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DIVISION MEMORANDTIIII
DM No. lz(r' , s.2021

To:

2021 SEARCH FOR OUTSTANDING GOVERNMENT WORKERS

OIc-Assistant Schools Division Supelintondents, CID and SGOD Chietr' Educauon

Prcgram Supervlsors and specialists, Public Schools Dbtrict SuparvisoB, Sacondary

and Elsrnont8ry Schools Hsads, Tetchers and All Concemed

1. With rsference to the DepEd €morandum No. 003, s. 2021 regErding the 2021 Search for

OuEta[ding Gove.nment Wott€ls, this Office through the Human Resource Training and

Development requesls all District offices through thB Public Schoob Diat ict Supervisor5

to submit naEes and documents olquelifed nomines! iorOle said Search.

Soft copy of the r€quited nomination documents shall be submitt€d to the SGOD'HRTD

Ofnce through sgodhrtdot@gmail.com not lal€r than uarch ll, 2021.

For the required nomination doclmenls and furlher information regarding the Search. please

refer lo the atiached guidelines from the Civil S€Mce Commission.

4. The copy of the Honor Awards Program (HAP) forrtl can also be do\rynloaded from

wnw.cac.gov.ph.

Thoae who will qualify in the Search will be informed through a seperate Memorandum.

Widest dissemination or lhis Memorandum is desired.

5.

6.

EL|AS A. ALTCAYA JR., Ey'V-
Schools Divison Sup€antenfrlt
Oflrcer-h-Cha{ge
Ofiioe of tfle Schools Division Superintendenl

' Ue d n g Pos s,t.llft ler, I n td r tn e I nn o votion s'
Addres!: Sitio Fori, BrEy.Talip.n, Pagbilao, Queton
Trunklln€ #: 10421 784-0366, (042) 784-0164, (042)784-0391, (042)784'0321

Email Addr.rs: qu€zon@d€pEd.Bov Ph

wrbsite: www.depedquezon,com,Ph UPLOADED
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iiEIYIORANOUM CIRCULAR

: HEADS OF CONSTTTUTIONAL BODTES; DEpARTtf,Et{TS,
BUREAUS AHo AGENCIES oF THE NATIoNAL covenrrexri
LOCAL GOVERN ENT UNTTS; GOVERI{ ENTOWI{ED OR
CONTROLLED CORPORATIONS WTH ORIGII{AL CHARTERS;
AND STATE UNIVERSITIES AND COLLEGES

I]rrlu,lu-loo.4r

TO

SUBJECT : Revised Guidalln€s on the Seerch tor Out8tanding Govommsnt
Workers for 20lg and Yaars Thrreafter

ln accordancewith its conatitulional mandate to edopt measureslo promote moral€. efflciency,
integrity, responsiveness and counesy in lhe civil servica, as well as to slrengthen the mJit
and rewards aystem, the Civit Service Commission (CSC) administers an ann;al, nationwide
Honor Awards Program (HAP) ihrough the annual Search for Outstsnding Gov€mment
Workers.

The annual Search slarted in 1965 through the Employee Suggsstions and lncentivei Awards
Sjstem (ESIAS) implemenled under Sedion 27 of Ripublc Ah No. 2260 or the Civil S€rvice
Acf o, 1959 to award public se.vants for extraordinary acls or services thal contributed to the
efliciency, economy and improvement of govemmeni operations.

ln 1975, by virtue ot Presidential Oeqree No 807. new rules aM guidetines of the ESTAS
modmed the types ol honor awards as follows: presidential ting*od Bayan and the Civil
Service Commission Pagasa Award.

Ropublic Aci No. 6713 known as thc Code o, Conduct and Ethical Standa.ds for public
Officiels and Employees vested in the CSC the adminisiration of the nationwide Sea.ch ior
Outstanding Public Officials and Employees ot Dangal ng Bayan Awer1d.

The annual Search tor Oulslanding Government Workers is administered under the |-l,Ap in
order to recognize government officials and employees who exemplified outstandirE
pertormance, to molivate or inspire publjc oefvanb to improve the qualiiy of public s€rvi;
delivery, and lo instill deeper invotuement in public service.

To maintain the integrity of the Search end sustain its effeclive implementelion, the
Commission revised the Guidelines on the Search lor Outstanding Govemmer{ Workers in
2019 and the years thereafter. Heads of agencies are enjoined lo adopt said guidelinEs.

For queries and concerns, please contact the HAp Secretariat through (02) 931-7993 and
(02) 932-0381; and email address: hap€ecrelariat@yahoo.com.

,l v;-,
e(lLre'aeu i6sr-err-r
Chairperson

13 FEB 2019

Bawat Kawani, Linqkod Bavani
(5( surldin!,lBP f,oad, Eilaen H'rh.I t16e!.mnCity I to:r crarttorr di;i; oril rZ (l.ph,l€(<{ovrh a M{3.qo\? pn
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HONOR AWARDS PROGRAIII
Re: Revlsed Guidelines on the Search for
Out6tandmg Government Workers for
2019 and Y€ars Thereafter

Quezon City

1{umbol:

P romulgated:

190 013 8

t2FE20f

RESOLUNON

WHEREAS, in accordance with its constitlrtrcnal mandate to adopt measures to
?9r.not9_mor?Je, e{piency, iriegrity, rosponsiveness and courtesy in tire cviieervice, as welas to slrgngthen the medt and rewards syatem, the Crvit Service Co.riss,i_ (CSC)
administerc an annuat, nationwide Honor AwarOs erogram lHle)1f,iorgh ;; 

"nnu"r 
s""r"tlor Outstanding Government Workers;

WHEREAS, the CSC adminislers the annual Seerch to recognize government ofiicialsand 6mployees who exemplFred outstanding performance, to iurti,"iroriii" or' in"pir" prUfi"
servants to improve the quarity of their perfomsnce and to instill excettence in pubtic sorvice;

^ . lHilEAS,. qrrsuant to Repubtic Aci No. 67.13, otherwise known as the Code ofuonoufl and Ethrcat Standards for pubtic Officials and Employee6, Executive Order No. 292,otheruise known as the Adminiskative 
-Code of 1987 

