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FROM : EDII.I OPIENARIA, CESO Vlr./
Supedntenden{ld *Sc

DATE : April I8, 2017

SUBJECT : Subdcak n dlhe newly revlEd Personol Dol,o Sheet CS torm No.
212 (Revbed 2017)

Pursuonl to lhe herein CSC Memorondum Circulor No. 11. s. 2017
issued on April 6, 2017 by the Civil service Commission regording the odoption
of lhe Penonol ooto Sheet (PDS) (CsC Form 212, Revised 2017), oll officiols ond
employees ot this Division ore hereby directed lo submil two (2) copies of iheir
occomplished updoted Personol Doto Sheet (CS Form No. 212, rcvised 2017)
1o the Division Office by school, lhru Ms. Gulo Mo. G. Gomulin, Adminislroiive
Office lv-Personnel Unii on or belore Apil 26,2017. The new PDS form is

downloodoblo from lhe Division Websile ond moy be filled oul ihrough
hondwriling or compuler.

For widest disseminolion

Rocords Unii
Pffinnel Unn

TO BE POSTED ON THE WEBSTIE
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IEMORANDUU CIRCULAR

TO ALL HEAOS OF CONSTITUITHAL BOOIES;
DEPART E TS, BUREAUS AT'ID AGEiICIES OF THE
l{AflONAL GOVERImENT; LOCAL GOVERIIEI{T Ut{lIS;
GOVERI{f, EITOWNEO OR COI{TROLLED CORPIORATIOT{S
WIIH ORlGll{AL CHARTERS; At{D STATE UIIMRSIfIES
AT{D COLLEGES

SUBJECT PslRoml O.t Sh€ot ICS Fo]m o. 2'12. Reybsd 20171

Pursu ttoCSC R€solution No. 1700656 promulgated on Marcfi 21,2017,t8
Commission epprov€d the adoption of lhe Personal Data Sheet (POS) (CS Form No.
212, Rarised 2017), togefter with lhe Wo* Experience Sheet

Th€ Pssonal Data Sh€et (CS Form No. 212, Rwised 2017) is suppofied by
the Guide to Filling Out the PDS to guide employee6 ard apf,icanG in the
accomplishn$nt d the fields intoduced in the said PDS fom.

Ofrciab ard employee6 Ehall submit two (2) copies of their accomplished
Personal Date Sh6et (CS Form No. 212, Revis€d 2014 to fh€ agency HRMO not later
lhan Ap.il 30,2017. The ag€ncy HRMO shall submit one (1) copy of lhe employees'
POS to the Civil Service Commission Field Ofice concerned.

Any mbr€pres€itation .nade in the Personal Data Sheet (CS Fom No.212,
Revis€d 2017) and thB Work Exp€rienoa She€t shall cause the ffing of
administralivdcriminal c*ers agaiBt the person concemed.

This ilemorandum Circular shall take efiect fifreen (15) days after lhe
publication of the said CSC Resolutk n in a newspaper of general circulalion.

c 6 APR 2017

k^"vra-t_a_-
ALICIA .t l. RdSA-BILA

ChailperEon

CSC Rasoi/br 15. tzroaf d&)d Mdt 21, ml7 *$ publidEd ut rilard' 23, m17 in ffE Hfr(*r6 fur.

Ir6 R..t.l..l n Sm'c: Rapll,ite, \cfttt l,lc, ( .:oa/teous arl l..frcctive pullit Scrtice
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Adoptioo d dr P.Eonal llnr Sho.t
(CS Forn rao. tt2, R.vb.d 2Ol4
I- --- -- --- ------ --.------ --- I

llrrmb.r:

Pr,ondgdd:

170065 6
21XN 20fi

RESO| UnOT

WIIERGAS, the Civil Ssrvics Commis8ion (CSC), as th3 cer ral hurBn lBsource
inEt'tutbn ir tle bureercracy, b me,rffi to pEacrbe all ioflrE ior C)ivil Sewics
eEmirathnq eppdntnenb, r€porB ar|d srrc,l dr€f humn Gsoqrca mgthrs as nay be
Io(sritrd by Lr, rulca afj rrguHbn8:

