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SUBJECT DrssE uuNAnoN of csc - t Et oRANouM cncurat No. 16, s.
2017 'CIARIFICATION ON THE FITI.ING OI,I OF PEEONA1 DATA
sHEEr (C5 ronm NO. 2r2, REVTIED 2014 AND EXIENSTON OF
DEADUNE OI SUBIAISSION'

Forlhe informolion ond guidonce of ollconcemed, this Office hereby
disseminotes the herein Memorondum Circulor No. 15, s. nll istued on Moy
15,2017 by the Civil Service Commission regording lhe Clorificotion on lhe
Filling out of Personol Dolo Sheet (CS Form No. 212, Revised 20'17) ond Exiension
of Deodline of Submission.

For widesi disseminotion

Encl:

R.corcls Unit
P€Eonnel Unil

TO BE POSIED ON IHE WEBSIIE
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[EIORA'{I}T' CIRCULAR

TO : ALL HEADS OF CONSTITUTIONAL BODIES; iIAIIONAL
GOt ERNf,EllT AGENCIES; LOCAL GO\CRi{IEt|r UMTS;
@VER TEI{T4IYIIED OR COf,TROLLED OORPORATrc S
W|TH ORrefiAL CHARTERS; AND STATE UI{VEIISmES At{O
COLLEGES

SUBJECT : Clciicldon on th. Fllling Otrt ot Prrtor:l Dat Sl.ot
(CS Fofm ilo, 212, Rovilcd 2017) and E{.nEkm ol D..dllIr. of
9rblrdsslon

TIle Civil Servbe Commission issued firemorandum Circular No. 11, s. 2017 dated
Ap.il 6, 2017 on the adogtion ot the Pe6onal Data Sheot (PDS) (C6 Form No. 212,
Revis€d 20f 7). ln said circriar, all govemrnont oflicials ard employG rEre reqdred
to submit two (2) copies of th€i updatiod PDS to the agoncy HRMO rDt l8tar than Apnl
30, x17.

ln view of tho nurn€rous concerns and quedes r€ceived rEgadirE tha accomplbh.rEnt
of fie POS, the Cornmissirn adopts the followirE polides darifylng tl|€ folloning
pmvisk ls in tho Guk e to Filli4g Out the PDS:

1. ln the fiIst itern of Part I (Psrsoml lnformation), page 1 ol lE Guid€, the
s€ntenc8 ? spaco is a$olted lu ea(,t dt 

"ctq 
gr lete,, in tb naz0o' was

dehl€d since the gpac€ allotted ,or tho ngme is alGady conthrgus and no
lo.lger por char€cbr a6 foviously d€sign€d.

2

3

ln Pert lll (Educatboal Backgqund). pqge
ELEMENTARY in lhs third column undor item
gradugted in Elem€ntary L6wl.

2 oI the q.dde, indicate
2C. Pa lll d $e PDS f

The Wo.k ElQsrbnce sheot which is Fe additbml shoet lor tvork
eperbnce as indicated in th€ last itom o, Fatt V (Work Expa.ience), pags
3 o{ ths Guid6, should be accomplish€d 4nd sublnitt€d togrthor wi$ the
PDS for purposes of applying to a vacanl position in goverme.lt. Thus,
sak, tom is not Gqui.ed fo. updating
abo\'€mentionGd cirorlar.

PDS in complbnc8 with lho

ha R.).(.1.. t srt-*: llalu:iL'...Urr;rrtibh. { ard Ffi.niur P b&nice

E r SC AurlJ'n!- IBP Rdrl. (i{rrilllirn llilli I 116 Os/(n tn! . l9l t ,:9-i! ell ;e19 tl I -){rtil: . o .(ph'!, tr.t}@l .i. !d rb.O r*! (i.8t^