"",i 
-ri, 

f,"pflrn"r,fiig Rutes ardRegulations, and Executive Ord€r No. so8, s. ,1992, 

"" ";;;Lt E';;;i; Oder No. 77,s 
'993, 

CSC' tog€lher with rhe ofrice of the presroent and the consiituieJs'peliarcommittee
on Awards, shall confer the pr€sidential Lingkod Bayan 

""A 
CSE- p"ri""", trvo ewsrd

:19s.9ries 
grv6n for outstanding work perfoma-nce, ano'ttre Outstanqing iiiti-c ofitctatr anOEmproyees or uanga, ng Bayan awatdlot exemptary conducl and ethic;t behavior

WHEREAS, the Guidelines for ths Searoh requjres enhancement for the program.s
effective imdementalion:

, WHEREFORE, the Commission RESOLVES to adopl the attached Revis€dcuidelines on ihe Search for Outstanding Ooremment Wo*.'rs in 
-ZOiiiinA 

rne years
thereafler.

,) t
ALCIA dEIA ROSA.BALA

Chairperson

(J;,; t I .r l.1 i::)rtlr

LEOPOLDO ROBERTO W. VALDEROSA JR,
Commassioner

LIZADA

fJ'fl.i
oor-oni\4. eo*,M",o

Dir{ctor lv
Commission Secretariat and Liaison Office

AILEEN LOURD

Bawat Kawani, Linqkod Eayani
I C5( 8'rEi.rq, IPP Road, Bnr!.n Hlltr I l26 Quezon Clty a 01 931-7935(021 931-7939(02) 9313092 !2crcphilcr.{ot0h
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DePEd MEMORANDUM
Nr $03 , s. 2021

2O2T SDARCH FOR OI'H}IAITDIIO GOVERTIXEIIT YONXERS

To: Unders€cretaries
Assistait Secrctaries
Bureau aJld Service Dircctors
Regiooal Diiectors
Schools Division Superintendents
Public Elementary aixd Secondary School Heads
All Others Concemed

l The Civit Service Cornmi6siofl (CSCI, under thc auspices of the Honor Awaids
Program IHAP), ainounces the 2O2l g..rch for Outrt !dt!g ci,ogGrnacDt
Workara.

2. .. Tlle Search aims to recognize oulstanding public ofiicials and employees,
individuals and/or group of individua.ls, who have shown ercellent or uunoat
dedication arld commitment in the public 6ervice-

3, The Prograrn on Awards and Incentives for Servic-e Exceltencc (PRAISE)
Committees in the field shall scrcen and evaluate all nominations for the different
types of award$. The nominations must be duty signed by the respective chairpersonof the PRAISE Committee or its equivalent aid the Secretary shall
approve/recommend the nomination6.

4. Due to restricrions brought about by COVID-1g, digitai/scanned copies of
accomplished forms together with one complete set of nomination documents must
be submitted to the Bureau of Human Resource and Organizationa.l De!.elopm€nt _
Employee Wellare Division (BHROD-EWD) rhrough bhlod.ewd@epea.gov.ph not
Iater thar ll.rch 12. 2oi!1.

5. The original and certified true copjes of tlre nomination doohents shall be
submitted directly ro the respective CSC Regional ar Field Offices upon the approval
oi the Secreta-ry's endorssnent.

6. A copy of rhe CSC Memorandum Circular No. 01, s. 2Ot9 conraining the
mechanics, requirements, procedures and nomination forms IFIAP Forms No. 1, 2,
2-A, and 3l are enclosed. These documents and other related rnaterials may be
do*'nloaded at the CSC website: wwu,.csc.gov.ph.

D€pEd compfex, M..arco Ave., p.sig crry 1600E 533-u zoglo::-u zeele::-r:er F 6361a76/637-6209 !r ww.arrcr.qov ot,



7. Equal Opportuniry Principle (EOp)
Department's policy of no discrimination
recogoition regardiess of age, gender, civil
and political beliels.

sha.ll be exercised to underscore the
aEainst any employee ffi rewards and
status, disabitity, religion, ethnic group

8. For more informatioo, please contact the HoEor Arafita EoirsEgccrataitat, Civil Sewice Commission through email at hapsecretariat@rehoo.com
and telephone numbers: (021 893t 7993 and {02) a932-0381_

9. Irnmediate dissemination ofthis Memorandum is desired.

da,/Y'
LDOI{OR f ACTOLIB ERIOTEA

Secretaiy

Encls.:
As stated

Referellce:
None

To be indicared in the Perpetua_l Inden
under the followiog subjects:

BUREAUS OR OFFICE
EMPLOYEES
OFFICIAI.S
PRIZES OR AWARDS
SEARCH

M<jR/SMMA,/A.PA/Mrc, DM-2o21 &mh rd outrredip{ Oov.r@.nt work E
Oo47 F.b.uda Is,2021

oepEd compler, Merarco ave., pasiq city 1600 E g633. Tzoa/a631-722a18632 r:or F as:e,+sroleelz-6zog ? *wr.aep.a.qou_pr,
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HONOR AWARI}S PROGRAM
Revircd Guidelin$ or the Sc.rch for Outstrrdhg GovcrnEeni Worter3 for

2019 and Yeers Thercafter

L lntroduction

ln accordance with its constitutional mandate to adopt measules to pmmote moralc. efficiency,
integrity, respomiveness afld courtesy in the civil s€rvice. as well a$ to slrcngthsn th€ merit and
rewards syslem, the Civil Service Commission (CSC) adminisrers an anoual, nationwide Honor
Awards Program (HAP) rhough fie annual Search for Outstandiog Government Workels. The
program seeks to recogniz-e and reward stat€ omcials and employees for tbeir outstanding
cor[ributions and achievemeots in the delivery ofpublic service.

