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DIVISION MEMORANDUM
No. B . s202
TO: Assistant Schools Division Superintendent

FROM:

DATE:

RE:

Chief Education Supervisors, CID and SGOD
School Heads (Elementary and Secondary)
All Others Concerned

VICTORIA V. GAZO, PhD, CESO V
Schools Dlivision Superintendent 4

January 8, 2020

SUBMISSION OF UPDATED PERSONAL DATA SHEET (PDS)

1.

2.

3.

Encl;

Pursuant to Civil Service Commission (CSC) Memorandum Circular No. 11, s.
2017, this Office hereby directs all employees to submit updated Personal Data Sheet (PDS)
(CSC Form No. 212, s. 2017) (Enclosure 1) in two (2) hard copies on January 31, 2020 to
the Personnel Unit,

Further, Chief Education Supervisors, School Heads and Service Heads are
advised to accomplish two (2) copies of the PDS Transmittal Form (Enclosure 2) which shall
be submitted together with the individual PDS of employee under your supervision.

Quenes relative to this can be channeled to Guia Ma. G. Villahermosa at 0917-706-
7745 or Jocardo B. Desalan at 0975-974-8066 of the Personnel.

As stated

Copy furnished:

Records Unit
AQ V File
Personnel Unit

TO BE POSTED IN THE WEBSITE

Sayre Hi-way, Casisang, Malaybalay City

Telefax t: 088-314-0094, Tel.# 088-813-1246

Website: http://depedmalaybalay.net

Email: malaybalay.city@deped.gov. ph; depedmalaybalay@gmail.com
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MEMORANDUM CIRCULAR
10 :  ALL MEADS OF COWATIIUTIONAL SOCOIES;

DEPARTMENTE, BUREALER AND AGENCHES OF THE
NATIONAL QOVERMMENT, LOCAL GOVERNMENT UNITS;
QOVERNMENT-OWNED OR CONTROLLED CORPORATIONS
WATH ORIGINAL CHARTERS, AMD STATE UNIVERSITES
AND COLLEGES

SUBJECY

Pursuant 30 CSC Resolulion No. 1700850 promuigated on Merch 21, 2017, the
Commission approved the adoplion of ihe Personal Data Sheet (PDS) (CS Fosmn No
212, Revised 2017), logether with the Work Experienae Sheat,

The Parsonal Data Shast (CS Form No. 212, Revisad 2017) is supporied by
the Guide ko Fillng Out the PDS o guide empicywes end apphcanis in the
socompishment of the felds Introduced i the seid PDS form.

Officials and empicyass shall submit twe (2) copies Of the accornplished
Perscnal Data Sheet {CS Form No. 212, Revised 2017) 10 the agency HRMO nol later
than Apfl 30, 2017 The agency HRMO shell submit one {1} copy of the employess'
PDS ta the Civit Serveioa Comimesaion Fisid Office concermed

Ay eniscepreteniation made n the Personal Data Sheet (CS Form No. 212,
Revsad 2017) and the Work Experence Sheet shall cause The Sling of
adminisiralive/crimingl Crse’s Bgainet the persan conocemned.

This Memorandum Circutar shall take effect fifieen (15) days oler ihe
publication of the seid CSC Resoistion in 3 newspaper of general Girculstion

mé.mu

06 APR 2047

CSC Ruachuion No YIS cnied Marsh 21, 20T wes Suiilaneg on Mavoh 23, 2017 w1 Tie Phifpuse Star.
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GUIDE TO FILLING QUT THE PERSONAL DATA SHEET (PDS)

Warning:
Any misrepresentation made in the Parsonal Data Shest and the Work Experience Sheet
shall cause the filing of administrative/criminal case/s against the person concernad.

Pleasae fill out each of the fields in the PDS when applicable.

Note:

¢ The PDS may be accomplished using the MS Word format or MS Excel
format.

+ In the MS Excel format, alt the tick boxes will automatically be marked once
clicked.

e« The PDS must bear the signature of the employee and date of
accomplishment at the bottom of every page.

e Entries in the PDS may be filed out through handwriting or via
typewriter/computer. |f handwritten, entries shouid be in block capital (e.g.
PRINT) format using a pen.

» Allinformation should be provided accurately.
+ Do not feave blank entries. Put N/A if not applicable.

+ For purposes of application to a vacant position, the additional sheet for work
experience should be accomplished. For the purpose of updating personnel
information in the PDS, the Work Experience sheet is not required.

