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DIVISION MEMORANDUM
DM No. -ffi{, s. 2020

SUBMISSION OF DOCUMENTS OF QUALIFIED NOMINEES TO THE SEARCH FOR
OUTSTANDING GOVERNMENT WORKERS 2O2O

Assistant Schools Division Superintendents, Cufficulum lmplementation Division, School
Go\remance and Operations Division, Public Schools Dislrici Supervisors, Elementary
and Secondary School Heads, and All Others Concemed

1. With relerence lo the RM No. 114, s.2020 regarding the "Submission of Document3 of
Qualified omine€s to the Search for Outstanding GovemmentWorksB 20m,,, this Office

through the Human Resource Training and Development requests the districl offces to submit

qualified nominees and their nomin€tion folders with complele documenlary requirernents on or

before llerch l'l, 2020 at the School GovernaEce and Ops€tions Divlston (S@Dl OfFce.

2. The Search for Otrtstanding Governmenl Workers adminidered under lhe Honor Aruard

Program (HAP) of the Civil SeMca Commission aims to:

a. recognize government ofiicials and employees ,rvho exemdified outsianding performance,

b. motivate or rnsprre public servants to improve the quality of public seMce delivery, and

c. instill deep€r involvement in public seMce.

3. The Search covers th.ee (3) ayvad categories, narngly: the Pi€sidnetial Ljngkd Eayan Awad,
lhe Outstanding Public Ofllcials and Employees Award orthe Dan gal ng BaWn Awad, andlhe

Civil SeMce Commission P€gasa Award.

4. Soft copy of the HAP romination form and the rwised HAP Guidelines c€n be accessed at

www.csc.oov.Dh.

5. For further details of the Search, please see the attached documents for referonco.

6. lmmediale drssemrnation ol thts Memorandm is desred. | /
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SUEIIISSION ff DOCUTAENI! OT QUALIfIED NOIAINEES IO IHE SEANCH
FOR OUTSTANDING GOVERI{MEM WORrcRS zO:M

Sctroob DlYblon Sup.rHcndtnh

ln referonce to lhe onnuolSeorch ror Ouhlonding Govemment wo*e6 ol lhe Civil
Service Commision, lNs Otfice through the Humon Resource Developmanl
Division {HRDDI requests oll Schools Dvision Ofrices io submit nomos of quolified
nominees ond their nominotion lolders with complele documenlory requiremenls
io HRDD on or before 12 Mor€h 2m0,

The onnuolSeorch for Outstonding Govemmenl workeE is odminislered under lhe
Honor Awsd Progrom IHAPI of the Civil Service Comm'Esion oims to:
o. recognize govemmenl olficiols ond employees who exemplified oulslonding

performonce,
b. moliyole or inspire public servonls lo improve lhe quqlily of public servics

delivery, ond
c. inslill deeper involvemenl in public service.

3. This Office likewise requeih lhe SDO Progrom on Awords ond lncenlives for
Bcellence {PRAISEI to reviaw ond evoluola lhe nominotion foldoB belole lhe
submision to Regionol Office.

4. Sofl copy of lhe HAP nominolion lorm ond lhe reviied HAP guidelines con be
downlooded ol www.csc.goY.ph.
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5. lmmediole diiseminotion of lhis Memorqndum is desired.
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MC No 2020

ITiEI,IORANDUii CIRCULAR

HEAOS OF CONSTTTUTTONAL BOO|ESi OEPARTIIEI{TS,
BUREAUS At{D AGEI{CIES OF THE NANONAL
GOVERNiIEMT AND LOCAL GOVERT{irENTS; STATE
UNIVERSITIES ANO COLLEGES; GOvERNIttENTOtyt{ED
OR COI{TROLLED CORPORATIONS wlTH ORIGIiIAL
CHARTERS

2020 Search lor Outstanding Government Worko.s

Jt ,"

TO

STJBJECT :

The Crvrl Servrce Commrsston (CSC) announces the start of the 2020 Search for
Oulslanding Government Workers as mandated in the 1987 philipptne Constitulion,
Execuhve Order No 292 or the Administrative Code of 1987. Executtve Order No.
508, series of 1992 as amended by Executive Order No 77. series of 1993. and
Republic Act No. 6713 As p,ovided under Sectron 35 Chapter 5. Book V o, the
Adminrstrative Code ot 1987 on the Civl Service Commission, the CSC shall act as
the Honor Awards Program (HAp) Management Team and shall conduct tre annual
search for pubhc exemplars.

