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PLANMING
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+ GCWERMMENT REGAIREREN TS,
IRsUARCE S, POLKLS AKD

PRCCECUIRES RLTEMTICN
s PNCIC SYSTERS & PROCEDURES

¥

SERARATION

v
CORE SUPPORT
PROCESS

1.0 PLANMING — Process of projecting and funding the cost of manpowe requirements or
dalermining the optimum use of current manpower resources as inputs for effectlve and
efficient histan resource management [Recrwitment, Betention and Separation) to attaln
the Company's Mission, Vision and Guoals. Thrs s undertaken during PNQCs Strategic
Planning-
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R4 AMFBVER FORILIES, PRCGCECURES |

AlD SELECTION S3vSTERA |RAEFLLI
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B !

‘ RETEMTICN ‘

2.0 RECRLNTPAENT is the procecs of finding and selecting the right candwlate for the right
position through interviews, lestihg and other pre-employmenl process evaluated
throwgh established selection procedures,
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MAS-01F7

CONTEAT AGRAM
Personnel Services Dndtlan

RECELITMEMNT H

TIMEKEERING RECORD (ETHs, Leave
apalicaticns]

TRAINILS AFTLICATIONS (LSPRFTRR)
PCAFORMAMIE REFORTS [IFCE|
PO POLECIE S AW PROCEDLRES
(PRAISE, FOPS, SIS

+

+
COPPENSATIOH -
AN BEMFRITS = TIMEEEPIMG £ *AYROLL REPORTS
« MOTICE OF SALARY
AL UATRENT ZALARY INCREMENT
PERSDMNMEL * SATISFIED, COBPETENT AN
DEVEECPRAENT ~ EFFIQIENT EMFLOYEES
FLRFOBAM ARFCE
EYAILIATION
PACHITORING
IR
LEMARATION

3.0 RETEWTION covers the process where employees are trained, motivated and rewarded to
give value to their wark outputs, te encourage them te perform well and Lo ensure that
orgamzatlonal goals are met with efficiency,
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PHOC CONTEXT DIAGRAM
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Parsonta| 2arvleas Division

RETEMTION

!

| RESIGMATION

GLVYERNMMENT RETIREMENT LAWY,

155 AR RS, POLICAES Gh | RETIRERAEMI
MRCCERIIRES | + TERMAIKAI/FIMA] PAY
REXCiM0, L ION S RETIREMENT) # SFFORATEDNTERBAIMATED

I
TRAYSFERTERMIMATION LETTLR TERMIMNATION TRAMNSFERER FRRICI¥HF
BPFIR AL ALCERTRMLE LITTER
CLEARANCL
XIT INTOMWIEYS

TRAMSFER

COKE SUEPORT
PROCERS

40 SEFPARATION |5 the process af ensuring that afl departing emplovess are praperly
separaked frotn emnployment and cleared fram any money and property acoountabilities
incleding 1he completion of documents needed e faclitate the processing of separation
requirernehts and benetits, i there is any.
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1.0 Objective

4.0

50

The PNOC Recruitment policy aims to observe the merit principle in the selection,
hiring and promotion of employees on the basis of their gualifications and
competence in attaining PNOC's objectives and to adopt a dynamic stance in the
employment area of personnel management.

Scope

This cowers all applications for employment (permanent, temporary, coterminaus,
contractual, seasonal, emergency / casual employees), in the first, and second level in
the career service up to the position of Senior Vice-President.

References

31 PMOC Merit and Pramotion Plan and Selection System Policies and Guidelines
32  Civil Service Laws and Rules
33 PNOC Emplovee Handbook

Definitions and Abbreviations

Refer to Annex A “PNOC Merit and Promotion Plan and Selection System Policies and
Gzuidelines

Policies and Guidelines

5.1 PNOC shall strictly adhere and implement the provisions of the Merit Promotion
Plan and Selection System (MPPSS) in addressing the specific aspects of its
manpower needs.

&3 PNOC shall strictly adhere to the Civil Service Laws and Rules on Recruitment and
Solection and Pramaotion.

5.3 The Company shall not discriminate/disqualify a candidate by reason of cread,
race/reglonal groupings, gender, color, age, sodal or material status, physical
appearance, state or attributes, origin and political assodiation or inclination,
unless any of these factors substantially affects the effective performance of a
job. Harassment or intimidation of applicants before and during the selection
pracess shall not be tolerated. Opportunity for employment shall be open ta all
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5.6

)

59

£.10

5.11

citizens. However, relatives within the third degree of consanguinity or affinity of
the appainting ar recommending authority or the person exercising immediate
supervision over the employee shall not be hired or promated in the Company
unless the pesition to be filled is coterminaus or highly confidential or is exempted

from the Civil Service prohibition.

All vacant career positions shall be posted/advertised for 3 period of ten days
before filling-up of any of these positions shall take place.

The PNOC QOualification Standards (QS) shall be used as a basis/guide in
determining initially the fitness of a person for a particular position. Applicants
whose qualifications are lower than the prescribed requirement shall not be
considerad for further screening by PSOL

applicants who meet the Q5 shall underge appropriate intelligence and aptitude
tests conducted by P50,

For vital positions that are difficult fo fill due to their high and specialized
requirements, the Head of the Department/Office where the vacancy is, wilh the
concurrence of the majority members if the Promotion and Selection Board (PSE)
may walve the result of the test of an applicant provided he meets the other

reguiraments of the position.