L Personal Information

« Employee’s name is to be filled out in the following format. surname,
first name, name extension {if any), middle name.
Dates are in numeric format.: mm/dd/yyyy
Specifics should be given to “Others” response in the civil status field.

e Agency employee number refers to employee ID number in the current
agency.

e For hoiders of foreign/dual citizenship, please select from the
dropdown list the foreign country where you were born/naturalized or
type/write the same in the space provided therein.
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Family Background

Names of spouse and parents are to be filled out the following format:
surname, first name, name extension (if any), middie name.

Mother's name is her maiden name, or name when she was single or
before marriage.

List full namaes {first name and surname) of ALL your children.

Date of birth is in numeric format: mm/dd/yyyy

Educational Background

Indicate FULL name of schools. DO NOT ABBREVIATE.

For Elementary Level, indicate ELEMENTARY if graduated.

For Secondary Level, indicate HIGH SCHOOL if graduated under the
old curriculum; or JUNIOR HIGH SCHOOL or SENIOR HIGH SCHOOL
if graduated under the K-12 curricuium.

indicate in FULL all courses taken in college (e.g. ASSOCIATE N
ARTS, AB ECONOMICS, BS PSYCHOLOGY).

indicate all masters or doctorate degrees taken.

If graduated for every levet, indicate year of graduation.

If not graduated in any level, indicate the highest grade, level or units
earned.

Period of attendance are stated in school years (e.g. 1992-1996)

Indicate any scholarship and/or academic honors received in each
level.

Civil Service Eligibility

Indicate all civil service eligibilities earned with corresponding rating,
date and place of examination/conferment.

Example:

Career Service Sub-Professional EO132/790 — Veteran Preference Rating

Career Service Professional PD 907 - Honor Graduate
Career Service Executive RA 7883 - Barangay Health Worker
Stenographer Barangay Official

PD 997 - Scientific and Technological Specialist

if earned eligibility entails a license (RA 1080), indicate the license
number and its date of validity.
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V. Work Experience

Indicate all positions held both in the public and private empioyment
starting from current work.

Inclusive dates are indicated in numeric format: mm/dd/yyyy.

Indicate FULL position titles and COMPLETE NAME of
department/agency/office/company. DO NOT ABBREVIATE.

Indicate monthly salary in figures (e.g. P21,877).

Salary grade and salary step, if applicable, should be stated in the
format "00-0" (e.qg. 24-2, 24 for salary grade, 2 for salary step)

indicate status of employment (e.g. permanent, temporary, casual,
contractual)

indicate “yes” under government service if position held is in the public
or government empioyment or “no” if held in the private employment.
Additional sheet for work experience shouid be accomplished and
submitted together with the PDS in case of application to a vacant
position. This should be accomplished only for work experience
relevant to the position being applied to.

VI. Voluntary Work or involvement in Civic/Non-Government/People/
Voluntary Organizations

indicate the FULL name and address of the organization where
involved as voluntary worker.

inciusive dates, start {from) and end {to) should be in numeric format:
mm/dd/yyyy.

Indicate the number of hours of voluntary work rendered.

Indicate the position/nature of voluntary work rendered.

Vil. Learning and Development Interventions

Indicate FULL titles of learning and deveiopment (L&D) interventions
attended during employment. indicate list from the most recent L&D.
inclusive dates of attendance, start (from) and end (to) should be in
numeric format: mm/dd/yyyy.

tndicate the number of hours attended for program.

Indicate the type of L&D intervention (i.e. Managerial, Supervisory,
Technical or Foundation). For managerial and supervisory L&D
interventions, reference should be made to CSC MC No. 13, s. 2011
while technical L&D interventions are defined in Item b, Section 7 of the
Omnibus Rules Implementing Book V of Executive Order No. 292.
Other L&D interventions such as the induction Program, Orientation
Program or Values Development Program fall under the Foundation
type.

Indicate the FULL name of institution/agency that conducted or
sponsored the program. DO NOT ABBREVIATE. {(e.g. CSC should be
Civil Service Commission).

Page 3of4



VilL.

Other Information

s Indicate special skilis /hobbies.

e Indicate in FULL non-academic distinctions/recognition (awards
received)

» Indicate membership in any professional association/organization by
writing in FULL said association/organization.

# 34-40

#41

#42

Indicate response to questions 34 to 40 on the right side of the sheet.
Provide details or specifications for any yes response.

Indicate the FULL name of references with the format FIRST NAME, MI,
SURNAME, their addresses and respective telephone numbers.

As agreement to and for compietion of the PDS, the employee’s signature and
right thumb mark should be affixed in the boxes provided. indicate also the
government |ID number and date of issuance in the boxes provided. Lastly,
attach a RECENT PASSPORT SIZE (4.5 cm. x 3.5 cm.) picture. Picture must
be taken within the last six (6) months. Computer generated or photocopied
picture is not acceptabie.