The Search covers three (3) award categories. namely: the presidential Lrrgkod
Bayan Award the Outstandrng public Ofticaats and Employees Award or te Dingal
ng Bayan Awatd, afid the Civil Servlce Commisston pagasa Award. The contement
ot the awards forms part of lhe Commission's advocacy of promotng exce,lence and
recognizng as well aS rewardrng cival Servants lor outstanding performance,
conlribution and achrevements, and/or consrstenl manafestation of eiemplary ehtcal
behavior in the public service. Group nominations for the prestdenliat Ligkfu Bayan
Award and the Civil Service Commission pagasa Award are strongly enc;uraged

Fuflher. pursuant to CSC Memorandum Circular No 2 daled February 21, ZO1g oo
PRAISE Winners as Nominees to lhe Search for Outstanding Governmenl Workers
lor 2019 and Years Thereafter. heads of agenoes are encou.aged to automatjcally
nominate their PRAISE awardees to the Search

The Search for Oulstandhg Government Workers Gudetines for ZO19 and years
Thereafter issued through CSC Memorandum Circular No 1 dated February 13. Zo.t 9
shall apply lor the 2020 Search. Heads of agencies and stale workers are ;nioined to
particrpate acttvely tn promoting the prestigious Search and submitting rrcminations

Bawat Kawani, Li kod
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Nominations shall b€ submitted to tho CSC Regionsl and/or Ftetd Offoes. Os|din€
,o. sl$miaaion of norninalions is oo f.rch 3l , 2020.

Tha sofr copy of the promolional materi€ls, guid€ n€3 ard nomination fomti are
availablo in the CSC Regiofial and Field O{fic63 netlonwide rnd at wL.cs&gov.ph_

F9r it{drie8. the llonor Awlards Progrem S€cretEriat may be ,aacfi€d thror€h
tebphons nurniors (02) 8931-7m3; (02) 89324381; (02) g932-0111; TextCSC
09178398?72 or email addr€6g: hapsacretaria@yahoo.com

Chairparson

09 JAN 2020
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HONOR AWARI}S PROGRAM
Revir.d Guidelir$ or the Serrch for OutrtrrdiEg GovcrDoent Wor&cr! for

2019 rnd Yerrs Thcr.rftGr

l. Introdltc-llofi

In occordance with irs corstitutional mndare to adopt m€asures to promote morale, efficie[cy,
iftegity, Esponsiveness and courtcsy in the civil service. as well as to stlerlglhen the merit and
rewErds system, the Civil Sen'ice Comoission (CSC) EdmhisrE$ tn arurusl, nationwide HoDor

Awards Progam (HAP) through the annual Serrch for frutsiandinS Govemm€ Wqlels. Thc
pmgmm seels to rccognize and req,ard state officials ard employees for fheir oustanding
cootributions and oohievernsnts in the delivery ofpublic sewica.

The annual Search staxtcd in 1965 throu8h the Employee Suggestions afld InceDtives Award3
Ststem (ESIAS) inplemented und€r Section 2? ofRepublic Act No. 2260 or tl}e Civil Service
Act of 1959 to award public servaDts for extraondinary acts or servic€s that cootribukd to tl|e
efficieocy, economy and impruvement of governmeot opcratiors.

ln 1975. by virtue of Presidential De.ree No. 807, rlcw rules aod guidelincs of thc ESIAS

m<xlihul the types of honor awards as follolvs: Presiderlial or Llflgtod aaryan aod Silugao
Awards, the Ciyit Service Commission or 2aguso Aw&d and Ure Agency ot Kqpwd A$wd-

MeaDwhile, Republic Act No. 6713 known as the code ofcooduct and Ethical SlaDdeds for
Pubtic Officials and Employees vested in th€ CSC the adqiristraliorl oflhe nationwide Search

for Outsta.ding Puhlic OfEcials and Employees Dangal ng Bayan Awald.

II. Aw.rd C.t€Sorica

A. O[t rEding work Performrme
o Ptesidenlial Lingkod Eayad (PLB) Award is conferred to ar individual o. gtoup

coEpri!€d of fivc Eemberr for exceptional or extraordinary co rib{rtions
rcsulting fiom an idea or performance lhal had nationwide impacr on public int rEsl,

security and patimoay.
. Civil Sewice Commission Pagasa (Pagaso) Award is confened to an individual

or goup coBprlsed of five ncmberr for omsunding contributiods resultilg ftom
an idea or performaace that directly bercfil morc tlan one department of the

govemment.