The annual Searcb staned in 1965 rhrough the Entployee Suggestio[s and Ircentives Awards
System (ESIAS) implementcd under Section 27 ofRepublic Act No. 2260 or the Civil Service
Act of 1959 to award public servants for extraordkrary acts or services that cont buted to thg
efliciency. economy and improvement of govemment operations.

ln 1975, by virtue of Presidential Decree No. 807, new nrles and guidelines of the ESIAS
modified the t;,pes of honor a\ryalds as follows: Presidential ot Lingkod Wan ar,d Silangan
Awards, the Civil Service Commision or Pagasa Award, and the Agency or (aplra Awsrd

Meanwhile, Repuhlic Acl No.671I known as the Code ofConduct and Ethical Standards for
Public Officials and Employees vested in the CSC the administratiol ofthe nationwide Search
for Outstanding Public Oflicials and Employees Dangal ng Baran Awatd.

lI. A!f,aid Crtcgories

A. Outstrlding Work Pcrformsn.€
. Presidential Lingkod Bayan (PLB) Awald is conferred to an individual or group

comprfued of five members for erceptional or extaordinary conEibulions
resulting trom an idea or performance that had nationwide impact on public interest,
wcurity and patrimony-

r Civil Service Commission Paga.ra (?agqsa) Awafi, is conferrcd ro an individual
or group compriled of five memberr for outstatrding contributiorrs resultiog fiom
an idea or performance that directly beoefit more thon one deportment of the
govemDrent.

B. Erempl.ry Ethicrl Bchrvior
. Outstanding Pub)ic Officials and Employees or the Dqrgar r,g Boyan (DnB) Award

is conferred to an individual for performance of an extraordinary act or public
ssrvice and consistent demonslration ofex€rnplary ethicat behavior on lhe basis of
obs€rvance ofthe eight norms providod ulder Republic Acr No. 6713:

l. Commitmenl to Public Interesl
2. Professionalism

Bawat Kawani, Li kod ant
C5( B{lHhe,lBP Ro.dB.ur.n Hllk, tt26Qur.on Ctt r (otl 93I.79l5lt019ll -7939/(04 931{092 Ocrphih(<{ovrh



3. Justness and Sincerity
4. Political Neutralhy
5. Responsiveness to the Public
6. Nationalism and Patliotism
7. Commitment to Demo€racy
8. Simple Liviog

IIl, W[o ere Quelificd

A. All appointive officials and employees holding pemanent, tempora4r, cotcrminous,
contractual and casual status ofemployment in the goverment, wbether stationcd
in the Philippines or abroad.
El€ctive officials.
Elective and appointive batangay ollicials and employces may also b€ oominated
provided they meet all the following conditions pu$uant to Civil Service
Commission (CSC) Resolution No. 0l-1352 daled August 10, 20Ol otr the
"Recqgilion of the Barangay Secretary and Barangay Treasurer as Govemme
Employees" (Annex A):
. Respecrive appointrre[t papers arc submi(ed to the CSC for records purposes;. 

-Positions 
have fixed salary in accordancc with the salary schedule provided for

in Local Budget Circular No. 63, s. 1996;
o Meet the qualificatiou requiremens sct in the Local GoverruDent Code of l99l:

and
. Attcfldance and service records at€ kept and maintained in the barongalt ofr(x,

D. Posthumous nominations may be made for a public servan *fio died in the lioe of
duty o. in the purcuit ofhiyher oflicial dutiss and ,csf,onsibilitics as a civil servant.
Posthumous nominations should be fomatized within lZ months from lhe time of
death of the govemment official or employe€.

E. Those who are under extension ofservic€ are not qualified,

IV. Qudilicition Requiremet!aB of NomiDccs

A. Nominated officials and employees must me€t the followitlg qualificEtions:

l. Have renderer.l at least thrce (3) years of coltinuous govemment service
as of deadline of nominatioDs, submission. Accomplishments for wlich the
nominee is being recognized for should also be made within the last ouee (3)
years immediately prior to the nomination, and have beeu consistentlv and
continuously carried out by the nomirce during said period;

2. Have a performance Bting ofat lcast Very Sqtisfactory or its equivalent for six
(6) semestral or three (3) annual rating penods prior lo the nomination; and

3. Have not b€€n foud guilty ofany admidstrative qr criminat offeDse involving
moml rurpitude or does not have any pending case against them at the time of
nomination.

B. Team members who did not m€et the abovementioned qualification requirements
(ltems t to 3) shall not be included in the nomination.

B.
c.



V. Criteri. for Ev.lurtio[

A. Presidential .l-ragf,od Bayan and Civil Service Commission Pagasa Awards

l. Noteworthiness of Outstandine Performance./ConEibution The degree of
uniqueness and oiginality of outstanding pe.formance or cootibutiDr/si
implemented breakthroughs in the stnroture, syst€m aDd procedures in the
delivery ofservices.

2. Sustainabilit-y of Contribution - The exrent ro wbich the a{complishment lcd b
innovatior/conribution which has been adopted; numbq of individuals,
communities. oflices who benefited; and evidence of sustained usr or
continuous implementation for at least three years or longer,

3. lmpact ofPerformancdAchievement - The extent lo which the ide4 suggestion,
innovalion or invention is being used and its result; positive outcomes; th€
resulting paradigm shift; and the amount ofmoney saved.

4. Reliabilitv and Effectiveness - The exte[t to *{rich ttre innovalion/idea has
eflectively and efficiently addressed a pressing need/improved service delivery.

5. Consistency of Perfonnancc - The degree of consistency manifesred by
consistefil outstaDding performance based on historical dat work record.

6. Dgrnonstratcd le{n (for
group nominations) The extcnt lhe group membels motivate alld suppon each
other or th€ d€gree to which group members posilively inlluence each other.

Each group,/team member should have verifiable/actual contribution in the
attainment of the group/team's accomplishment. Tbis should be specified in lhe
nomination.

B. Outstanding Public Officials and Employ..s ot the Dqngdl ng Bqyan Awtr.d

L Ouality and Consistencv of Behavioral Performanca -Tle level ofconsislcncy
to which the nominee has manifested excmplary conduct and noteworthiness of
behaviorsl performaoce.

2. Imoact of Behavioral Performance -The extent to which thc cxtraordinary act
has crcated a powerful effect or impacl on the organization or pubiic.