The PDS should be subscribed and sworn to before the highest-ranking
Human Resource Management Officer (HRMO) of the agency, any authorized
official/officer in the agency, any officer authorized to administer oath or a

notary public. Heads of agencies may delegate such authority through an
Office Order.

Pagedofd



Encloore 4
B e - —
by " PERSONAL DATA SHEET

wm:m;wmmmmmmmmmmwmnﬂmmmor rh ‘criminal casers against the p
CONCETId.

(Do not Bup For CSC use onik)

[RAUE EXTENSION (R, SR)

MODLE NAME

3 GATE OF BIRTH
{mméddipyey)

15, CITIZENSHEP [ Ftipino [ bual CRizenship
by bith by natratization
4 PLACE OF BIRTH ¥ holdor of dust czanship, Pls. indicate couniry.

please inticals o detas. -

5 SEX O Mase [ Female

[ singte 3 Married 17 RESDENTIAL ADORESS
6 CVIL STATUS
Uw Dsﬂﬂfﬁﬂd HoupeBlackdot Mo Sreek

0 othess:

7 HEIGHT [m)

B. WEIGHT [kg) I CODE

18 PERMANENT ADDRESS
v B HovsaEnckt of Mo Sireet

16 GSIS D NG

11, PAG-IBIG 1O NO, e e
CityMnipaily Brovinge

12. PHLHEALTH NO. ZIP CODE

13. 555 NG, 19, TELEPHONE NO.

14 T RO, ?) MOBLE HO.

15. AGENCY EMPLOYEE HO 1 E-MAL ADDRESS F o)
. FAWBLY B ROUND
(22 SPOUSE'S SURNAME 23 HAME of CHLDREN (Wire il varme: and 4t all) DATE OF BIRTH {mmiddiyyyy}
NAME EXTENSION (., SH)

FIRST HAME

MIDELE NAME

DOCURPATION

EMPLOYERBLISINESS NAME

BUSINESS ADDRESS

TELEPHONE NO

. FATHER'S SURNAME

FIRST HAME tu EXTEWSION (R 5R)

MIDOLE KAME

[25 MOTHERS MAIDEN RAME

SURMNAME

FIRST NAME

MIDDLE HAME iCombinun on separste sheat if recessary;

SCHOLARSHIP!
5 HAME 0F SCHOOL BASIC FDUCATIONDEGREE/COURSE PERIOD OF AFTENDANCE | WIOHESTLEVELH] ACAIVEME

LEVEL i¥ro in hal) {Wrko n il ;";5 EARNED § cpabuaTen | HooRS

From Ta RECENED

FLEMENTARY

SECONDARY

VOCATIORAL /
TRADE COURSE

COLLFGE

GRADUATE STUDIES

{Contaue on soparate shee! if pecessary)

SIGNATURE DATE

5 FORM 212 {Revimsd 2017), Pago 1 of 4



B V. CIvit. SERVICE ELIBIBILITY
7. GAREER SERVICE/ RA 1080 (BOARIW BAR} L . .R

RATING DATE OF LICENSE {ff sppliczble)
SPECIAL LAWS{ CES/ CSEE o Appi EXAMINATION / FLACE OF EXAMINATION / CONFERMENT Drabs of
BARANGAY ELKGBILITY / DRIVER'S LICENSE fopiostie) | conzruenT L e

V. WORK EXPERIENCE:

{Includs private employmiint, Start from your recent worki Description of dirties should ba indicated in the attached Wark E

INCLUSIVE DATES v
{mmiadyyyy) POSITION TITLE DEPARTMENT ! AGENCY } OFFICE | COMPANY MONTHLY e | sTaTUsOF SeRVICE
{Wrike in fukDc ot abiraviaks) {Wrka in 1.5V ol sbbreviaks) SARY | Temmurs | #PronTIENT o
From Ta HCREMENT
fLomtin e on saparaie sheet if hecessary)
SIGNATURE DATE




_ BIVIC / NON-GOVERNMENT / PEQPLE / VOLUNTARY ORGAH"S
HAME & ADDRESS OF ORGANIZATION INCLUSIVE DATES

Wil n ) (miniodyyey} MAPER OF HXRS POSITION  RATURE OF WORK
Fram To
FComlinut O separvin dlvemt f reciy

Vil. LEARMING AND DEVEL QPMENT (L&D} INTERVENTIONS/TRAINING PROGRAMS ATTENDED
FSET0m o ot sepent L ARG fcogzstn and tnaild oty e ratevert L&Msining takec ot fhe

destfiee 15 prirs bor Diwsion CebEscuiseSmegernl poszas -

Type of LD
TITLE OF LEARNING AND DEVEL OPMENT MTERVENTIONSTRANNG PROGRAMS ATTENGANCE i

{ Mg CONDUCTELY SPONSCRED BY
W L) L] AR OF 1R Spwrsinmy (Yie 1 B}
Tachiouliec)
Frem To

JCorERUS O eI BT 1 acRACY]

VI OTHER INFORMATION.