B. ErempLry Ethicd Behrvior
. outstanding Public Ofhcials and Employ@sortk Daagal ng Bator, (lhl) AwaId

is confened to ar individual for performancc of an Extraordinary act or Public
service and consistent dctnonstation ofexemplary ethioal bchavior on the basis of
observance of tlte eight norms provided under Repoblic Act No. 6713:

l. Commilmed to Public Intercst
2. Professionalism

Bawat Kawani, kod
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3. Justness ard Sinc€rily
4. Political Neuaality
5. ResponsiveD6s to the Public
6. Nationalism aDd Patriotism
7. Commitrn€nl !o Democracy
8. Simple Living

Ill. Who are Qualifcd

A. All slrpointive olficials and employees holding permsflent, tempoBry, @terminous,
c4Dtractual and ca.sual s{atus of employrne in the gov€rEment, wh€lhcr stationcd
ill th€ Philippines or ab.oad.

B. ElcctiYe officials.
C. Elecaive and appointive beraagay offciols and employecs may also be oominnr€d

provided ttrey rnert all the followiry corditions pu$uE to Civil Service
Commission (CSC) Rcsolution No. 0l-1352 dated August 10, 2001. otr tho
"Recognition of lhe BaEtrgay Secreta.y and BaraEgay Treasuq as Covembclrt
Employees" (Annex A):
. Resp€ctive appoinlment pape$ are submitted to th€ CSC for reco.ds purpos€s;
. Positions have fixed salary in accordanc.e with the salary schedule pmvided for

in lacal Budget Ctcular No. 63, s. 1996;
. Meet ttle qualiicalion roquirEm€nts set in the Locai Goverumcnt Codc of l ggl;

arld
. Attendsnce and s€rvic€ records ore k€pr atrd mainrained in tlle ,ara4grn, office.

D. Posthumous aotninations otay be made for a public servant who died in *re line of
duty or in the pursuit ofhiyhe. official duties atrd r€spomibiliries as a civil servet.
Poslhumous nominations should bc formalized within l2 mooths &om fte firne of
death ofthe govemmena official or employe€.

E. Those who are uoder extsllsion of scrvic€ sre ool quslified.

fY. Qlrlifi crtion Rcquiree.oh of NoEitret!

A. Nomioated officials and employees must incot the follo\r.i[g qualifications:

l. Have renderEd at least lfuee (3) years of continuoxs govemment service
as of deadline of nomirutions' submission AccomplishmenB for which lhe
nomioee is being recognized for should also be made wilhin tlre last thtl€ (3)
yeaN immedialely prior to the nominalior, and have beeD coflsistently and
codinuously caried out by the nomince durirB ssid periodl

2. Have a perfbrmanc€ rdting ofat lcast ,/erJr' Satltfactory or ils eguival€ for six
(6) semestsal or three (3) annt al raring peiods prior to the nomiratior; and

3. Have not bcen found guilty ofany admioistrative or criminal offense involving
moral turpitude or docs not have atry perditrg case agairBt tb€m at the time of
nomination.

B. Team members who did Dol meet th€ abovemeotioned qualification rcquiED€nts
(Items I to 3) shall not be included in tbe nomination.



V. Criacri. for Ev.l[raiotr

A. Presidential Zdgt .rdqys, and Civil Ssrvice Commission Pagasa Awatds

l. Not€worthin€ss of Outstandins P€rformaoc€/Conaibution The degree of
uniquene$s ard originality of outstmding performance o. cflEibulioo/si
implementei brtakthmughs in the slructure, systcm and procrdEes in th.
delivery of services.

2. Sustaioabilitv ofC.ntibution - Th. extent to which the accomplishmeot led to
innovation/conribution which has been adopted; number of irdividual5,
mmmunities, offices who berrfited; and evidence of suslafured us€ or
conli$uous implEmentation for at least three yea$ or longer.

3. Impact ofPelformsnce/Achievemeot - The extenr lo which the id€a, suggsstion,
innovation or invention is being used and its rcsultl positive outcorDes; the
rgsulring paradigm shift; and the amount of money saved.

4. Reliabilitv a{d EfTeotiveness - Tb€ cxtent to which the iturolztion/ider hgs
effectively and efficiendy addressed a pressing oeed/improved se.vic€ delivery,

5. Consistencv of Performance - The degee of consistEncy nranifested by
consistent outstanding performarce baled on historical dEt wort ,ecord.