3. Risk or Temptation lnhe.ent in the Work - The degiee of risk and temptalioo
substantiallv present in the work.

4. obscruitv of the Position The lowliness or insignificance of the position in
relatior to the degree of prerfomance and extraordinary norm/s manifcsted.

5. Years of Service - The cumulative years of service that the nominee has
rendered in the govemment vlb-a-vi,r his,4rcr accomplishoerls.

(
l'---- 

l



6. Risk or temptaiion hh€rent in the work; and

7. Other similar circuostances or considerations in favor of the nomincc,
as may be determined by tle members of the Comminee on Awatd for
Ddhgdl ng Bq/on.

VL Rcquired Nomir.tiotr l)ocuEetrls

E€cfi nomination requires the submissio[ of one (l) origioal nomination folder
corftining th€ fully-acoomplished HAP nominalion form, original clearancee and other
documentary requirements (se€ Letters A-L); and five (5) additional copi€s of thc
original nomination folder certifiod rr true.opies,

A. Completely filled-out HAP Nominarion FoEt:

HAP Form No. I - Nomioation fo, lhe Preside ial Lingkad Bayn Award and
CSC Pagcsa Award {lndividual Cstegory)

HAP Form No, 2 - Nomination for the Pr€sidentid Lingkod Bayan Award ard
CSC PuE:qla Award (Group Category)

IIAP Form No. 2-A Informatioo oIl the Mcmbers of $e Grprp Nominee

HAP Form No.3 - Nomination fo! the Outstarding Public Officials and
Employees Award or the Dd gal ng Bayan Awatd

Each completely filled-up nomirution form should bc accompanicd by
a write-up using the Nomination Write-up form. In no c{se shall the prite-up
exceed the maximum allowable ten {l0l orce. of A4 sir€ bond oroer. urhq
Aiiil font #12-

B. Nominee's updated CS Form 212 or Personal Data Sheet with passpod size
(4.5cm x 3.5cm) photo with DarDe tag takfl within the la-st six months prior to the
nomination.

C. Cenification from the Chairperson of the agency's local, provincial, rcgional or
national Prografi on Rewards, Awards aod Incenlives for Service Excellence
(PRAISE) Committ€e or its equivalent, that the nomination has rmdergone
del iberation by the Commitree.

D. Lensr t'rom the head of agency or highest official endorsing the nomination to tie
csc,

Agencies with nominations endoxed by Agency Heads who are OlCdesignates
should also submil a letter or a copy of their designation order.

Agencies may suknit to the Commission an endorsement for all their nominets
and NEED NO'f endoBe them individually.

Group nominations with team members ftom h4o or mor€ departmentvagencies
shall b€ separately eodorsed by their rrspective ageflcy heads.



E. Certilication signed by the lominee that he./she has oot been found guilty olany
administralive or criminal o{Ieose involving moral iurpitude or does not have any
peodirg case ar the time ofnomination.

A certification of no pending administmtive or criminal cese involving mo.al
tu.rpitude issued by the highest ranking Administrative Officer or L€gal Officer is
required for posthumous nominalion only.

Detailed information on dismissed/decided case/s ofthe nominee, ifany.

Certific&ion issued by tbe highesr Human ResourEe Manageme[t Offlcer
(HRMO) that fie individual nominee or each member ofthc group nominee has
obtAitrcd 

^t 
lean yery Satisldctory (yS) gerformance ratings for sii (6) s€nresEal

or tlu- ee (3-) annual rating periods prior to the nomination. Copy ofthe rating forms
trecd lrot be attached to the nomination folder.

Certificarion of No Unliquidated Cash Advanccs signcd uDder oath by the
agelcy's Financial Office/Accountant and Cenification of No Disallowanoes
issued by the COA Resident Auditor for Fevious accoumabilitiss as ofDccember
3l ofthe year pdor to nomination.

Copy of the Statcment of Assets, Liabilities and Nerwolth (SAIN) of the
individual nomirtee or each membq of the Broup nominee foi Lhe year prior
to nomination, ce.tified by the head of the SALN Review Commitice oi the
agency.

All individual and group nomino€s MUST submit their SALN.

Updated service record duly cerrified by the agency's Humar REsoure
Managernent Offi cer (HRMO).

The service record should indicat€ the PLANTILLA POS.ITION ofthe nominee
NOT the designalioD or rank. The PLANTILLA POSITION indicated in rhe
service record oftbe nominee shall be the basis ofthe position to be indicatcd in
the nomination form.

Nominee'$ valid cle8rances ro be s€curEd from lhe followilg agenoies in the
locolity;

- National Bureau of lovestigation
- BtR Tax Clearance
- Police Clearanc€

The following clearaaces shall be seculed by ths CSC:

l. Clearance for Pendency or No Pendeocy of Administrative CEs€ shall be
issued by the CSC Regional O{fice,

2. Clearances from Oftice ol $e Ombudsman, Sandiganbayan, CSC Centml
Office - OIfice for Legal Affairs, and the Cofirinission on Human fughrs shall
be secured by the HAP SecEtarial for the semi-finaliss ofthe Search,

F.

G.

H,

I.

J,

K.



3. Clearance &om the Office of the PrEsident shall also be s€cured by &e HAp
Secretariat for presidential appoiDlees who shall b€ s€lectcd E3 semi-finalists
of the Search.

L. Group nominetio$ wilh teEm memb€rs from two or more dep&unentyag€ocies
shall comply with all docuaentary requiremeEts coming fiom their lcsp€rtive
departnrents/ageocies.

Th€ rcmination form and documertary requircments should be placcd in legal size
folders. Had-bourd and crealive covers arc discouraged. Copies of anual reports,
rccormendations fiom iNtitutions/personalities, news clippings and ce ificates of
trainin& seminars ard recogtritiotr Eull4qlllrbgudg! in the nomination foldcr.

All nomination foldcrs and docultr€rlts submift€d shall be considered as rccords of the
Commissior; thus, shall no longet be rctumed to the ngmi$ee/s.