WIGIEAS, tlG CSC har pGsc.bsd the Porlond h Straet (PDS) o( Civi Sewica
Fo.m No. 212 a O|e ofidal inbrmstixr Eh.ot ior aX gol rm.ient otlidab sd drployra
ald a8 e rllain supponing d@meat for all appdntrEnii in tn€ gorrq r|er sorvic!;

mCnEAS, $E POS ha befl pedodicdy revis€d wi0l tho h rEvi8bo hsrrsd
under CSC ltbmrenArn CirEubr l{o- 8, s. 2005 p.qnulgatsd thru GSC R6oftnbn tlo.
050233 whi$ rook cfiact on Medr 3, 2005;

WHEnEAS, afllr mof3 than bo (10),Els ot udrg th€ PDS 2(105 rqrisad hm, Ule
C.ommbrbn 

'rcognizea 
tla n€ed to furihsr.€vtso tlrs POS to coniom with the ]aquil€mgatg

on apoointr:rb end oth6r issuanc€s;

WHEnEASi tro Cornmbsion has &erned 0ls r€rybbn ol tle POS rlccc€sary b
capt re ralovrnl inbmatim rogeding citEanEhip, ftr flrooibring and r€poturbl pnrpGoE in
line wi[l Ol€ irpfenE tatirr of lb.rE 3 ard 5, S€clix 5. Ropuuic Act 16. 925r, hdudiE
dud dffilb by birth;

mlEtEAS, to aU thc CSC Rogixlsl end Fird Offc6 h Ote gYatu.lbn o,
appoinunonb iEoued in terms d appolnloe'3 quefificalirG yE-+vb O€ pcilbn being flLd,
a Woft E4arbnco Sieot i8 indudod where the actrsl ddir6 of tre ]gbnant pcilbrE
daclared h lbrIl V (Wak E gctimca) of the PDS, Revi!€d m1 7 arB sp€cifu ior purpos€g
ot appf,calin !o a t acaf pocilbo;

WHtREFOnE, $s CocIrli$ion RESO[frES b APPROT E lho a&pli6o ot th8
Porsonal [& Sh€€t (CS Fo(m No. 212, Rwissd 2014, bgettrG{ witrl the Work E Aoftnco
Sh€t, a dl€d b fiis R€solulixr.

rr.rdlEIa.baldbPr#t.O.!dyr!r4i.Forai(td*M,rdo!ElftrrMrrdb.
ao, & rr-r5 -dlrorrafDG, olrE tsn!. clrf+ ilirro rn bqatr add zo3

/

h a R. A. (. $.ro.i,ny:Paprsnr..laYdr,(qlrtct,,, a Eflmht pa it knicc
B (S('Blilding lBPRoad. ( qrfiuid Hills.l l16 qL'r.in C,ry. t 9l I -79Jt9-l l-7919,et I,Eor: . e lsplitar \cbm!it.E- 8s ph. e *f,$.c*.to! ph



Ita Coffini.{tbn RESOLITES FURTHER that 0lo P€rsoo.l Dats shost (CS Fom
iro. 212, Revissd 2017) shaf bo supporbd by tho qi& b F3ing Orn $e PDS b guiro
efirpbyee arld apdicants h lhe @rnplbhrnsnt of fie na6s intoduced h the PDS.
Rwi!.d 2017.

Olfthk aod .rnployr€s th.l subnil an updabd Parson l M shct (cs Folm i5.
212, Revtrd 2fi7) 5 th3 a0stcy HRMO not ftr t ren April 30, 2017.

Any rturpl*qrtatkn ma& h lhs P6rsond De $ret (CS Forn No- 2f 2, R€r,i8cd
20f4 dd tho Wod( Expcriroca SII€€I lrtall cau8a tlp fling ot adnhisbati\ra/trimioal cas€rE
agEhlt t,! lorsr coocornod.

Tfa Rc.Elu&.l $a[ fak efi.cl afrEr ffte.r (15) d€F nom iE puHiutirn ir a
mulpapc of gcfloral clrqiHirfl.

Ouaoo City,

l"-vz-r,la--
AUSIA d.h ROaA.BALA

CheiDortoo

)
1tr"-L*

ROECRT S. IARTTXEZ
Coflrmidixr€r

v cAt{T
Cornnf8ri,|tsr

AtbdBd b,i

lV
Corlmkx*x| S€qEiarlrt and Lbaron Ofico



GIME T]O FI.U}IG OUT THE PERSOI'AL DATA SIIEET (PDAI

Wamlm:
ArV ',''qr rtr r tit,d. h lh h,,ond Itu Srraaand dr. ffb* EA.rl. ro Srr-a
N c,/,,.a-rlrrg dffi caxrL {.&r.tfn p.rton cgE,,,,d.