6. Dcmonsl.alcd Toamwork. Coop€ratiop. Camamderie and Coh€siven€$s (lbr
grou! nominations) - The extent the group merrrbers moii!"te and supDon EEch
olher or the degee to which group memben positively influence each othcr,

Each group/team member should have verifiable/actual contribution in thc
attaiment of the goupn€am's accomplisl[tronl This should be slE€ified in the
nominalion.

B. Outslanding Public Officials and Employces or tIrc Dongal ng Bayan Awad

l. Oualilv and Consigtemy ofBehs].ioral Perfolltrance - The level ofcoEsiElency
to \{{ ch lhe lomiocc has Eadf€sted exemplary cotrduot atrd DoteworthiDcss of
bchavioral performance.

2. Impact of Behaviorsl Pedormance - Th€ extetrt to which the €xt!'&rdirary acl
has created a powerfii effect ot impact otr lh€ orgaoization or public.

3. Risk or Temotatiol Inherent in thr Work - The degree of risk aad teEptatioo
substafltially prEs€rlt in the work.

4- Obscuritv ofthe Posilion - The lowliress or hsignificancc of thc position in
relation to the degrec ofperformance aod extraordinary norm/s rDanifested.

5. Yeals of Service The cumularive yea6 of service rhat the rDfiinee bai
rendered in the govcmment vij-a-viJ his/hcr ar{oEplishmenB.



5. Risk or t€martation inherent in tle wor,lq and

7. 01hel similar circunrstanccs or coDaideratio,s in favor of ttr noEdnc!,
Es m8y be detcrflined by the membcrs of thc Committce on Awad for
Dangal ng Boyan.

vI. Rcquind Nominrtiotr l)ocunerb

E&h nomination requircs the subsrission of one (l) original nomin*ion folder
containhg tbe firly-accoinplished IIAP nominaioo fonr, origioal cles'ances srd othcr
doculrcntary requirements (s€e Lener3 A-L); and 6ve (5) additional copies of tbe
original nomioarion folder cerlited as aruc copi.s.

A. Completely filled-out HAP NomiMtion Form:

HAP Form No. I - NominEtiod fo! tbe kesidential 1, inAlod Bayot Awtn ud
CSC Pagasa Awad (hdividual Category)

HAP forlD No. Z - Nominaaion for th€ Prcsi&*ial Lingkod Bayoi Award and
CSC Pagasa Award (Group Colegory)

IIAP ForD No. 2-A [nformation on the Meobers ofthe Group Nominee

HAP Form No. 3 - Nomimtioo for th€ Oul.standing Public Oflicials Erd
Employees Award or rhe D@rgal ng Ba'Ea Aword,

Each completely filled-up nominatioo form should be acmmponied by
a wite-up using the Nominalion Wrile-up form. ln no case shall the utite-up
exceed the maximum.llo*abl€ @
Ari.l fora #12.

B. Nominee-s updated CS Form 212 or Pelsolal D6ra Sh€et with passpo.t size
(4.5cm x 3.5cm) photo with lam€ lag takc,n withi! lhe last six mqnfis prior to the
nominalion.

c. Certificaliol from tlre Chairlersotr of the agency's local, provircial, regional or
national Pmgram on Rerrards, A$ard6 and Incentii€s for Service Exccllsllc€
(PRAISE) Committ€e or its equival€oL that tle nomination bas trodergone
deliberation by the Committee.

Letler Iiom the head ofagercy or highesa offioial erdol$illg the nomioaliofl tq the
CSC.

Agencies with nomimtions sndorsed by AgeDcy Heads who ale OlCieoignaes
should also submit a letter or a copy of their designatioo order.

Agencies may submit to the Commission an endomem€ for Ell th€L nominces
ard NEED NOT endorsr t}rem individuatly.

C.oup nominations with team members fiom two or mor€ departiedtd8gsrrcieg
shall b€ separately erdoEed by tb6ir rslTective agency heads.

D.



E. Cenification signed by the nominee that hdse has not been found guilty ofaay
addinistrdtive or criminal offense involving moral turpirude or does;ot harc any
peodilg case al the time ofoornilatioD.

A ceflificarion of no pending adminisE tive or criminal casc involving moral
tupiMeissued by rhe highest ranking Administr.tive Officer or Legal Chccr is
requircd for posthumous nomioation only.