VII. Wrlte-up of Accomplishments

A. TIte wri&-up must higtdight outstatdiry accomplishmerb or exemplary norms of
conduct manifested within ihe last threc yea$, Presentarion of acaomplisbmmts ot
norms manifested should b€ h oder ofsignificance, complele with descriptions,
justificatioDs and should adhere lo the followiflg poimers:

. Use specific terms- f)efine/clarifo terms such as "assisted", 'tonlributed'
or "facilitated";

. State outstanding accomplishBeDts of exemplary norms displayed and
impact in bdef, factual and in buller form;

. Presenl impacl of accomplishmenls by indicating how it $1as

sustained/adoptsd, problems addres.sed, savings generated, people./office
bcncfi ted and/or transacliorls facilitated; and

o The nomination writ€-up ofheads ofoffices, ageocies and loca.l gov€mtrlcnt
units should present individual accomplislunents or b€havioral oorms, aot
the acoomplishme s ofthe cntire agency or [ocal govemmcnt unit.

B. Thc following information must be ade4uately provided:

l. For Group Nomination (Presidential ,ir8&od Bryaa and CSC Pagau awa,]dis

categories):

Name ofteam or group, names of qualified team members wirh their respcctive
posilions, status of appoitrtmeDt, letrg1h of goveEuneDt service urd
conlribution/accomplistunent ofeach memb€r qnumsrated i[ dstail. Please refer
to HAP Form Nos. 2 and 2-A for details.

2. For outstanding work accomplishmcnt, state wheth$ or not the
accomplishments presenred are paft of the rEgula. duties of th€ nominee or if



these are his,/her owu iaitiative. Ifpart ofnomince's regular dulies or rn,mdato,
cite justificstions on why the accomplishnents are consider€d €xceptioMl or
extraordinary. The irDpact ofthe conkibution must be substantially elaborated:

. Nationwide impacl ofthe exceptional/extraordinary contribution to public
interesi. security and patrimony (for Presidenrial Lthgkod Ba)an a'N&rd
calegory)

. Impact ofthe outstanding conribution to more than one depalttrl€Dt ofthe
govemment (for CSC Pdgdso award calegory)

3. for exemplary conduct and e'thical behavior, presellt the exernplary nonos of
cooduct manifested/displayed and provide justifications why the nonn/s
displayed are considered exemplaty.

C. Limitation on Nomination

L 'lbe Domination write-up should only be for a m&\imum of I0 pages (A4 size
bond paper, Arial #12 font) to include the surnnary ofaccomplishmeDls, impact
and other information.

2. Whi le rhere are three award calegories under the Search, aII employee or official
should be nominat€d to only one award calegory.

3. Honor awarde€s or those who haye been previously confered with rly ofthe
thrce awards: Presidential Lingkod Boyan, OurstandinS Public Oflicials and
Employees or Daagal rg Bayaa and Civil Service Commissiofl Pagasa can still
be nominated to the same or to a different award category rfter frve ye.rt from
the conferment ofhis/her a*,ard, provided that the nominatiofl is based on a new
set of accomplishments and/or exemplary norm*/behavior manifested.

VIII. Procedure for Nominrtion

Nomination to the Search may be done by individuals or organjzations from drc
govcmmenl or pivate sector. The following are the sleps on how to flominale
outstanding public officials and employees:

A. For govemment agency-initiated nomination

Govemment agencies arc expected to nominate their exemplars. Ther€ is no limit
to the number of nominations $,hich the agency may submit in any ofthe apard
categories ptovided the r€quirements arc comptied with, 't'he HRMO ofthe agency
shall be resporcible for preparing the nomination of the official or employee or
group/team.

l. Tbe Program on Awards and lncentives for Service Excellence (PRAISE)
Committee shall rcvicw and reqoErmend the nominalioo for appmval of the
head of agency. ln the case of goup nomination composed of members from
various agencies, the Chairperson ofthe PRAISE Committee or its equivalent
ald thc Agency Head ofthe lead agency shall apFove/€ndorse the nominatio[

C-
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Nominations ofHeads ofDepartments, Agencies and elective officials aeod not
be submitted to thc PRAISE Cofimidee. How6ve., all other documcnrary
requirements have lo be complied witb.

The Agency Head shall approve the DoEilation and sball issus ar cndorscmcnt
lette! prior to submission ofnomination to thc CSC Field ot Regional Ofrces.

Agency hcad rcfers to Departncnt Secrctary, Chairperson or Prcsid€nt (in
natiolal governm€lt agencies, constitutional commissions, govcmment-o*,n9d
ard contolled corporations, govemment linancial itrstitutioirs, 6nd statenorat
univelsities and colleges), who has the power to appoint, as wcll as Covef,nors
or Mayorc.

Heads of agencies also rcfsr to the tbllowing officirls:

Nomlrcc
Membsrs/Saff of the Judiciary
Members/Staff of the Senate
Membervsiaff of rhe House of

Represgntatives
MemberVStaff of the Local

Sanggunion
Covernor^{ayor
Vice€overoor/V ice-Mayor
P u Ro n g B ar an g.ty/ Kagaw ad

Chief Justice, Supeme Court
Seoat€ Presidelt
Speaker of the House of

Rcpresentatives
Vice4overaor/Vice Mayor

DILG Secretary
GoYemor/lr4ayor
City/Municipal Mayor

L

Where the nominec is the Agency Hcad, endorsem€nt by th€ supsrior ofticial is
required, as follows:

Nomlnee

Heads of Bureaug and Agcocies
attached to or under the
DepafimenG

Presidenl of State/Local Univerrities
and Colleges
President of Oovemment-owned and
Contrclled Coryorations

Ceneral Manager of l,ocal Water
Districr

For nomination initiated by private irdividuauorgaoization

Any individual or organization with extcisive knowledge ofrhe outstanding work
performance and/o! exemplary ethical b€havior of th€ oflicials or e[rployoe or
goup/t€8m may nominate an individral or group of individuals for a specific
category in the S€6rch.