The P5SB shall conduct the final screening of all qualified candidates to competa
far any career position. A minimum of five (3) qualified candidates for every vacant
position shall be evaluated. However, for positions that are difficult to fill or there
are limited number of qualified applicants for the vacant position, the P38 may
deliberate on a lesser number of candidates.

The P58 shall use a systematic, fair and consistent method of screening qualified
candidates. It shall ensure that qualified candidates are evaluated for pesitions
where they can make full use of their talents and skills. It shall also consider their
potentials to take on added responsibilities.

The PSE shall recommend ta the PNOC President a list of qualified candidates from
which the President shall salect the most gualified candidate for the position.

An appointment becomes valid immediately upon issuance by PNOC President.
The new appointes who has formally assumed the duties of the position is entitled
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5,11 An appointment becomes valid immediately upon issuance by PNOC President.
The new appointee who has formally assumed the duties of the position is
entltled to receive his salary at once without waiting for the approval of his
appointment by the Civil Service Commission.

5.12 A New Employee Orientation {NED) is conducted by HRM Dfficers (Employmeant,
Training and Compensation and Benefits) to all newly appointed employees
immediately upon reporting te work to make the new employee  feel
comfortable and infarmed about the company, and prepared for their position.

5.13 HAM Officer Employment shall tour arownd all newly hired employess to
introduce him/her to all employees of the department/office, as well as all other
amenities of the Company in arder for the new empioyee to be familiar with
Company amenities.

514 All appointments and the required attachments together with the Report on
Appointments lssued (RAI) shall be submitted to the Civil Service Commission
every 30" day of the succeeding manth, The appointment remains valid unless
disapproved by the Commission.

The specific guidelines as indicated in the PNOC Merit and Promotion Plan and
Selection System Policies and Guidelines, under Sections V and Wi will e followed
iri the hiring and promotion process.
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6.0 Procedure Details
Activity Responsibility Motes/References
(s )
.
Request to fill a vacancy Head of the 1 Refer to MPPSS
using the Reguest for Departrment/Office (End- Procedure 1.1
Employes | RFE) Form User)

'

Sourcing and Publication
of vacancies

L)

Initial Assessment of
Applicants and Mext-in-
Rank Employees

Yes o

b mmy L2

Thank You letter

Undergo pre-amployrment
tost

v
Yas Mo
Paswed
EXamy

Thank You letter

O

HEM Officer- Employment
Section

HRM Officer- Employment
Section

HRM Officer- Empleyment
Section

HRM Officer- Employment
Section

HRM Offlcer- Employment
SEction

3,

Refer to MPP5S
Procedure 2.1/2.2 and
Policy 6.4.

Refer to MPPSS
Procedure 3.1 and Palicy
6.5,

HEM CHficer =
Employment will send
Thank you letter ifthe
applicant did not pass
initial assessment

Hefer to MPP55
Procedure 3.2 and Policy
b6

HRM Dfficer -
Employment will send
Thank you leter if the
applicant did not pass
the pre-employment
test
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Auctivity Responsibility Notes Refarencas
o
¥
Sraparation ot
deliberation materials of e "HMSFFEEELW,‘IM 6. Refer to MPPSS
gualifeed candidates for bl ; L Pracedure 5.1.
HHEMPER s assessment Chie
*
, el i, P
Ewﬂﬁ?hf:te;‘:;; e Hurman Resource Merit 7. Refer to MPP55

recommends to the
Appointing Authosity the
mast quedlﬁ:d :andlduh.-:.

Lelects anl:l appaints
employes for the position
appointed?

Yos Mo
|_ Thank You lelter J

Preparation of Appointment
and lssuance of

Employment Requirements

l

Submission of Pre-
emgloyment reguiremgnts

.

Employves

Promation and Selection
Board

FNOC
President/Appointing
Authaority

HEM Officer -
Employment/FS0 Division
Chief

Newly Appointed
Employes

Procedure 5.3-5.4 and
Palicy 59-5.10.

8. Refer to MPP55
Procedurs 5.1-6.2

5, HRM Dfficer =
Employment will send
Thank you letter if the
candidate was not
appointed

10, Refer to MPPSS
Procedure No. 7.1
[Newty Hirad Pre-
employment
Checklist/Promotion:
Dath of Office/
SALM/PDS/POF)

11. Mewly appainted
employee shall submit
employment
requirements
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Activity Responsibility Motes/References
(2)
' 12. HRM Officer -
st Employment shall
Validation of authentcity X £ I
of documents submithed HAM Officer-Employment :3f|tﬁ:t§;r;;::|::nmﬂ?

¥

New Employes Orientation
{on board) Aeguest
ioy/Emal Accaunt/Local
lme

AL

'

Subrmission of
Appolntment Papears and
ather Requiramants to C5C

Lipdates Blanfila
[Reflecting the new
appointment issued)

r

Pasts the names of Lhe
few Appointess 3 day
after the issuance of the
appointment fora period
of 15days

.

End

-

HEM Officer WIHRM
Officer- Employment/HRM
Officer-Training/ HRM
Officer - Benefits and
Compensation

HRM Dfficer -
Employment/ HRMD
Officer

HAM Officer -
Employment, HRMO
Officer ¥

HEm Officer - Employment

13.