F. Detailed infomalion oll dismiss6d/d€cided oas€y's ofthe nomin€e, ifsly.

G. 9:Ii!$ign ilsued by the high€sr Hunan Resourc€ MrDrgement Omcer
(HRMO) that rhe idividual nominee or cach rncmber ofthe groirp oombee has
obtained rr feast ycrf Srrtisfactory (yS) pcrformancc ratings fir six 16; sencstrat
or lhree (l ) alln ual raling p€riod s prior to the nomination. Copy ofth ratiag forms
!e.d not be attached to the nomination folde.

H. Certification of No Unliquidaled Cash Advances sigocd under oath by tbe
agency's Financial Omcsr/Accountant aad Cenification of No Dirsuorxam€s
issued by the COA Resident Auditor for prcvious accounlabilities as ofDe..mt er
I 1 of the year prior to nominatiorl

l. Copy of the Statem€nt of Asseis, Liabiliti6 and Networth (SALN) of the
individrnl [omirce or each rnsmber of the group nominee for ttre yiar prior
to norDination, certified by the head of the SALN Review Commiriee oi Oe
agency.

AII iudividus.l and group nomirccs MUST submit their SALN,

J. Updstgl s€rvice record duly certified by the age[cy's Hurnan Resource
Manageme Olficer(HRMO).

The service record shoutd indicate the pLANTILLA POSITION of lhe nominee
NOT the designatioa or rark. The PLq,NTILLA POSITION indicsaed itr the
scrvice record ofthe nominee sha.ll be the basis ofth€ position ro be indicatcd in
thc nomination form.

Nomine€'s valid clearances 10 be s€curEd from the following agencies in the
locality:

- National Bureau of lnvestigation
- BIR Tax Clearance
- Police Clearaace

The follo*iug clearances shall be securcd try th€ CSC;

l. Cleamnoe for Pcndency or No pendency of Admininradve Crse sball be
issued by the CSC Regional Office.

2. Clearaflces from Offica of the Ombrdsman, Sandiganbaya!, CSC Central
Office - Officc for t-rgal Affai$, and rhe Commissioo on Hurbrn Rights shall
be secured by the HAP Se$etariat for the semi-finalists ofthe S€arch. 

f_
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3. Clearance from lhe Office ofthe Presideflt shall also bc secwed by tlrc IlAp
Secretariat for presidential appoiotees who shall b€ select€d as serni-finalists
ofthe Search.

Gtoup nominatioas with tcam membars fiom two or morc departrnent$/aganci€G
slul! comply with all documenary requiremeots coming fiom tb€ir re,rp.ctive
depaimo ragelcies.

All nomination folders and documents submitted shall be coDsidered as reconds ofthe
Commission, thus, shdl no longer be retumed to the nominee/s.

VIL Writc-up of Accornptiihrents

A. The \rrite-up must highlight outsfanding a4comJ ishments or exemplay torms of
canduct rnanifested within the lasl thrca years. pres€ntation ofaccomplishmertj or
noms mdnifested should be in order of signilicanc€, complele with descriptions,
justifications and should adhere io lhe followitrg poi[ters:

r Use specific terms. Deline/clarify terEs such as "assisted", .'conlributed"

or *facilitated";

. State outstandirg rccomplishments of exemplary norms displayed ard
impacr in brief, factual ard in bullet fo[tr;

. Prcsent impact of accomplishmerts by ildicating how it w.s
sustained,/adopted, problcms addressed, savings gcnerated, pe.ple/office
b€rlefi te.d and./or trarsactions facilitated; aod

r The nominalion write-up ol'heads ofoffces, ag€ncies otrd local govemmelt
units should Eesent iodividual ac.omplishments or behavioral norms, not
the acaomplishment ofthe entire agency or local govemment uoil

B. The fbllowing inforrnalion must be adequalely provided:

l. For Croup Nomination (Presidentisl ,r'rgf,rd Bdyan and CSC P.ryarq det,,:ds
categories):

Name oftearn or group, names of qtuliEed team members with their respcctive
positions, status of appoitrtrnent, length of govemmem service and
contribution/accomplishment ofeach membsr enumeraled in detail. Pleas€ ,efer
to HAP Form Nos. 2 and 2-A for details.

