the

i preferred area shall be indicated. Howevet, affected persotitiel will

cohtiitle to rerigin fii their respective mother adencles for d period of

4. twb (2) tionths.
. &. All coricerited dgehcies shall submiit to the Cominissioni the application
i 3 fot trahsfer dnd updated PDS of their respective persotitiel sftected by

j the ratiotialization prograim. The agehcles within the jurisdiction of the
1 ~ Natiorial Ca’ﬁilel Regioii shall subimit their applicatiohs to the CSC-
} . " NCR while those within tlie jurisdicliori of the tegional offices shall
j , subriit these to the respective CSCRO:s.

15
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8. the cSC 8Hall Mateh the position, dualifications aind skills of the
afféctad persohnel wilth the heeds of the ageticies Ideilified as priohty
- Bgeniciés for transter, within bwo (2) riioiiths.

b. The Pldcettight ahd Motiitorirnig Cottitriittes established Ih the Regiohal

Offices shall strateglcally scheduls, pldi ahd cotiduct iiiterviews aiid

ngh'{s‘éli?g of affected personnel td ehsuré that placement is tacilitated
ectively.

€. It & tigtch has besh Hiade, the coticattisd CSC Reglotial Office shall
IssUe d Trafister Order (dtfached RP Fomi 2) which shall be
dckhiowledded by both the affected persotiel atid the teciplent
adency.

3. lntegration Period

4. The reassighed petsontiel shall Undetdo biiefings and orieritatioris

tegdardirig the dgericy policies, prodrains, systehis and procedures ahd

otHet relevaht orgahizational matters.

b. THe HRMO of toach who shall serve as the “guiardiait atigel” of the
aftected petsoiiriel shall be desighated by the tecipieht agehcy tor

provide 'sUbtJ"oﬂ drid dssist the eitiployee Il adjusting to a hew wotk

enviroHiient. ~

4. Monhitorling and Evatuation

4. A tepott (aitached RP Fori 3) on tiilical lnciderits felative to the

riébéiﬁéhl dhid iritegratioh of the affected persohingl shall be subimitted
- i0 the Conitiisslon through its Regional Office, by the recipient dgeticy
thtee (3) tiohiths afler the date of asstitiption of the placed personhiel.
b. The Cotitiission, through ils Placetrient and Mohitotitig Comittittee,
" iay tohduct inlerviews, conistltative ieelings, stive9s of oh-site
uisits a3 it desinis necessaty 1o fitohillor the progress 6h the job of
sftecled persotitiel. The imotitorig will seek lo solicit afly isstes,
toticetis ahd lhsights by the alfected persorinel ahd enslire their
ptoductivity fi the hew work ghvirohihient.
¢ The Cotinilsslon shall prepare an dssessiment teport ot the
Iplémentatiott of the progtan. :
d ' VIl ROLESIRESPONSIBILITIES
: - o

¢ 1. tll Sevice Cointtiission
The Civil Seivice Coltititlssioh shall:

4. bversss the placetiient and ilegration of the affected persoririel I the
reclpleht adehcles;

Jif,
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Eonstitite a Placement and Monitoring Commitiee in the Regional
Offices; _

issue Transfer Order which shall serve as appointment to affected
personnel; and : : :

assess and monitor the implementation of these guidelines.

Recipient Agericy

The Recipient Agency shall:

b.

prepare a program that will ensure the proper integration and
reception Into the agency of the affected personnel iricluding among
" others, the designation of accountable persohs for this purpose;

conduct orientation/briefing for affected personnel on the different

. fuhctions/programs/activities of the organization and on other

C.

d.

3.

a

important organizational matters;

desighate & coach/counselor who shall provide assistance and
sbpport to the affected personnel for not less than 2 months afler the
date of transfer; and

_ensure the inclusion of the position item of the affected personnei in

the regular plahtilla of positions and in the subsequent agency
Personal Services (PS) budget to be submilted to the Department of
Budget and Management.

Mother Adericy -

The Mother Agericy shall:

notify in wriling the affected persorinel whose funciions have been
considered redundant and/or non-core services/aclivities at the
earliest but hot later than (10) days prior to the submission ot the
Rationalizalion Plan to the DBM (Section 13 (b), Rule V! of the IRR);

. establish @ mechanism for inforiming and assisting affected personnel

who opted to remain in the goverriment service;

submit to the Commission the list of affected personnel and their
priotity agencies to facilitate the malching and placement;

tacilitate the clearance and transfer of the records of the affected
personiiel including the btidgetary requirements and allotments to the
fecipient agency; and

enisure the continuous and prompt payment of the salaries and
benefits of affected personnel until the integration of their plantilia
items i the recipient agency's PS budget.

Departinent of Buidget arid Maiagement
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The Department of Budget and Management shall:

a. along with the CSC, consult with the various Departments and public
sector unions to come up with a list of agencies and their required
additional personnel/positions for frontline/core services;

b. transfer the affected personnel's PS budget to the CSC. in case said
personnel are not placed within two (2) months; and

c. ensure integration of the plantilla items and the corresponding PS
btidget of the alfected personnel to the recipient agency’s total budget
approprialions for the succeeding budget year.

Miscellaneous Provisions

1. The Commission shall submit to the Departinent of Budget and
Mahagemeit (DBM) & report oh the results of the placement and
integration process tcgether with the recommendations, it any;

2. All civil service rules and regulations, circulars and memoranda or

parts thereof inconsistent with these guidelines are hereby repealed or
modified accordingly. ’

e

e
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AFFECTED PERSONNEL

©0

DBM publishes/disseminates  list  of
positions in agencies which need
additional personnel. The CSC provides
the same in ils websile. ‘

The Agency HHead shall duly nolify affected
personnel.