Executive Se,cletary
Department Secretary

Chairperson of the Boad ofRegcnrs

Chairperson of the Board of
Drectors/Trustess or the Secretary
Of the Departnent to which the
the Corporation is attached

Chairperson of the Board of DirEctors

B.
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Download noaination form ftom the CSC wcb6ite; www.csc.gov.ph or secure
copy Gorll the DearEst CSC Rcgional or Field Offrce and subrait thr nomitration.

Proceduit for Scioetriug ead Evrlurtlon

A. Regional L€vel Screening

The CSC Regional Olhce shall creatc a five-membs Regionrl Committe on
A$Erds (RCA) composed ofthe Regional Dircctor, Assisra Regiolal DiGctor,
Public Assistance ard Liaison Division (PALD) Chief, atrd two rep€ssialives of
the Regional Multisectoral Advisory Council (RMSAC).

The Regional Cornmittee on Awards shall evaluate the qualified nominations
based on Sections IV and V ofthe Guidelines and select the r€gional winners of
the Serlph.

The PALD shall serve Es the Regioral IIAP Secret8riat. It shall scr€€n all
nominations with complete documeltary requh€ments and dctermine the
corectlless of the category vis-e-vis the accomplishmenvs Fes€nted. lt shall
sbortlist qualified nominees based on S€ctions III and V of the Guidelines ard
submil the folders to the Regional Committee on Awards for deliberation.

The CSCROs are responsible for coordinaliug with the agcrcies regarding
submission of the nominee's lacking documents and for snsudng complctioo of
the same prior to submission to the Rcgional Committ€e on Awards for
deliberation.

Nomioations received by the CSCROs which are not under thetjuridiaion shall
be forwaded to lhe CSCRO concerned, not to the National HAP Sec.etarial.

Only those s€lected by the RCS as rEgional winners will advarce to the sscotrd
level scre€ning.

NominstioD folders of rcgional winners should be oflicially tsnsmitted by 0E
CSCROS to the HAP Secr€tariat together with the complete tist of all the
nominations Eceived for the thrce award categories with complet€ or incomplcte
documentary requiremeuts. The list should include the nominee's name, pldtilla
position, level of positjorl agency and award category. A soft copy of the list
should likewise be subrnitted.

B. National l,evel Screening

The Public Assistancs and lnlormation Offic€ (PAIO), this Commi$sion shall serve
as the national HAP Secretariat. lt shall convene the national Comnoitte$ on
Awards composed ofthe following:

1. Committ e oo the Presidential or Lingkod Bcyat nd Civil S€wic€
Commission Pagasa AirBrds

hcr ofthe Commission, CSClvtcm

e I
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o Chief Protocll Offic€r of the Oftice of the P.esidcnl
o TtEee (3) p.ominent Filipino citizens who arc not in th€ govemmcnt

servico

2. Corunittee otr the Dangal ng Bq@, Aw8fd,

o Chairperson ofthe CSC
o Ombudsman ofthe Office ofthe Ombudsman
o Chairperson ofthe Commission on Audit
o Two (2) govemmenl officials/employe€s appointed by lhe PrEsident of

the Philippines

The National Committee on Anads shall deliberale on the extraordinary
accomplishments and exemptary ethical b€havior ofthe regional winncrs and shall
shortlist the semi-finalists ofthe Search. The said Comminee shall also select tho
wirmers ofthe CSC Pagasa artd Dangal ng Bayan awads, and thc fnalists ofthe
Presidenlial or llrg*od Boyan award for dff,.isioniapproval ofihe President,

Definition of Regiorrl Wirtreru, Nrtiotral Qurlifiers end Scmi-fnelirir

Regional Wiucrs Nominees whose nomLutiorc have complete documenary
lsquirements, including agency endorsemetrt, have been
shortlisted by the Regional HAP Secretadat based on Sections
III and V of rhe Guidelines and have been relected by rhc
RegioDal Committee on Awards to advance to the national
s€arch.

Regioral wimets ale not eftitled or will not rcccive any cash
reward as they shall still vie for the national search. They shall
be given a Certificate of Panicipotion signed by thc CSC
Regional Director and members of the Regional Committee on
Awards.

Nominations of Regional Winners submitted ro the HAP
Seqetariat but have been ideDtified to lack documents (c.9. no
agency endorcem€ot, expired clearances or nomiDees did not
meel the qualifications, among others) arc NOT cligiblc for the
national s€arch,

Nationd Qudlfier Documentary requir€ments submitled to the HAP Sccrciariat
we!€ evaluated and detemioed as complete, thus were
endorsed io th€ National Committee on Aw'ards for
consideratim.
Semi-finalists are those rrho werc shortlisted by the Nstional
Committee on Awards from arnong the qualified national
quslifiers alld who will be subjected to b€ckground

Presidenticl

Nrtioml Semi-
firslbt

Lingkod Boyn
Flmlirt

Finalists ar€ lhose nfio wcre selected by the National
Committee on Awards frorn among th€ s€mi-finalists and
endorsBd to thc OIIice of the President for conirmation.

l0
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Grouldt for Dirqualificetion of Nominatinor

A. Notr-compliance with the sub,mission of complete docum€ sry rEquirebsnts
shall rerder the nominee incligible for the Scarch (de{dlinc, size and nusrbcr of
folders, accuracy aod completeaess of infomration required in the nominatioa
form, maximum number of pages for the accomplishment write.up, clelranc€s
and other required documents).

B. Any misrepresentrdon madc in any oflhc docur€nts submiftcd shall be a gtollBd
for disquatification and for disciptiDary action agsinst ttre ccrtirying
Domine€y'authodty pursu$l to applicable CS laws ard rulcs.

C. Nominees requesting Memb€rls of the Commifiee on Awards and/or Member/s
of the HAP Secretariat, directly or thru intermediaries, special fsvor or
consideration.

D. Grcup members with lacking doctmrentary rcquireEenrs s[all be EutoEatically
rcmoved ftom the lerm and shalt be considered ineligible ro/disqurtified &om tbe
Search.

Suboi*rion of Nomlnations

Nominations to the aonual Sealch fff Outstanding public Officials and Employees
under lhe Presidential ot Lingkad Bryan, $e Outstandi.og public Officisls and
Employees or the Dangal ng Bayon *d CSC or pagaso Awards categori€s must bc
submitted to any Civil Ssrvicc Commission Fictd or Regional Oftce not latcr ilan
M.rch 3l of erch yerr.