2. For outstanding work accomplishment, state whelher or not the
accomplishments prcsented are part of th€ regular duties of the nomin€e or if



these ate hic/her o}ln idtiative. Ifpat of nominee's regular duties or madate,
cite justifiqations on why the accomplishmeots ar€ considerEd exc€ptioDal or
extraordinary. The impact of the contributioa must be substantially eliboEted:

. Nationwide impact ofthe exceptio@yextraordinary contributiotr to public
interest, security alld patrimony (for Pr€side i^! Lingkod Bqdn a*ard
calegory)

. lmpact ofthe outstanding contribution to more than one depsrtrr€nt oflh€
govemmetrt (for CSC Pagasa awrrd category)

3. Ior exemplary oonduct and €thical behavior, present the exsmplary norms of
cooduct manifested/displayed and pmvide justifications why the norm/s
displayed arc consideted exemplary.

C. Limitation on Nominstion

l- The nomiBtion writc-up should only be for a malimun of l0 pages (A4 size
bond paper, Arial #12 font) to include the sutr,mary ofaccomplistments, itllacl
and other information.

2. While there are three awa.d categories under the Seaflth, alr errlployer or official
should be rominoled to only one award category.

3. Ilonor awardees or those who have beerl previously conferrcd with uy of the
tluee awards: Presidertial Lihgknd Wan, Outsranding Public Officials and
Emgloyees or Dangal ng Balaf and Civil Service Commission Pagasa can sti.ll
be nominated to tle same or to a diffelent award category rfter flyc y.rE from
the conibrmenl ofhis/h6 award, provided that the nomination is bssed oa a new
set of accomplishEEnts and/or exemplary normvbehavior rnanifested.

VIII. Proccdur for Nomitrrtio!

Nomination to the Search may be done by individuals or organizations ftoo the
govornment or private sector. The following are the steps on how to nomimte
outslandi[g public oflicials and employees:

A. for govemment ageacy-idtiated rloEinatioB

Govemment agencies arc expected to nomin te lheir cxemplars- Therc is no limit
to lhe numbe. of tominations which the agency mey subEtit itr any ofthe award
categories provided the requirements aie cryplied with. The HRMO of the agency
shall be regponsible for preparing the nomination of the official or €mploye€ or
grouP/leam

l. The PrograJn on Awards arld lncentives for Service Excelleuce (PRAISE)
Committee shall review and recommend the nomination for approval of tbe
head of agency. In ltle ca-se of goup oominalion composed of rnembers from
various agencies, the ChaiDerson ofthe PRAISE Cornmitt€e or its equivale
and the Agency Head ofrhe lead agency slnll approve/endorse the nomination.



2. Nominations of Heads of Departrnents, Ag€ncies and elective olficials Md not
b€ submitted to the PRAISE Committce. However, all othef, docum(otary
requiremcnts hsve to be crmplied with.

The Agcncy Hcad shall approv€ thc romilatio[ and shall is$!e .n cidorsqrent
lelter prior to submission ofDomiDation to tie CSC Ficld or Regionsl Officca,

Agerry head r€fers lo Delartment Secretary, Chai.person or Prsrident (itr
rationsl govemmeot agencies, constitutiotral coErDissions, goveanmert-owned
and controlled corpomtions, govemment f[rancial hstitutioor, altd stds4oc8l
universities and colleges), who has the pow€r to appoinl, as r €ll as Govcmolr
or Mayo$.

Heads ofagencies also refer to lhe following officials:

Nominec Ilcrd of
Members/StaIf of tlre Judiciarv
MembeF/Staff of rhe S€nate
MemberVStaIf of the House of

Representatives
McmberVStaff of thc local

Songguidn
Govemor/Mayor
Vice-Covemo/V ice-Mayor
P urung Baranguy/ Kagowad

Where tie nominee is the Agency Head, endorsemertt by the superior ofrcia.l is
requircd, as follor.vs;

Hced ol
Dspaftnent Secactarics
Heads of Bueaus aDd Ageocies

arached to or undea the
Departmefis

PEsident of Stat r'Local Universitics
aDd Colleges
Prerident of Govemment-owned ard
Conaoll€d Co.porations

Executive Secretdry
Departm€nl Sccretary

l.