14,

15.

submittad by the newly
appointed employes.

Refer to MPP5S5
Procedure B

Rafer bo MPPSS
Procedure 7.9 and Policy
6.24

pdated Plantiila shall
be submitted to the
Department of Budget
and Management every
end of the month

. Refer bo MPPSS

Procedures 6,10
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7.0 Records and Files Generated

7.9,

Request for Employee {PSD-01F1)

pdema to the Cualified Mext-in-Rank Employees (P50-01F2)
Thank you letter (PSD-01F3)

Test Result Profile {PSD-01F4)

Evaluation Data Sheet (P30-01F5)

Competency Based Interview Rating Sheet (P5D-01F6)
Parsonality Interview Assessment Form (PSD —01F7)
Evaluation Table (PSO-01FE8)

Comparative Sumemary Rating (PSD-01F9)

7.10. HRMPB Resolution (PSD-01F10)

7.11.
712,

Empioyee Request Form (PSD-01F11)
Posting of new appointees [PSD-01F12)

8.0 Attachments

8.1,
8.2,
5.4,
8.4,
8.5,
B.B.
B7.
2.8
8.9,

Request for Publication for Rank and File positions (PSD-01A1)
Request far Publication for Executive/Managerial positions (PSD-01A2)
Appointment Paper [PSD-01A3)

Personal Data Sheet [PSD-014A4)

Dath of Office (PSD-01A5)

Position Description Form (PSD-01A6)

Certificate of Assumption to Duty (PSD-01A7)

Medical Certificate (PSD-01A8)

statement of Assets and Liabilities (PSD-01A3)

8.10.Report on Appointment |ssued (P5SD-01A10)
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Thug 1% 0 requasl [he puddicaion nf lhe following @acam zosdions of Meme af Agemey) e (e CEC webade
(Haed o Agency]
Cate.
Sanl Ejml;ﬁ“' Monthi Gualdlzation Standards
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Grare B ucaton Fakhing WpErignde Eligibdiny tiF applicaks)
p .
WE
3
4
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(Complela Ofce Addressa)
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CS& Form No. 32

Favrsaa i T
REFUEBLIC OF THE PHILIFFINES
PHILIPFINE NATIONAL QIL COMPANY
OATH OF OFFICE
L af
_ having been appanled to the
position of haraby solsmnly swear,

that | wall fathfully dizcharge to the best of my ability, the dulies of my present
position and of atl others that | may hersaftar hold under the Republic of the
Philippines; that | will bear true faith and allegiancs 1o tha same; that | will obey the
laws, legal orders. and decrees promulgated by the duly constituted aulhorites of the
Republic of the Philippines; and that | impose s gbligation upon myself valunkanly.

without mental reservation or purpose of evaslon.

80 HELP ME GGD

{Signature ower Printed Name
al the Apponles)

Gowamment 10,

I0 Mumber
Dl 1250 |
Subscribed =@nd  =2wom  to before me  this day of
, 20 in
Philppines.

(Signalura ower Printed Name
ol 1he Appointing Cfficer!
Authontyf Head of Offee)



Republic of the Philippines
POSITION DESCRIPTION FORM
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Republic of the Philippines
PHILIPPINE NATIONAL OIL COMPANY

CERTIFICATION OF ASSUMPTION TO DUTY

This i to certify that Ma/Mr. DANA MAE K. NG-CABIG has assumed
the duties and respansibilities as Human Rezource Management Offlcer I

of Personnal Barvices Divisien! Adminigtrative Servicas Departmant

effeslive Ootoher 1

Thiz 2&rfication iz iszued 1N connection with the ssuance of ke

appointment of Ma/Mr. Ng-Cakiy as Human Ressurca Management Officer
(18

Done this 15" day of Qetobar 2013 in Taguig Ciby.

Ling G. Calact
Head of Ofice/DepartrmantsUnit

Date Cetober 16, 2018
Allested by:

Lima G, Calaar

Highest Ranking HRMO

201 e
Admin
ggg For sihmiscion fo CACFO

wirhin: 30 davs from the
dite of assumplion of the
OPRIRESE




CS Form No_ 211
Raviaed M7

MEDICAL CERTIFICATE

|Far Emalpamerm)

INSTRUCTIONS

a. Thea medicel caflificsls should br accormphshed By a licansed govemment physician,
. Attach ihis cerificala 1o orginal appoinimant. Irsesiar ann rrerngloyrmeant.
c. The tsulls af the lollowing pre—employment redicalphysicalimantal examinddices

raLisl he aHached ta this fomm:
] Elaca Taet
il Liinalysis
[#] Chect %-Ray
12r14g | et
] Peycholegpoal Tes
[ Neuro-Psychialric Exarninztion (F agpplicable)

FOE THE PROPOSED APPOINTEE

MAME iLast rians, First Mam, kiarn Eenasrinn (f anp) and Middke Hamet

ALETA. FlA MATINIMG

AGEMNTY ! ADDRESS

PROC BLOG. Wi ENERGY CTENTER, RIZAL
JRINE, BIST, TAGSING GITY

MGE EEX CIVIL STATLS
41 FEMALE SIMGLE

PROPOS=0 POSITION

FRIVAIE SECRETAREY I

FOR THE LIQEMNSED GOVERMNMENT PHYSICIAN

! heredy ceyly that I have mviewed and svalualed e attgched examinalion rmeuls, parsonally exacimad e
ahave named individial and found himdar o e phpsicaly and medicatly QFIT A DUNET for amploymert.