4. ln the tourth item of Part Vll (Leaming and DBrdopment laten€ntioG).
page 3 ol fle Guke, the typ€s of L&D inl8rwrrtion whidr should be
indicabd in th€ frflh column o, Pad Vll of th€ PB may ba Menagerial,
Superviso.y, T€chnical or Foundation. CSC MC No. 13, s.2011 proviros
the d€finilion for Supewi8ory and Exocutive/Managsrial positk ns in
gowmrnent wtictr may b€ us€d as .elererce lor ironttyinl manag€rial
trainings. orr ti€ oth€r hend, ltem b, Section 7 of ths O nibus Rul€6
lmplen€nting Bool V of Erecutive frer No. 292 p.ovides tBr Te€hnical
training p.ogram ?ebrs ,o suDstanliy€ N"gtal',s in s,€cilb p,&$timav
tec,nica/sciantifrc sreas l* ,nhance/,l,elll of sngs and kewtledge of
s@nd bwl ,€rsmel h lhe care€,r sawice.' Otl€tr L&D ht6n entbns
guch aE the l.duclioo Prwam, Oientation Program o, Value ogwlopment
Program lall und€r the Foundation type.

5. ln ltgm tlo. 42, paq€ 4 of the Guide, the dcturc to b€ attachd should b€
passpo.t siz6 (4.5 cm x 3.5 cm). The handvrritt name bg wilh th€
si9n6t 6 is m longor r€quir€d. Thus, passpo.l size lD picfur! wt ch may
or may not hav€ a ftrme tag sfioirld be atladlod.

6. Th6 PDS should be sub€cribed and slt/om to bero.E the highost-.anking
Human R€aource l$amgsircot Ofioer (HRMO) ol tho {€ncy, any
authoriz€d ofliciauofticer in th€ agsncy, any ofiice. adhorized b administer
o€lh or a notary public. Hsads of agencies may dalogata sLEh autho.ity
throlgh an Offics Ordor.

The Guido to Fllling Out th€ P6.sonal Dats She6t (PDS) (Ann€x A) hc baen rovisad
accodingV.

The doadline oa submission ol th€ PDS to the agoncy HRMO is extendod to Jutre 15'

2017. The agorEy HRMO shall submit to th3 CSC FEH OffEa co.rcsmsd copy of ttl€
updst€d PDS not hte.0tan July 31, 2017, using the attached ttansmitEl lorm (Ann€x

B).

Lastly, those who trave already submitt€d tt|ek updated PDS tot|e sg cy HRlvlo in

com;fi6ncs wi$ CSC MC No. 11. s. 2017 neod not resubtnlt. The 8bo\'6 guk'6lin6s

shali appty to thoso who havE not yst submitt€d th€i. updrted PDS b ths agencl
HRMO.

This Msmorandum Cirqilar shall take ofieot imriodhtsly

^LKfR^6KLACl|airp€rso.l

r5 xAY 2017



GUIOE TO FILLING OUT THE PERSONAL DATA SHEET (PDS)

any ,niqq..ranfrion mada Oro D.aa Sra.t E Wo.* ExpethacoSrra.,sbdt ,h. finng of,d rD lnlsfu ivalo d rnia.l .gdoctdr.,€rson c*qiod

Please frlt out aach ol the fiet.ts in the pOS when apay'/lca e.

,lote:
The PDS may be accomplished using the MS Word fomat or MS Excsl
format.

ln the MS Excel format, all the tick boxes \ ill automatical ly be marked once
clicked

The PDS must bear lhe s(Inature of Ele employse and dato of
accomplishment al lh6 bottom of every page.

Enlries in the PDS may be filled out through handlrriting or via
typ€Miter/mmputer. lf handwritten, entries should be in block capital (e.9.
PRINT) format using a pen.

All infomalion should be providad accurately.

Do not l6ave blank enties. Put tUA if not applicable

For purposes of application to a yacant position, the additional ahe€t for work
experienc€ should be accomplished. Fo. the purpos€ of updatng parsonnel
information in th€ PDS, th€ Work Eip€rience she6t is not requiEd.

L Pe.sonal ln ormetion

. Employee's n3me is lo bo fillod out in the following fornEt: sumame,
,kst name, name extension (if any), middle namo.