Generel Mauager ofLocal Water
Districl

Chicf Justice, Supreme Court
Se.nate Presiderlt
Speaker ofthe House of

ReprEs€ot{tives
Vice-GovernorAy'icc lvlayor

DILG S€sstary
Oovcrno/lvlayor
City/Muicipal Mayor

Chairpe.son ofthe Boad ofReg€nts

Chairperson ofthe Board of
Direcbr/l rusre€s or th€ Secretary
Ofth€ DcpsrhDe to which tie
the Corporation is attached

Chairperson of the Boqrd of Dircctors

B. For nomination initiaacd by pdvate individuayoBanizatiotr

Any individual or organizztion with extensive knowledge of the outsaoding ',rork
performance and/or exemplary ethical behavior of the officials o. employ€e ot
group/tesrn may rprninatE an individual or group of individuals for a spccific
calegory in the S€rrch.

I



Download nomiration form fiom th€ CSC websile: w*w.oso.gov.ph or securc
copy from tIrc nearest CSC Regional or Fietd Olnco and submit thc norriDatioD.

IX. Procedcra for Scrcelilg rnd Ev.furtion

A. Regional Level Sc.eening

'fhe CSC Regioial Offrce shall cEate a five-rnernber Regiooal Comminee on
Awards (RCA) composed ol the Regional Dfu€ctor, Assislalt RegioDd Dir6ctor,
Public Assisrlnc€ and Liaisor Divisiotr (PALD) Chief, aDd rwo reprEs.ntatives of
the Regioml Multi-SGctoral Advisory Council (RMSAC).

The Regional Committee oo A,lrBtdg shall evaluate the qualified uominatioos
based on Sections IV and V of the Cuidelines ard select the regiooal winners of
lhe Search.

TtE PALD shall serve 8s the RegioDat HAP SecrEtariat- It shrll screen all
nomiaations with complele documentary rcquircrnents ald detemioe the
coEectsrcss of the category vis-d-vis the accomplishment/s presentod. It shall
shofllist qualified nominees based oD Se.tiofls III and V of the Cuidelines and
submit the foldels to the Regional Committee on Awads for deliberatioD.

The CSCROs are responsible for coordinating with tle ageDcies regarding
submission of the nominee's lacking documents and for ensuring clmpletion of
the same prior to submission to the Regioml Comrrittee on Awards fol
delib€ration.

Nominatiors rccsived by the CSCROs which arc not under theirjurisdicrion sball
be forwaided to the CSCRO corccme4 no1 to thc National HAP S€cr.tariat

Only those selected by *!e RCS as r€Sional winne.B will advence lo thE sacond
level screening.

Nomination folders of regional wimers should be oflicially tansmitted by Ole
CSCROS to the HAP Secretariat toBether with th€ complete list of all th€
,ominatioN leceiled for the ttrce avard calegories wilh complete or incomplete
documenlary requirernents. Tho list should include the nomirrce's name, plantilla
position" level of positioo, agency and award category. A sofr copy oflhe list
should likewisc bc subntifled.

B. National Level Screening

The Public Assistanc€ atxl lnformation OIIice (PAIO), this Commission shall s€rv€
as tlre nalional IIAP Sefi€lariat. lt shall convene the nalional Committees oo
Awards composed ofthe following:

l. Commitlee on the Presidential or Lingkod Bayua ard Civil Service
Conunissioo fagaJa Awads

ber ol the Commission, CSCMem

( 9



x.

o Chief Prorocol Officer of the Office ofthe president
o Three (3) prorniient Filipino citizens who are nd io the goverrunent

servtce

2. Co[unittee on tbe Dangal ng Bayan Awafi,

o Chairper.ron ofthe CSC
o OmbudsEl.n ofthe Ollice ofthe Ombudsman
o Chairperson ofthe Com&ission on Audit
o 'l wo (2) goverunent officials/employecs appoinred by the kssidcnr of

the Philippines

The NatiorEl Commiftee on Awards shall dclibcrate oo the exhaordimry
a.complishments and exemplary etlical hehavior ofthe regiorul winners and sball
shonli$ the semi-finalists of$e Search. The said ComErittee shEll also s€lect the
winners ofthe CSC Paga.ra xd Daagal ng Bayan awards" ald thc fitralists oftlE
Prcsidential ot Lingkod Salaa award for decision/approval ofthe president.