SIGMATURE ¢wver PRIMTED MAME OF LICENSED GOVERNMENT PHYSEICIAN

ALSFMCYAHiation of Licensed Gowarnnient Physiizan:

OTHER INFUORMATION AHOU | THE
FROFPOSED AFPOINTFE

LIZEMSE Wt HEIGHT o | WEIGHT 4xs; BLZOE
Hare Foot Sinpeedd TTFE
DA TE EXAMINED

CFEICIAL DESIGRNATICH




SWORN STATEMENT OF ASSETS, L1IABILITIES AND NET WORTH
ha of

IR ain e, e R, 6717

Fotn: |urbond = waft who e bl pe @ afiec il and amnlegrer mozy Sha W remorerd SPateveddry St o0 serancnef,
= tar Fihing A Semarsie Miting W [oar Aapiirniig

DECLARAINTI PO=ITION:

LFamily r_.:.-.rn.l-:. rFire Hamr 1M1 ADENCT I OFFICE!
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RFC Mumber

REQUEST FOR EMPLOYEE (RFE) FORM
PED-01F1
Ta be subsaitted in duplicate for eoch position

POSTION |DE“FAItTMEHT.."DFFI"L'E LOCATION RECQUISITION DATE
BUDGET DIVISION FOR BUDGET VERIFICATION [Auotiobiliiy
P ENT STATUS
SRSV _of Funds/Position funded In the Fiseal Year)
|REGULAR POSITION NON-REGLILAR POSITION 1 funded [ 1 Unfunded
[1 rermanent [ contractual Virified by: Checked by
:l Termparary D Othars
EXPLAIN WHY NEEDED
ADDITIOMAL/PREFERRED REQUIREMENTS[Other than the minimum requirements]
BRIEF DESCRIPTICN OF DUTIES AND RESMRONSIBILITIES OF THE POSITHN
L APPROVED BY : PRESIDENT

FREFARED BY

DEPARTMENT HEAD

COMNTALT SR, VICE-PRES.

ADM REUBEN 5 LISTA [Ret.)

TO BE FILLED BY PERSONNEL SERVICES DIVISION

PRI L YU ALLIFICATIOMNS REQUAREMENT

EQUCATION

EXPERIENLCE

TRAINING/SEMINAR

[ELiGIBILITY

filled wp

Please refer te the Competency Bosed Human Reseurce Manual for the Competency requirement of the position to be

DATE PUBLISHEL IM THE
CIVIL SERVICE WEBSITE

OATE OF PS8 DELIBERATICH

MNAME DF HIREE

ITEME NUMBER/SG/ SALARY

DATE OF ATD
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MEMORANDLM

[FEL-0IF2)
Date; -
L.G. Calaor Ref
MIR Candidale onde -
Mext-in-Rank Candidate 1o
(Fosifion)
[temn Mo
In response to your renques! (or assestance in fillng-up the posilion [5G
}, Ham M. at the Divizion of the

Department, {NAKME} is conziderad qualified Mext-In-
Rank [MIR] candidste 1o the vacancy.

The Pemannel Salachan Board (PSEY shall require Ihe mienested ogxt-in-rank
candidate 1o submit apphcaton letter and updatad Personal Dala Sheet not Eater than

, 2020 1a be considered a candidale for tha posiben. Uninterested nexbin-
rank candidate must farnally wanee hisher righl 1o compele for the position,

Motwiltbisianding the nex-in-rank ruls. Lha appointing suthority is ned bound 14 appoin
iha naxt-in-rank employes Thus, the vacanl _ positn i algo
apen lor oiher applicans who ara nol IR Bud have met Ihe minirmonm requirements of
he poaition,

Thank you.

F.J. Casbllon

miatdmnz MIR iners



RSO 1F2.1

Date

Addresee
Addretsl
Addresss

Dear -

We wish 3 thank yau far considerine the Philippine Maticnal Ol Compary as your
praspect for employvment. However, we repret B inform you that you cid miat meet
the miminium reguirements of the Qualification Standards.

We appreciate your intergst in juimng os and w@ake thes opportunity 6 extend besk
wishas in your fubure cndeavar.

Yery bruly yours,

HERMO W
Persqgnnel 3ervices Division



PRO-01rs.d

Date

Addrasses
Sddress 1
Address 2

Crear .

We wish to thank you for considering the Phillpue Bational Oil Company as your
prospect for employment. We regeet e omform you that your test result did not
mieat the minimum Fequiterehts set by rhe Company.

Whe gppreciate your intensst in joining us and take this opportunity to extend to you
our best wishes in your fulure endeavor,

Weery trohy yours,

HE Ak 3
Personnel Services Bivision



Pal-O1FE.S
Nereamber 3, 2020

Addressoa
Acldrass 1
fddress

Caar r

Thank you far your interast ' apphpng for the vacane
position (S pMem Mo, inthe

Based on the result ot the deliberatinn and assescment of the PMOC Selecton Board,
we regret to inform you that you did not mect the mimmam criteria of &000 points
for endarsementrec ommendation to the Appeinting Authority.