HON-ACAGERRC DISTINCTIONS § RECOONITICN 0 LEMBERSHIP N ASSOCIATIONORGANIZATION
kIR SPECIAL SKILLS and HOBBIES 2 e in A} : [Wrim in k)
Bondnmm separsie sheat i mcassary}
SIGMATURE DATE
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34 Are you ralated by consanguinify or efi. o the appointing ar recommending authecity, of to the ‘

mwmmmummm%humwmmwummm,
&reauotoepanmmtwhereyouuibeq:ppohbd,

NO
& within the third degrea? gYES g "
i Y&
. within the fourth degree <o Local Government Unit - Carear Employees)?
b { i YES, give details’
» a.HMpumheenbundguilydmyadnhistaﬁwaﬂusB? []ves O~
HYES, give dotails:
b. Have you been criminatly charged before any court? Oves Cno
' FYES, give detaits:
Date Filed:
Status of Cagels:
% Havayoumbaenoonvbbdofmyuimor\ﬁola’a‘onofmylaw.dem,utchameorregulaﬁonby [ ves O
any court or fibunal? If YES. give detaks:
7 ummmmmmmmmmmydmmmrmﬁw O ves ‘ CIno
dropped from the rods, dismiseet, termination, end of term, fmished contract or phasad out {aboktion] ff YES, give details:
in the pubiic or private secior?
% 4. Have you ever bosn a candidate in a netional or local elecion held within the last year (except O ves Owo
Berangay election)? f YES, give detais:
b. Have you recighed from the government eenvice during the three (3)-month period before the last O Owo
slection o promots/actively campaign for a national of locel candidate™? if YES, give details:
35 Heve you acquired the status of an immigrant or parmanent resident of enother country? O ves CIno

I YES, pive detaits {sounlry):

4. Pursuant to; {a} indigancus People's Act (RA 8371); (b) Magna Carta for Disabled Pevsons (RA 7277},
and (c] Solo Parents Weifare Act of 2000 {RA 8972), please answer the following flems:

8. Are you a member of any ndigenous group?

] ves Ono
If YES, please spacify;
*b Are you a person with disahiity? ] ves Ove
K YES, pleass specify 1D No:
¢ Are you a ecle parent? O ves Owe

i YES, please specify |D No:

41, REFEREMNCES ;Fersir v+ giedd by SRR LTy N BT I R BT
NAME ADDRESS TEL NO.
W0 picture tadeen within
the lesl 6 months
45cm X35cm
{passport wze)
Computer generated
or pholocopisd prciure
i not accaptable
%2 | deciare under oath thet | have personally accomphished this Personal Data Sheet which is a true, comect and
complate statement pursuant o the provisions of periinent lewe, rules and regulations of the Republic of the
Philippineg. | authorize the agency head/authorized reprasentstiva lo verifyivalidate the contonts stated herein, |
agres that any mierepresentation made in this document and ifs altachments shelt cause the Sing of
adminiskafivel/crimine! casals ageinst me.
[ Govemment issued ID . Fasmat, G5, 553, PRC. Drivary Licersa, o)
PLEASE INDICATE 1D Number andf Dele of issusnce
(Govemnment Issued 1D
DA icensePazsport Mo 5 TSign neide The bon]
DataPiace of Issuance oo A o Right Thumbman
SUBSCRIBED AND SWORN %o before me this , affiardt exchibiing hisher validly issued government iD as indicated above.
Pargon Adminigtering Oath

MR
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Erclesuee 2

PERSONAL DATA SHEET TRANSMITTAL FORM

AGENCY: REGION:
INSTRUCTIONS: Date of recelpt of CSCFO:
{1) Fill-out the data nesded In the PDS Tranamittal form completely and accurately.
(2) Do notabbreviate entries.
{3) Submit the duly accomplished PDS Transmittal form to the CS8C Fleld Office-in-Charge
together with the updated Parsonal Data Sheets (PDS) of alf offlicials and smployses.
NAME OF EMPLOYEES
Ti SALARY!
| s | (et st « | 08| MELOENT
Last Neme First Name Extension Middie Name applicable) GRADE
{Jr. /7 iR}
No.
1
2
3
4
4
5
8
7
8
9
10
11
12
) 13
14
15 -
e ERTIFICATION —— — - —

This is to certify that the information contained in this form are true, correct and complete

Highest Ranking HRMO