Definilion of Regiontl Whncrq Nrtion.l Qurlifien rEd S.mi-finrlillr

R€gi,oral Witrtre13 Nominees whose nominatiors have complete docunrentary
requirements, including aggncy etrdorsemenl, have been

NraioDrl Qualilier

shortlistcd by ttle Regional HAP Secrerariat bs$cd on Sectiors
III and V of the Guidelincs and have been selected bv ri.
Regional Committee oo Awards to advaDce to tlrc natioml
s€arch-

Regional wirurers are llol entitled or will not receivc sny cash
reuard as they shall still vie for the national sesrch, They shall
be given a Cenificdc of Pa.ticipation sign€d by the CSC
Regional Director and members of the Regional Commitaee on
Awards-

Nominations of Regional WirDers slbmitted to tle HAp
Secrctariat buf hav€ been id€ntified to lack documenfs (e.g. no
agency endorsement, expired clearances or uominees did nol
meet the qualifications. among others) are NOT clfuible for the
national sezrEh.

Docurncntary r€quirements submifled to the ttAP Scs€tariat
were evaluated and determin€d as complete, thus were
endorsed to the National Committee on Aurrds for

qualitiers and who will be subjected to backgrouad

consid{'ralion. _ __ I

Semifrnaliss arc those who wcrc siruntisrei Uy rtre tr'arionat-
Cornmitte€ on Awards from among the qualified national

i.Evesticalion.
Finaligs are those who were selecled by lhe Natiooal

Lilg*od Bayoa lComminee on Awards &om among the semi-finatisls ard
filrrlist

1 endorsed to the Office ofthe Prcsidem for confirmation,

l0
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Cm[ldi for DilqurlificrtioD of NoEitrraiotr!

A. I{on-compliancc with tb€ submission of complete documentory rcquiremfiis
shall rendcr the nomiDee ioeligible for rlre Scarrh (dcadlirc, size'aDd ;umbs of
folders, accuracy and complet€ness of infoonafioa required in the oomhatioD
foro, msximutn number of pages for tbe accomplisbment wdte_up, cl€sraocas
aDd othcr ftquired documenls).

B. Any misrcpresentatioa made in any oftlE documcnts $bojtted shal tc a growrd
for disqualification and for discipliaary actioD agairut fE c.ftryi"g
nominee/authority pursudrt 10 applicable CS laws ald d;.

C. Nominees requesting Member/s of the CoB[iittle oD Awards aEd/or Membcr/8
of th€ HAP Secrerariat, dir€ctly or thru i ermedia.ies, special favor or
consideration.

D. Group membcrs wilh lscking documcntary rc4uirernents shall be &tomaticaly
rmoved from the tesm and shall be considcred ineligibte tc/disqualified ftnm thc
Search.

Subuilliol of Norinatiolr

Nominations to the amual S€arch for Outstandiry public Officials ard Employ€eE
u[de! the kesid@tial or Linglad Bqfan, the Outstandiog public Officiats aad
Employees or the _Dangal hg Dayon s^d, CSC or p4ga.ra Awards categodcs must be
subnitl€d to a,ly Civil Servicc Commission Field or Regional Of6ce iot bter ttrl
Merci !l of erch ycer.

Below is the calendar of activities in rElation to tlre Search:

PERIOD
January - March

JuuE - August

Septembct

ACTI}'ITY
Search for Outslanding Govemment Wo*E
nomhation

ard sclection of
Natiooal delibcntion, background
inveBtigatiory'validarioo of accomplishneaE a
s€lection ofwfurncis
Au.ards Rit€s for the
Worke^

Govaiffint

ll



SEARCH FOR OUTSTANDING
PASTT

L Y," \2"

(passportsize)

Photo h€re

GOVERNMENT WORKERS
(Presideotial Lingkod gayan and Civil SeMce Commission Paga8a Award)

For Oulstanding Work Performance

lndividual Category

E Pr.lidenlial Li rgkod Bayan E Civil Service Commissiou Pngasa

oat€ of Blrih:
Place ofBlrth:

Llrrel of Posltlonr D 1' LeYel

! 2d L.Yel
I2d Level E 3d tevel
] MII D Elecdve

Emell address:

OFFICE / REG'Oi{AL HEAD

Telephone / Collphone No5.:

Emall addr6s:
SECRETARY OF OEPARTMENT 

' 
AGENCY HEAD

Posldor:

A8enw Addressi
Telephone/Cell

NOIIINATOR
Name:

Addldonal lnto(mrtion ,bout the Nominee:

Werc you a prcvlous HAP Nomlnee? E Yes I No What yeai: _ What Aruard Catetory: _
Were you a prevloui HAP Semi-fnalist? E Yes I No What yeor: _ What Award Category: _
W€le you a p.evloui HAP Ar.arde€? f YesINo Whatyear:_ What Award Cat€gory: _

-llfxP-

-
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