Wa wish vou good luck 1o veur Fubture endeavors,

Vary truly yaurs,

Chalrperson
FROC Selection Board
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PHILIPPINE NATIONAL OIL COMPANY
TEST RESULT PROFILE

Tty Comperey PED-01F2
HAME: DATE:
POSITION APPLIED: LEWEL:
CLASSIFICATION CLASSIFICATION
INTELLIGENCE TEST
a Gulture Fair Intellgence g Office Skils Test Grammmar
Test Scale 3 (CFIT 3) AR,
b Cullire Fair litalligencs h. Office Skils Tes| Fiing (08T
Test Scale 2 (CFIT 2) L .
¢, Thursione Test for Menial i Dffice Skills Tast Numencal St
_Alariness (TTMA) JOSTNS) ‘
d. Furdue Non-Language Test | Avwrags J. Office: Shills Test Cheching
| [PNLT) AQSTChY
k. Dl Skils Tes! Vocabadary
(OST Ve
| Typing Test
APTITUDE TEST "X
m._ Fienapan industnai Test

a. Flanmgan Industral Tes

Cocedination (FIT Ga]

n. Flanagan Industrial Test

Planning (FITPL) Elacironics (FIT 1]

b. Flansgan Indusiral Test

Judgrrent and Comprehension SUPERVISORY INDEX
| (FIT Jc)

¢. Flaragan Induarrial Tesl
Malhemaltical Reaganing (FIT
MK

d Ascauntimg Onentakion

‘e. Flanagen Industrial Test
| Expression (FIT Ex)

a Managemeani

b Bupervision

€. Emplopees

[ Flanagan Industral Tes
Arithmatio (FIT Ar)

d. Hurmean Felations

TOTAL
COMPUTER OPERATION
REMARKS APTITUDE BATTERY
(COAB)
a. Sequence Recognilion
D Highly Recommandad
b. Formal Chacking
E! Moderately Recommended =it Ll
& Logcal Thinking
| Recommended with
Reseralions e
TOTAL
N | Mt Rescormmenched
Prepared by: Reviewed by

DMR Ng-Cabg/MTA Tripulca

Fd Castillon




IPSC-01F3.0

FHIUPPINE HATIONAL OIL COMPANY
EYALUATION DATA SHEET

oty Grode
DEFAKIMAEN T, DY 151 oM Riede Pra fdonhh :
FOBITICH T4 BE FLLED: | lhermn Humbsr

EDIMS ANDHAL

EXPERIENCE TRAINING 15 ELGIBILNY
RECHIIREMERNT

AEoINRRIARKT FECIUIREMENT




PE0-01F;.2

CANT EDUCATIONAL RELEVANT WORK TRAININGS, SEMINARS C3 ELIGIBLTY | PERFORMANGE |
ATTAINMENT EKPEIIIEHEE ATTENDED RATING




PHILIPPINE NATIONAL OIL COMPANY
PROC Buiidng V|, Enangy Centsr, Rizsl Detva, BGC Tagug Ciy
PNOC

ey e COMPETENCY BASED ASSESSMENT

INTERVIEW RATING SHEET

5 years nEevant esperience

Bachelor's degree refevmnt io the job

16h

mars relevand raming

C

areer 51: |: Lr.l

N AME OF APFLICANT | PSR RO 1O BE COMSIDERED
TEM MUMBER | SALARY GRRADE LEuT AL ABY ALITIROREAD DEPARTMENT VIO R | PLACE OF ASSTINMENT
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e

i Belwering Sendor Excellence - Provides proactive, responsher, soressibie, cooneow and
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P 1-Ropage D eesiced LA Jolp 7000

FSD-Q1F?

THAME. - AGE;
PRESFMT MISITION: LALARY:
DIYISICH: N T DEPARTMENT:

TCONSLPERED FOR TIE POSTTION OF

FERSUNALITY INTERYIEW ASSESSMENT FORM

Insdructions:

Yo are aboul 1o cate the comdndare on certain chiameteriatics and omics thal can he obecoved when you
iaik weitt harrvber Give w face, Congido wlether Ins persnnal characteristics. as manitested doring che
| imlerview, wilh be an assel o liability to dhe position being considered.  Make vour rating of the
candidale’s characteristic solziv on evidence during the inlerview by pulting o cleck mack {30 un e
promer scale. (Each parl of e scale has an equivalent poing wors.)

B sure 10 recor youe Tiating of e caawfidale on each of the zain Deomor gnet any item. A frer rating the
candidate. accomplish the samoscy rating, Tonn by nedivaling the poinc seore obdained i cach
churacterstic, Al the ol goin seurss.