Upon notification, aflected personnel shall
idenlify and submit o the Agency Head (3)
prioiity agencies.

. Agency Head shall submiit to the CSC the list

of affecled personnel and their priorily

agencies. Applications for transfer of -

concerned agencies shall be submilled lo
the respeclive CSC regional offices .

The CSC Placement and Monitoring
Commiltee established in ihe regional offices
shall validate ihe malching of posilion,
qualifications and skills of alfected personnel
with the requirements of the recipient
agencies underlaken by the Field Office.

The Cominittee may schedule, plan and
conduct interviews and counseling with
affected personnel lo effeclively facilitate the
placement.

If match is found, a lransfer order is
issued by the concerned Regional
Office.

Upon assumption, the recipieni agency
gives orientation/briefings on agency's
rules and regulalions, organizalional
structure, etc.

support in the initial period of integration.

. Recipienl agency submits lo the CSC a report

on critical incidents relalive to the ptacemeni
and inlegration of the aflected personnel.

CSC Placement and Monitoring Commitlee
conducls on-site visits, interviews,
consultative meelings or olher interventions
as may be appropriale lo solicit pertinent

. concerns, issues and insighls of placed

personnel.

0. CSC submils assessmenl repoit on the
implementation of the program.

Further, placed personnel is assigned a
coach/counselor to provide assistance and

Mot later than {0 days
belore submission of the
nian

Within 2 months upon
receipt of {he nolification

Immediately after
decision was made by
aflected personnel

Within 2 ,monlhs

Within one week

Within 2 monihs

Alter 3 months from
the date of assumption

v K0



RP Form 1

| Appiicatioti for Transfer
(In pursuance of Executive Order No. 366 daled October 4, 2004 and its IRR)

| hereby apply for transfer to any of the following agencies:

Office/ Location
Option 1:
Option 2:
Option 3:

Aware that iy current position, qualifications and skills shall be matched
vis-&-vis the tequirements of my priority agencies, | submit myself for further
assessment of the Civil Service Commission.

| understand that this application shall facilitate my placement to any of my
priofity agencies or other government agencies and LGUs, as deemed
appropnate by the Commission. ‘

Very truly yours,

Name and Signature of Employee

Position

Date of Application

(Please subniit this forni with the updated Personal Data Sheet
(CS Fonii 212- Revised 2005)




™ P Formi 2 
® e of the Phlllpﬁlhes
VIL §ERVICE GOMMissloN

il Ms TERESA GARCIA

il TName)

Puisuahce to Executive Order No. 366 dated October O4, 2004 and
| .

its Implementing Rules and Requlations, you ate hereby directed to transfer

to the Department of Health with your incumbent

positioh as ~ Administtative Officer vV ahd compensation at the fate

of P15, 841.00/mo.
This transfer shall take effect hot later than thirty (30) days from the

date oFsighi!ﬁ').g of this Ordet.

Very tl'u\y yours,

[X)
e

Regional Ditector
Civﬂ\ScWice Commission

Date of"Sighing'
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RP Formi 3

AGENCY REPORT ON THE PLACED PERSONMEL
{In pursuance to Memorandum Circular No. 02 . 5. 2006::rroviding for the Guicefines fcr
Fiacement of Personnel Affected by the Ra{:onah"anon of the Functions and Agercies of lie
Executive Branch of the Government (EO 366))

Name of the Recipient Agency/Location:

l. Basic Informatioii (Provide basic information about the piacad per"crl.m)
Name of Placed Position - Salary Date cf l
Personnel ' Assumpticn
]
i
- g
!
. | | i
I Critical Incidents (Highlight issues and concems encountered and other
periinent information within the three month period of integration of the
placed personnel)
"

ti

To be submiited lo the Civil Service Comnission
Regional Office
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\ Repiblika rig Pilipings
- Depaitiient of Agricufture
PAMBANSANG PANGASIWAAN NG PATUBIG
(National lirigation Adiiiiiistratioh)
Luigsod g Qiezoi

EONFIRMATION OF NIA OFFICES PREFERRED
L FOR PLACEMENT
Mr./s.
Dear Mr./Ms. ‘ :

I dcetidance Wwith the subitted Confiritiation Shest duly signied by you,
dated . , you identified the. following NIA offices ds yotir
préferehica for possible placement: '

Preference 1:
Prefereiice 2:
Preference 3:

~ Pursuant to NIA-CMT Advisory No. 2, . 2009, filiirg-up of positions identified
as choices of prefererice for placemenit by those whose final optiori is to remain i
the setvice but have rot been malchied to ratiohalized position to daté shall bé dorie
riot later than 07 April 2009.

. Beinformed that in pursuarice of CSC MC No. 02, 5. 2006 dated 12 Jariudry
2008, your naitie shall be iricluded in the list for stibmission to the Civil Service
Comitriigsioh for pooling dnd possible piacement in other govemihent agenicies trice
yout have rict been placed withiin the prescribed period arid that ydu shall rio longer
be entitled to additiohal incentives urider EO 366/E0 718.

| Relativé thersto, you &re directed to identify and submit your three (3) priority
agericiés for transfer Using the altached Application for Transfer (RP Fotm 1)

3

Very trily yotirs,

o Chair, NIA-RPlan CMT/SCMT
CONFORME:

! |

(Sighattire over Printed Name)

Position Title/SG

Plantilla Location . .