Pr,,,.l o,,..ch o,d,€ffi brdpPDstn,,a qilcfira.

otc;
Th€ POS rnay be accomdished tlsing the MS Wod brmat or MS B(cd
format-

ln the lrs E)c., foflrEt all lhe lid( boxeo will aubmalicany be mdt€d once
clid(d.

I?le PDS mt|t b€ar the {*rnatrre of the smpbyo€ arld dab of
acoolpliEtrn€nt at tho bo(bm of every pege.

Efiits in tle PDS may be fill€d out throwh handrriling or via
tt p€vrbr/comtrrbr. tf hendu,ritbn, enties stloru b€ in blod cedtal (e.9.
PRINT) tomet using a pon.

t.

All infumalion *rordd be provired accul"ably.

Do nd l€avE bkrk enti6. Put NrA if not applicaue.

For pr,poc€. of applicalion b a vEcant pcilion, lhe addfional sheet tbr ruo.k
oQ€iianca 8hoold be accomf*shed.

Palloial ln orrl.lion

. Emplo,r€c's nama E b be fll6d out in lhe iollr ing forlllat sumarne,
first nafiE, naIIE gr(bn8ion (it any), n*rdb narne. A spacG 6 aflofbd
for a(,l characbr or lettsr in the narE.

. Dab6 ere in num€dc brrnat fir/dd/yyyy

. Speo'lics sho(rld be gilen to'Olh€rs' rssponse in lhe civil sffila fidd.

' Ag€ncy qrnployee number l€-felr lo employee lD number in lh€ curenl
ag€ncy.

o For hokles of torEign/dual dlizenship, ploase sdect ftom the
dropdom lkt Ol€ iorcign counny $h€re fou Ge born/hat raliad or
lypeiflrita lhe Bam6 in lhe sFcs provired ltt€r€in.

€*,



ll. F.mlly B.ckgrc.lnd

. ,lame3 of spouse and parant3 are to b€ fllod out 0le bllowing brmat
rfilarne, frd narE, nams exbrtsbn (if eny), n*rdh namc.

. llo0rofs name is l'l€r mairsn name, q name *.ll6n stE uas dmb or
befurB mdriage.

. Ust full nrrB (fr8l narne ard a.manB) of ALL your ar dr€n.

. Dab of birtr iB in numeric ro.ymt mmrud/yyyy

lll, Educ{o.dB.cferourd

. hdicab FULL mrne of schools. DO NOT ABBREVIATE-

. For El€rn ntary ls,r|, irdhab PRIITARY EDUCATION if grduaEd

. For S€condary Let d, irdicab HIGH SCHOOL if greduabd und6r tE
oH curiculum: or JUNIOR HIGH SCHOOL or SENIOR HIGH SCHOOL
I gmduaH urder the K-l 2 crrrkulrm.

. hdicab h FULL all couls€s taken in cofiegE (o.9. ASSOCIATE lN
ARTS. AB ECONOMTCS, BS PSYCHOLOGY, MA lN HTSTORY).

. hdic.E dl ma3te's or docbrate d€gEes telcn.

. tr gduatd fur ev€ry lev€|, indicab y€ar of graduetion.

. f nd gradueEd in any lerr€l, indicab th6 hEhest gra(b, letrd or unib
aemod.

. Petud ot 8tt6rdano6 are staEd in sdlool yoars (o.9. 1S92-1996)

. hdicaE lny sdda,rhip and/or acadeBdc hdlo,r Eod!,€d in eacrl
birel.

lV. Chr t ivfc. Elglulily

lndicab all dvil service eligibfl'fi€s eam6d with conBponding ralirE,
dab ard place d alamimlirn/cofiGrflErt

Exarde:

Car€, S€rvioe SubPrcft.simd EOI 32r/90 - v€ier.n Prtik?lce Rating
C-ar Servica Pro Esional PD 907 - Flooor Graduab
Catec S€wice EraJliye RA 7883 - BararEey tleallh wortot
SEnoeraphs BarangEy Ofidal
PD 997 - Sd€r{i6c and Todrmlogical Sp€dalM

f 6amed ofigiufity ontails a ficens6 (RA f080), indicab Ul€ licsnsa
numbs .nd ib dab of valk ity.