TEAITS MOIWTS

1. Woice and Speech.

o lrrilating ar oncdstonel,

I5 rhe candedate's woice inviting or pleasand? o Londerstandalile bl rather wopleasant
Can wouw haa whar the candidale zawe?! e o Writher conspicuously pleasant or
histher speecii clear and distiner? 15 the unplitsn

candidatzs vence resonant omed well roodnlared? Drfinitely pleasant and distnct

Ld Ly —

o
L=

1 Fxveplionally clear and pleasing

1

Appedrancs,
I o Uaprepossessing or unswitable

Does the sundidate Toek like 3 wellosetap, 30 a0 Creates g rather anfavomble
healthy. enereelic prrson?  Does the candadate im pression
have 'Ip-q‘;u]il_-,.- ar facil chaacienstics that I'|'|i|_:}|'ll q o Suilakle, ﬁ_.\_"'.c.:p‘lﬁhlf
seriously himpsr hink'her™ 15 e well-ginnmed g o Creares a distinotly Havorakble
O UMLTRICLvE I appearance? impression )
5 o Linpressiee, culmidnds adomiratnan

3 Alerimess.

I o Hlow i prasping obivus guedions: ol lem
Diems the cancidate reacily grasp the meanig msumwderslands meani ng of guesnons
of a question? I3 rthe candidaie sl W00 20 o Sow to understand subdle points, roquires
comprehend aven 1hd mos obyings paim=? Ok e AN S
dogs the candidate understand quickly, evsm 3 o Mesrly prasps intenl of inerviewers
thnugh the idea is now, involved or Jifficuley? question

4 o Falwr guisk o gragping questions and

new s

3 v Esceptionally keen and quick 1o
yndzrsiand
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TRAITE

POINTS

5.

Erncicn | S1abalicy,

[% the candudate emonceaily mafue? 15 the
camlidata ouechy, sensitive 1o crincizm, easily
uwpeer?  [5 the candidate imitated or irmpaliem
when things ro wrome? (o does 1he candidat:
keep an sven hesl'

Sl lconNder.

Dees dne camlidae sem 1w be uncerain of
himdherself, Twsiant, lacking in assaname,
casily  Bluffed? {h 5 ke candidate
whlesomely s=lf-confident and assured?

SUMMARY EATING FUM K

I o Cherly sengitrve, asily discoraened

I o Cecasionally wnpatiedr or ivrlaig]

1 o Well-poized most of the bme

4w Supemior sl l-commiand

5 o Excepional poise, calmness and gl
huimer undar sdress

1 o Tiwid; hesitant: easily intiuenced

2 o Appoars o he ovar selfaonss icnls

2 o Muderately contidend of Kimherself

4 Wihalsome v sell-cunlident

5 o Shows supor® gelf-agsurangg

Traits
1. Voiceand Speach
2. Apprarancos
1. AleMRess
4. Emolional Stubility
5. Belf-conhiden:e:
oAl

-

Perinm:

Do wors think this candidate is capable of eventwally pedfornnng af He o geanent level 7

Droes the candikae have the paeniial 10 2o beyond this? LT e, in whul functicons?*
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EVALUATION TABLE

COMSIDERED FOR THE POSITION:

AMNEX 24 {Final)

Equival
. *%hage ant Faint | Poinl
Evaluat Fact
vauaton Facter RAW SCCRE Factor | Point | Wolght | Scors
Weight
i |Competencies 45
3 Characteristlcs and 10
Perzanality Trans
Education [&1 axrass of 14
Bactielers degre in EnpinarTag!
3
Traiming fin excese of 8 Aours o 0
miavand fraipyig)
Experience (1 essss of F years
4 ot 13
DLty - L T e - T T
5 |Potatrbial 5
Outstanding
& lAccomplishmentsfAwarda/ 5
Commendatigns
TOTAL 100
Prepared by: Checkad by:
DMN Cabigf MTA Tripulca FJ Castillon
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CONSIDERED FOR THE POSITHOMN: CHIEF ADMINISTRATIVE OFFICER

FROCUREMENT MAMAGEMENT ONYIEHIH - ADMINISTRATIVE SERVICES DEPARTMENT

EVALLUATHKIN FACTOR SCAORE

CE'FETE‘I'IEEE'ECHEFHCTERIE-'I'I-EE F.Il.NH;lHE'

OUT3ThMDMG
CAMNDIDATES l'lﬂ;:lﬁl-ﬁﬁ.l. AHDF-F:fﬁ:ﬁLIW EDUCATION TRAHING | EKFERENCE | POTENTAL AR MENTS TOTAL

1 [CAMDIDATE 1

& |CANDIDATE 2

3 [CRMOIDRTE 3

4 [CANDIDATE 3

S |JOHN PAUL P. PRULDENGID

Preparad by: Checkad by
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Salary Grade: Setlary Reale:

QUALIFKATION STANDARDS OF THE FOSITION TO BE FILLED

kducation-
Exparirnre:
Training.
cligibnliny:

Fhe FHCE Perspnnel Selectinn Baoard Pealdated the qualdied candidates histed below using as basis the standards
set lar hiringperirniacen:

1
2. |

Al in depth assessment of the ments and qualdications of the qualificd condidales, the FMNOC Pertonnel
Selection Board (P38), recommends the appaintment of to the wacanat
position £ he garnorod L kighest stord in the selecnon process.

Bascd nn thre providics of PHOC Kede Preaaation Plar and Selectsan Systam, the President may sebect from the list
&l enndidates andorsed by the Persannel Salaction Baard -f the Prasidant does not changs tenm the sy, he may
direct the adrainistrativa Departmant to repeat tha salectien prace.y.

Chalnman

M ermb-er Il imler

Member NEmbear

| el appinnt . L1 Llee uasificah.