Below is tbe calendar ofactivities ir rclation io the Search:

ACTIVITY
Search for OutstaDding Covemment Worters

Regioml scrc€ni[g and selsction of wlnll9as
National del iberatioq backgound
investigatiory'validation of accompl ishments and
s€l€ction ofwinnErs

Gov€mmentAwards Riles for the
Workers

ll

J6nuar,v - March

4prrl rylL_



Ann€r A

i.tiLtl6 6, tb. pllUDPb..
CTYIL &RVTCE COM}TISSION

Ollto * * 0f4.d1

TO:

AUBJECT:

M.C. No. tC . .. 2001

MEMORANOUiI CIRCULAR

OEPARTUENT OF INTERIOR A'{O LOCAL GOVERIIM€}II,
OEPARTfiIEI'IT OF BUOGET AI{D MAI.IAGEMEI.IT. GOVERXi,ltErlT
SERVICE INAURAI.ICE SYSIEM ANO ALL LOCAL cOvERNMEr,rT
UNITS

RECOGMTION OF BARANC,{ Y S€CREIAP Y AND BARANGAY
TRFASUREN.4S 60YERNI|ENI E'IPLOYEES

P.ease Je guid€d accordngly

h rssog'ri:1o, ,Jl thc vilal rOl€ oi tie barBngay sesel€ry a.d baralsey treeslrEr
rn plbl,c servace an4 responsc lo lfle nutnerous reqJcsls lrom hre tccalEovctnmenl
Lnits .€laliv€ lo lh€ recogniiioo of th€ barangLay recrabry and bejanoay t:sasurer a!
govgrnment ernploy€es. fie coNmisaion under Resotut;on No o.r-t rrl rutec as

- lre barrnoay s€c.Obry and braangay lreas,J.er *t:o ar€
co?ereC oy Iho provis:ons ol the Lccal Government CodB of 19rc1 ria, be
recog''zad a5 Colernrnenl enrpioyees pfovided tt€ toltowirrg aonJilicas

1 TrEirssrecijvu sppcrntmcnt pap€rs are subni[cd to 'tn, CSC
f.r r€cord purp.lses;

3 'Iheir 
Dosrtions hove frre.J satary in accordance wrt the Sa ar/

sc..;{ulu plevid5d :fi n the Locat BudgclCtr.utar No 63 s
1tr96:

3 rhcy ncet le quatrtrcalrofl requir€menis set in the Local
Gov€rnmsnt Cod6 of 1991. and

4 lheia ,ticndancC and scwrc€ re@rds are keDt and rnarirtarneo
in t:e barangay offce

-The comnlssron fuiher reso ved that the r€rv ces r€!':dered bylle 5arsiEsy secrelary and barangay t.€asur€, pnor to and Btre. th€
promulgEl'l()ll ot lhs Local covemmeFt Code of 1991 mny bc accredi:od
by il"e CSC as grvernmsnt servic€ provijed thEt lhe sald bErangsy
secieln._/ and ba.angay lreasurer weie pajd llxed salary anC s.rcrect (0
cofrplBnce vrit. lta Other reqriremcnts lcr ecdsdrlallor rt se:vco5
p.4sc(9o3 undcr CSC [,lC d and 6.A. s. 199? nnd CSC HG S. s l93E

\, e$cs.s
KARIIIA COfl STANTINO.DAVID

Chakman

l, at.t t 2OO1

CrrrllltlljAc-AiP!qrr nct,sr.dlrf .
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Serbis)1) Sil'il: lsrng Drlng Tarrng I'lgliirrrgk.

Recognition df the Barangay Secr€tary and
B.rlngry frEaau16r as Govornmcni E.nptoyms

__'_'_"'_ -..-.-'-----'-.-.X

REsoLUfloN No. 011-352

WHER€AS. Seclion 384, Chapler 1. Book lll ot RA 7160 iLccal Governmcm
Code ol 1991) provided lor lhe crealion of lh€ barangay'as the brsic po'iiical unit
and Es such serves as lhe pa,nrary pla.ning and intplementjns Lnit of govcmmeni
policres. plans. prcgrams. prDje.,ts a-d itctryilies in lhe comrr1unfies. and as {orum
wherein lhe crileclive viEws ol ihe peopte may b€ cxpressed, crystallized al'd
considered, arirl wher€ dispuies may be amicably scltled";

WHEREAS. ,ursuant to Secl ons 394 anJ 395. FlooL ll oi RA 7180, trc
barangay se.'elJ+. and borarqa,J ire.lriLrr!r shall txr arloin:cd 9! ilte puirong
bnrangay ,,vrlh tre corcu.rencg ot lie mojonly cl all tne sangguniang ia.angay
mel5ers lrul s.,Lrll ro: be suhji.;: to atestaticn by lhc Civil Scn:ac (;or.fiiss,oa.

WHEREAS. n dicle i 18. Rule XVII of the Rutes !i']d Rcgllalbns
lmplemenlirlg RA 7160 provided Ior lhe rnandalory appointnrcol o{ the barangay
tccretary and l)arangay ltersrrei.