V. Woda Expa.f.rca

lrdk:8b a[ po.rlbn held bodr h lhe pliblb ard Fivais gI@
sBtng tiom curEnt work.

Pag. 2da
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. lncltlsiv€ dabs ate indicabd in numeric fomat mr/ddryyyy.

. lndlcate FULL poeition ti €s and COMPLETE I{AME of
&pqtncnuag€ncy/ffic€rcompany. DO NOT ABBREVIATE.

. lrdicatE rnonlhly salary in fgufes (e.g . 721 ,En).

. Salary Sade and salary sep, if applicable, sho{dd be stated in tle
fornat'm{ (e.9. 24-2, 2.1 for salary grade, 2 tur salary 8Ep)

. lndicata statE of ernpbyment (e.9. perrEner*, Empdary, c*ual,
cofltaetual)

. lrdicaE 1les' unds go\remment seMce if posilim held i3 in lhe B$lic
or go\rernment €mpbyrnent or "no" if heH in tre priv# emplq,meflt

. Addlionel sheet for vrod( experience st|ordd be acoompHled arld
$rbrni$ed iogdtsr with lha PDS in cas€ of applk ion b a vacant
posilbn. Thb shdlE be accorplish€d only fur woft ereeri.mce
r€l€vant to the pcilion b€ing applied b.

votu ra.!y Wot or lrvohrslr|er in CiybrfMioYEmmont Pooph,
Vofttrltlry OrgantsdolE

. lndlcab the FULL name and address of the organiz€ ion where
involved as voluntary rvo*er.

. lndusavB dabs, start (fiom) and end (io) shou6 be in numeric tuflnat:
flrn dd/yyyy.

. IrdklaE lhe number of hours d wluntary wo{t Endered.

. Indicab the position/natuE d voluntary work r€ndered.

Vll. l-aan*|c rd Oavdoflns hlsw.ntlor[

. lrdicaE FULL tfes of leamitE and dev€lopment (L&D) inbrv€nlions
albnd€d dudng ornployrflent hdicate list trom lhe most recent L&D.

. lnchr!$r€ daies of atbndarrce, silart (from) and end (to) should be in
numerh tormat nxrrdd/yyyy-

. lndbab lh€ number d hours atEnded tor progranr.

. lndbab lhe tpe of L&D inbnenliro (e.9. managBrid, sup€wkfiy,
tecrnical)"

. lrdiceE tle FULL name of inditXbn/agiency that conducied or
sPolrsor€d the p.ogram. DO NOT AaBREVIATE. (e.9. CSC stlorld be
Civil Se ice CommEsion).

Vlll. O(t|sldbrmton

. lrdicaE apedal skills /hobbirs.

. lndicaE in FULL no+.academic distinclionsrrBcogrilirn (amrds
rBcoiv€d)

. lrdi€te rnernbrEhip in any profussional assodalion/dganization by
writiu in FULL sai, Hod{ ion/o.gar$zalion. f

frserorr\,.^
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. lndic rrspon* b queslions 3( to /O on trE rirn side oftle sh€st

. Provire dstad8 c sp€cificali(,l3 trof any yes ]espome.

lndi(* th€ FULL nafl€ of r!,lb{ences wi0r tE iomat FIRST I{AME, Ml,
SURMME, ftei addEsses and respeclive blephone numb€rB.

t12

A3 ag[,asrl.nt b and for compl€{irn of 0|€ PDS, ths efiploye's siJnetuIe and

ruht l'rrmb mart 8houH be sffi(ed in lhe borea provir€d. lndicab abo tl6
ge€rnnont lD numbor and date ot isauance in the boxoa providod. Las0y,
ata.tr a RECENT PASSPORT SIZE (4.5 crn. x 3.5 crn.) pactuIe witl
COMPLETE AND HANDI,VRITTEN NAME TAG and SIGNATURE OVER
PRINTED NAME. Pictrre must b€ taken wilhin lhe last six (0) rnoflths.
ComBrtBr g€r€rabd or phobcopied pictfie b not acceotable.

6;,