Head &f the agencyfAppointing Aulhority
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Welcome to PNO(C!
¢ newly hired can»Eu*:-L.]ﬁ:f.Eu
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NAME
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DIVISION
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NAME
POSITION
DIVISION
DEPARTMENT
ATD:

NAME
POSITION
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AT

NAME
FOSITION
DIVISION
DEPARTMENT
ATD:

GﬂCl bless you!




% CONGRATULATIONS to our

newly prmnmt{‘.cl ttlT'lF*[L‘J_l_j{:r_.'._“i!
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Py e ey

NAME
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ATD:

NAME
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DEPARTMENT
ATD:

MNAME
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DIVISION
DEFARTMENT
ATD:

NAME
POSITION
DIVISION
DEPARTMENT
ATD:

K_ﬂel:) up the goncl work!
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SYSTEM PROCEDURES MANUAL PSD-02
= _Department/ Process Owner Effective Date
E 3 ADMINISTRATIVE SERVICES September 30, 2020
= DEPARTMENT/ PERSONNEL
“M SERVICES DIVISION

Title of Document Revision No. | Page

COMPENSATION AND BENEFITS o 1o0fl17

1.0 Objective

2.0

3.0

4.0

2.0

PNOC aims to foster and sustain employee retention and loyalty by promoting job
satisfaction, work motivation and advocating work-life balance.

1.1, Tc provide guidelines and procedures in the processing of employee
compensation, benefits, attendance monitoring, statutory claims.

1.2. To provide procedures in conducting employee welfare programs.

Scope

2.1 This document contains woark methods as guide in administering employee
compensation, benefits, incentives and statutory claims/entitliements.

2.2 This shall cover regular employees of PNOC (Permanent, Temporary and Co-
terminus employees)

References

3.1 PNOC Manual — Personnel Services Division/Compensation & Benefits

3.2 PNOC Policy on Separation from the Service
1.3 Executive Order 292 (Omnibus Rules on Leave)

Definitions and Abbreviations

4.1 DTR - Daily Time Record —

4,2 ASR - Attendance Summary Report
4.3 MNOSA = Motice of Salary Adjustment
4.4 MNOSI— Maotice of Step Increment

4.5 ELLC - Employee Leave Ledger Card
4.6 AAD = Agency Authorized Officer
4.7 ARA - Agency Remittance Advice

Policies and Guidelines

5.1 Timekeeping and Attendance Menitoring
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COMPENSATION AND BENEFITS | 0 2o0f17

5.7,

. Daily Time Record Submission (Refer to Rule ¥Vl [Government Office Hours]

Section 2 Book V of Exacutive Order 292, page 112)

Leave Applications Processing (Refer to Rule XVI [Leave of Absence], Sections 1-
67, pp 91-111)

. Payroll Processing — The Personnel Services Division shall submit an or before

the 18" day of the month a Payroll Report [Overtime, leave without Pay and
Tardiness/Undertime without Pay) to the Accounting Department.

Leave Credits Monitoring/Updating — (Refer to Rule XVI [Leave of Absence]

Sections 27-30, pp 98-102
Salary Adjustments Monitaring (Refer to CSC- DBM Joint Circular ___ (Motice

of Salary Adjustments and Notice of Step Increments)

Employee Benefits and Incentives Processing and Conducting Employee
Welfare Programs — The PSD shall process smployee benefits (mandated and
in-howusa) and facilitate employee claims and incentives with GSIS, Pag-ibig and
PhilHealth. The PSD is also task to conduct Corporate events {Social and
employee welfare programs.
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6.0 Procedure Details
6.1. Timekeeping and Overtime Process
Activity Responsibility Notes/References

I: Start |-

Generate, print and HRMO Il Compensation &
distribute Daily Time Benefits (B&C)
Record [OTR)

r
Reviews DTR entries and Employeg/immediate
affixes signature Supervisor

i A N
< -.':url:':“;m ]

Y

Employee/Lobby
Accomplishes Time Guard/Administrative
Record Certification (TRC) Sarvices Department

Manager

@.._.

1. Attendance recards [time
“in” and "out”) of
associates employeesin
the workplace are
recorded in the
Biomelrics attendance
recorder

2. DTR entries alterations

fcorrections withaut
cupervisor's initials are
mot valid DTR entries,

3. Signed Time Record

Certification will be
attached to the DTR.
Refer to Policy on Time
fecord Certification

4. If an official

business/travel,
employee will attached
approved Locator Slip or
Travel Order.
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Activity Responsibility Motes/References

Submit signed DTR and
Owvertime {0T] form (if
with OT claim) for
consolidation

v

Submit/freceive
Attendance Summary
Report [ASR)

Review/consolidate
Artendance Summary
Report [ASR) and DTRs

Y M
.-"-H Wit
<\_\ T Claim?
H“-\_,f'/
Chock correctness of OT

claim and prepare OT
Report for signature of
HERD and Admin

!