. Dates are in numeric format mm/dd/yyyy

. Specifics should be given to 'Olhers" response in the civil status field.

. Agency employs€ number refars to emdoyee lO number in the cunent
agtsncy.

. For holders of foreign,ldual citizenship, please selact tom lhe
dropdown list the forebn country where you r,'rere bom/haturalizsd or
type/rrite the same in lhe space provided thereh.

P.ge l of 4



ll. F.mlly Background

. Names of spous€ and parents are to b€ fillsd out the follorving tormat:
sumame, first name, name extension (if any), middle naflE.. Moth6/s nam6 is her maiden name, or nam€ when she yras singlo or
beforo mardag6.

. List full names (first name and sumamB) of ALL your childen.

. Date of birth is in nurneric iomal: mrddd/yyyy

lll. EducdioaalBackoround

. lndbaia FULL name of schools. OO NOT ABBREVIATE.

. For Elementary Levol, indk=te ELEMENTARY if graduat€d.

. For S€cond8ry Lavel, indicate HIGH SCHOOL if gradualsd under ths
oE cuniculum; or JUNIOR HIGH SCHOOL or SENIOR HEH SCHOOL
if gradiated under the K-12 cuniculum.

r lrdhate in FULL all coursss traksn in college (s.9. ASSOCI,ATE lN
ARTS, AB ECONOMTCS, BS PSYCHOLOGY).

. lndbate all mast€rs or doc{orale d€grgss traksn.

. lf graduatod for evsry levol, indicate yoar ol gradEtbn.

. It not graduat€d in any level, indicate lhe high6t grade, bvel or units
eamed.

. Perbd of attendanca are stat€d in school years (s.9. 19941996)

. lndicate any scholarship and/or acadomic honors recdved in sach
level.

lv. Civll S.rvtc. Ellgbality

lndicde all civil s€rvice eligibilities eatnd with conespording ratirE,
date and placo of oxeminalbn/confermenl.

Examfle:

Caroer service SuFProlBssional EO132f9o - Vet rsn PreFBrloe Rating

Career Sorvi:a Professional PO 907 - Flonor Graduate
Career Servlce Executivo RA 7883 - Baraneay Heallh worker
Stsnographgr Barangay Officiel
PD 997 - Sci6nti6c and Technological Spocialist

lf earn€d eligiblllty entails a licenss (RA 1080)' irdkde the licens€

number and its dale of valility.

P.ge 2 of4
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V. Wo* ExF irnc.

. lndicab the FULL name and address of th6 organ[aton wha.e
involvsd as voluntary worker.

. lnclusive dates, start (from) and end (to) should be in numeric fomat:
m|n'lddlyyry.

. lndicab the number of hours of voluntary work rondercd.

. lndicab the positior/nature of volunlary work redered.

Vll. L.amlne lnd Dcyoloprn nt lnbrvcntlon3

. Indicale FULL tiUss ot laaming and devdopmd (L,&D) hterventions
attended during employmont. lrdicate list ftom th€ mo6d racent L&D.

o lrdusive datss of attendanco, start (from) and end (to) shouH b€ in
numeric romat: mm/dd/yyyy.

. lndi(Ets ths number of hours attended br program.
r lndicate the type of L&D interventbn (i.e. Managerial, Supc,l.isory,

Tschnical or Foundation). For mena06rial and supervisory L&D
intervenlions, reference should ba mad€ to cSC MC No. 13, s. 2011
whil6 tBdtnical L&D lntorvo]|tions ere d€finod in ltem b, Saction 7 of the
Omnibus Rules lmplgmenting Book V of Executive Older No. 292.
Oth6, L&D intervsntions suc*l as the lnduction Progratr, Orientation
Progrem o. Values Development Program tall undsr thE Foundatbn
type.

. lrdicate the FULL namo of institutiory'ag€ncy thal tsnducted or
sponsored the program. DO NOT ABBREVIATE (e.9. CSC should be
Civil Service Commissbn).