WIiEREAS. Ali,ro i22 oj the Rules and Rcgul.lrons .iclemenli.g RA 7lfit
pro?Lded lor :he qunliircalrons oi lhe harangay sccrclary a,'.d 5arangay l.easure.
posrlEns, lhc.esae0live dul:es ar:d reslonsibllities, and the prohrbr!ron on n€potism:

WHEREAS. !hc CSC rei:ei!,ed ::umc.ous reqJests frcrr lh-a'scil go'/ero'nenr
soclor relslrJa ii-. lhc !.ac.qartror o: thl] barangay secretary ;rnd 0aaanQay ireasurc:
as governnrcrl employees fo- l:i:rpases of antrt'ecBnt io bencfrtsi

WHEREAS. 1he CSC, rn .cspirise to lhe gsid requests. revicwed lhg duli€s
and frr,clioos oi thc uarangay secrctary and ba.angay lre3surer und6r the Loc.{
Govehmeni Co(ie ol '!99'l 6nd cs:ablished that lhcy arc the ccuiitorpa.l in the
baranga,, o' lhe sangUuniacg irdldn $ecrritary €nc municipal t.easurer who ar€ bollr
appoinrvc gcvermexr employees holdin{l permarDni appoi lmenls in ihe unicipal
lsvel:

IVHEREAS. lxe CSC deemed it proper lc recoonize the vital roie ol the
barangay sec,ctdry aaal barangay lredsurer in public service:

a

It rrrLuo ot tL. Phlllpplnc.
CruIL SERVICE CO}IMISSIO



NOw. THEREFORE, lor€goihg prrmk€s con8Usr€d, lh€ Civil SoNice
Coromission RESOLVES !s it is hereby RESOLV€D lhal t lo barang8y s€crELary

and baraoggy lreasuEr who rre coveald by *|€ 9,m'irioog of lhe Local Govrmmlnt
Cod€ of i091 may b€ ,ocognized as goverrllrxtr omploye€s provided lhe blo\rino
condiliDn$ 8lg sallstied:

1. Their resp€ctiw sPpoinktent pap€,3 aro rubmitted io lho CSC lor recod
prJrposel;

2. The( posations hav€ fued Balary in ecaordanc€ with ihe sala.y lchsdul€
provided for h lhe Local Budg6l Circllat No. 63, 9. 1996:

3. Th6y ,neet he qu.lificalion .equk€rtntt !€t in ths Locel Goigm ant
Code of 1 991 ; atrd

4. Their atisndanca and servlcs Eco.ds aI! k€pl and .naifltain€d in lhs
barangay qff,c€.

The Commisslon further resolved thst lh€ sorvk er rend6red by lhe barano€y

ascEt.ry end b66ngay troasurer prb. to 8,1d afrer tho pEmulgaibn gl ilto Locel

Gover'. r-,. . l€ of l99t may i, ;..:rr:il€d by fig CSC as govemm€nt ssvic€
prcvUE,' ir ' ,-said baEngay ..{h'tirr and barangay f€asurer w.ro p3id lixod
talary irn. cl to comPlianc'j ':r l lr e olher r€quir€moflts for accrc{'ilalion of
sorvicos prescribec under CSC MC 8 and t-A, s. 1997 and CSC MC 5,3. tgSS

Ouezon City, AIE l0tol

,JqAE I

(" -:

=ALDE-I"IR V VALMORES

\*q}*ra,.\-
KARIIA COI{STANTINOOAVID

Chakm6n

,: }

rRE srA,l4 J'r

Ancdod bS

-. lFr
ARIEL C. RONOUILLO
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SEARCH FOR OUTSTANDING
GOVERNMENT WORKERS

(Pre6identirl Ln4g,kod Aay8, .nd Ovil Ssrvics Co,nmissior Pagasa Awsrd)
For Outstanding l,,Vo* Performan6

HAP Fonn I

PASTE

LW tY
(p.s5port si:e)

Photo herc
lndlvidu.l C.tEgory

E ?r.'idcnlltl Lirrghod Bryon [ 0vil Servicc CooE&iotr Pqg6a

T.l€phon. / 6./rda"tuor*r:
Emall addE!6:

Wlre you. pf.vlour HAPAw.rd.!? OYesE o tryt ty!.r;_ What Ar.rd C.t 8o.y: _

Nlmr rr,rrt,rcr*t ar*" r:

Slrhrs of Amotnlr|rn?F l..E r.o.a: Date ot Blrlhr
RalU€irr Addr6i ; IL.. of Ekri:

Talaphon /Collphon. i.o6/.e@'@o.du;
tdC dl Po.tddr: n rr tt*l

tlvd n 3d hv.l
n!$ql:
Aaefty Telathoia 6 fe&,da.r*)l

Porldon:

AddrE$:
llot. r.dr (nB o.r*r:

Cfi.ll .ddrcs$

L.mr: 9orlth.r:
A8€n yl l{os-:

Ad&rrsl
Enr.ll edd:

Addttonal trtonnadon .born th. qntnee:

Woro Vou a p.6rlour HAP dnir.t? Ey€rENo $rha yc.r: _ tt i.tAsdd C*.Co.y: _
W€re yo! a pralriosr ttAPslirFinall ? ElYe! tr xo Wh.tyrr': _ U,rhat Aw.rd C.t ga.y: _

-
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SEARCH FOR OUTSTANDING GOVERNMENT WORKERS
(PrEsidential Lirgkod Baya, and Civil Service Commission Pagasa Award)

For Outstanding Vllcft Pedormance

Group Catagory

liamc of croup iaontinae:

-!!!9!q!1c€!!phe!! !9!

Emailddreisl
Team Memb€Is lnformatlon

Ektt tbha ttki!. t t io!. b*rrun -.t,Jtto,tlrLot

ut ofAppointmmt: Choose an ilem Ater

t€vel Chooie an item SeiiChoose an item,

ition level:Choose an ftem. ser: Choose an iiem
ral ui ol Appor-tme 1ti CholteJ!-leI. f9e] i

itlon LEel: Choose an item. Sex: Choole an it€m

Level: Choore an lt€m sar Choos€ an item.

tev€l: Choose an item. 5€r: Choore an iteft.
nur of Appoinhent: Choo5e an item age: ur oIAppointment Choose an item.

Emall addrcri:
Telaphorc / Callphon! No; ra. coomo'oir,r:

Tel.phone/Cefiphon os rrtu c,,@ o.k r]:
.Emrilsddr.rs:

Addlto.ral htorni.tion alrour the t{omin!!;
Em.il:dd:

Were yoo a p.e oos llAP om|trcc? EYesENo Whit v.,cI: 

- 
WharAw.rd Criaaory: _

Werc you a prevlous XAP S.mi-ffn.lirt? E Yes E No What year: 

- 

Wh", A*".d C"t gory-

LI!:I-: "ry,Ar "Apaw.rd6e? 
E yes E No whst rear: _ whrr Award catesory: _
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