Page 3 ot a

o lndbale all positions held both in ths public ard privale employmont
starting tom olneot r,rcrk.. lndusive dates are indicated in numeric fomst mm/dd/ww. lndicatB FULL position tifles and COMPLET'E '' NAME of
dspafircnvagency/office/company. DO NOT AggREVlAtrE.. lndicalo monthty satary in fi9ur6s (e.g . p2,t,877r.

. Salary grade and salary step, if appliceble, should bo stated in the
format "oGO' (e.9. 2&2, 24 for salary grade, 2 for salary sbp). lndicste status of employment (e.g. psrmanent, t€mpcary, casual,
conhactual)

. Indicab "yes" under govemment sarvice if position held i{ in the public
or govemrnent emplofnenl or 'no' if held in the privab e,lployrnent.. Addiuonal sheet ior work expsri€nco should b€ accomplished and
submited tog€lher wirl the POS an cas€ of +plhatbn to a vacant
poritirn. This should b€ accomplish€d only for r.iork experi€nca
rolevant to lhe positix b€ing applied to.

Volunbry WoIt or lnyoly.ment In Clvlc/ on€ov.nm.nupeopld
Voluntary Orgrnization3
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Vllt. Oth.r lnformdon

. lndicate special skills /tpbties.
r lndi:ata in FULL non-acadomic distinciions/recoqniton (awards

,scdt gd)
. lndi:at€ membrship in any froressional associationbganizatbn by

witkE io FULL sai, associalion/organizatim.

*?a-tl0

. lndicab response b qu€slbns 34 b /tO on the right ide of the 6hesf.

. Provirg dotails or specific€fions for any yes reaponse-

lrdicate lhe FULL mm€ of rsforonces with the fomal FIRST ].|AME, Ml,
SURi'IAME, their addrBssB and respective tslephono rumb€as.

As agrsem€ot to and fur compbtbn of the POS, the employea's signature and
right thumb mark shouH be affxed in the boxes p{ovired. lndbale also the
gpvemment lO numb€r and date o, issuanco in the bxes provil€d. Las y,

aftacfi I RECENT PASSPORT SIZE (4.5 crn. x 3.5 crn.) ddre. PHure must
bs taken wihin the last six (6) months. Compuler g€nsrat€d or photocopbd
pia.lie is not acceplabb.
Ths PDS stEuld be subscrib€d and st Dm to before the highost-ranking
Human Resource Manag€ment Officer (HRMO) of fts agtsncr, any authorized
offdauoftosr in th€ ag€ncy, any oficar eJtho.izdl to adr*lister oalh or a
notary public. ll€ds of agEncbs may dol€gEta such autlority lhrough an
Otrce Od€r.

*12
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PER8O]{AL DATA SHEET TRANSTITTAL FORU

AOETICY:

N€TRtrcll(,I':
(l) Flll.out thr d.ta nfi|.d h th. PO8 Tr.llmttl.t brfi oompLbty tnd .ccunbty.
(2) Oo not .bbnyL!. antl.!.
(l) Submlt th. duly rcomDlLh.d Pt t T'lmmlt l lorm b n!. ClC FLld Otio.{n4h.Er

loloot r drh rh. uDd.r.d P.[oml D.tr tlt..|r IPOO) or.[ oitactlb ]rd rt!ptor.-.

Thi! it b ccdify thlt th! iniornatton contslrEd ln thlr hm €rs lrur, corc.t .nd oomph

REOIOT:

D.b ol fio.lP( ot ctcFo:

..rllFc totlta

No.

EMPLOYIllENT
STATUSt.C IrbiE

SAI"ARY/
JOg

GRADE
€rlr*rt
(Jr. / l

rut-,D
POSmON rrl.E

(lido.b parr.rtr.dcC ttb, It
arroda)

1

2
3

1
I
5
0
7
6

I
t0
11

12

13

1il
t5

IIIIIIIIIIIII

III

-
IIIrIIIIIIII

Highct Rar*hg HR O