Submit OT Report to the
Accounting Department

v

Employee/As V/Immediate
Supervisor/Department
Manager

A8 W/ Immediate
Supervisor/Department
Manager/HRMO |1l B&C

HRMO 11 BEC

HRMO 11l BEC/HRMO W/
Administrative Saervices

Cepartment Manager

HRMO |l BEC

. Superyisors/Officers not

using the Biemetric
Recorder will submit the
manual DTR or Time
Record [For Officers)

. Attached to the A5R are

the consolidated DTRs,
OT forms including other
required supporting
documents of
employees/officers

. OT Report is submjjtted

on or before the 18 of
each month

In cases of employees

' with Leave Without Pay

[LWOP), LWOP Report
will alse be submitted to
Accounting Department

18UI0W DON 0 UDIESILEG 5oL JoYIM PRGOS BG IS JUSWIND0R S jo ped o)
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Activity Responsibility Notes/References

Collates all DTRs and ASR
far updating of employee

Leave Ledper Card HRMO 1l B&C
Sort and file DTRs
HRMO (1 B&C

End

8, Any violations on
Attendance Policy maybe
referred to ltems D& E
of PNOC Employee
Handbook

10, Admin-PSD shall keep
the records of DTRs and
ASR for one (1) year after
posted in the employees’
Leave Ledger Card
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DEPARTMENT/ PERSONNEL

SERVICES DIVISION

11

September 30, 2020

Title of Document

Revision Nao. Page

COMPENSATION AND BENEFITS E 6 of17
6.2 Leave Application Processing
Activity Responsibility Notes/References

|: Start |

Aleceive :pp]ll:,aljﬂﬁ.-"
request for leave benefits
availmenifciaims and check
data entries if correct and
conforms with benefit
aligihility reguirements

HR Officer

.

Process fegquest application
for Leave clairms and HR Officer
benefits of employees
{certification of leave
credits)

'

Return Leave &ppfication 10

imsnedlate supervisor of HR Officer/

employee for Immediate Superior of

recommendition of e

s Ral employee availing leave
benedfits

'

Forward to the PMNOC

President or his duly HR Officer

authorized PHOC President or his/her

representative the leave
benefit application that
was endorsed by
immediate supervisor

|

O,

duly authorzed
representative

1. Eligibility for leave benefits

avallment of employees
must be checked with the
Omnibus Rules on Leave
and other C5C issuances or
PSD Manual

. Leave Beneflts refer to PSD

Manual, Compensation and
Banefits, Leave

. If leave application is not

endorsed/recommended for
approval by immeadiate
supervisor, the employee
rmay appeal in writing to the
PNOC President or his duly
authorized representative.

. If the leave application is

disapproved by the
President, the employee
cannot avail of the leave
benefits./claims applied for
A leave of absence of an
employee without approval
shall be considarad
"Unauthorized Leave”

[without pay)

IO DONG 10 UOMESALIED Joud INCAlM DIINpOICEl 84 ([BUS JUsUnaop siy o ped oy
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Activity Responsibility Motes/References
}

Receive leave

application from Office
of the President and HR Officer
record leave availment
in the Employes Leave

Ledger Card

|

Infarm the emplioves o
the approval of his/her
leave applications
benafits claim {Prepare
a dishursemant veuchar HR Officer
if the employee applied
for leave benefits
[Manetization of Leave
credits|

File approved leave
applications

!

=¥

If leawve benefits with
monetary value {leave
monetization), attach a copy
of the approved leave
application to the
disbursement voucher
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E = ADMINISTRATIVE SERVICES September 30, 2020
¥ DEPARTMENT/ PERSONNEL
PNOC SERVICES DIVISION

Title of Document
COMPENSATION AND BEMNEFITS

Revision No.. | Page
0 _E of 17

6.3 Leave Credits Monitoring

Activity Responsibility

Callate Attendance
Summany Report [ASR) HR Officer

l

Check ASR entries against
DTR entries [Leave,
Undertime/Tardiness|

'

Encode/Iinput ASR entries
in the Employes leave
Ledger Cards

'

Back up files (Digital)

'

Notes/References

1. ASR are prepared by

Administrative Assistants
IV/Private Secretaries ||
and submitted to the PSD

. Individual Employee

Leave Ledger Cards are in
Microsoft Excel Format
with programmed cells
{Automatic Computation)

. Backed up in the PNOC

Data Server or USE
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SYSTEM PROCEDURES MANUAL PSD-02
— Department, Process Owner Effective Date
E = ADMINISTRATIVE SERVICES September 30, 2020
= DEPARTMENT/ PERSONNEL
INOC SERVICES DIVISION

Title of Document

; Revision Nao. Page

COMPENSATION AND BENEFITS 0 9 l_:lfl?
6.4 Salary Adjustments Monitoring
6.4.1. Mandatory — Notice of Salary Adjustment (NOSA)
Activity Responsibility Notes/References

{ Srart :|

Secure copy of Mational
Campensation Clroulars
and guidelines for salary
adjustrments.

HR Officer

Study implementing
guidelines and if
necessary ask legal or
expert apinions to
intarprat come Yagug
pravisions,

HR Officer/HRMO V

|

Provide emplayees with
a copy of approved HR Officer
MOSA

'

O

Salary adjustments usualhy
emanate from Executive
Orders or Republic Acts
which implementing rules
are usually issued by the
Department of Budget and
Management (DBM) and
the Governance
Commission for GOCCs
IGCG)

If there are vague or
ambiguous provisions,
reguest legal opinion from
thie PNOC Office of the
General Counsel or write
letter to DBM/GCG for
clarifications

NOSA shall be reviewed by
HRMO V and the Admin,
Department Manager then
noted by the SVP-FAS
before the approval of the
PMNOC Prasident

SO SHN 0 MCISEILLSE Jopd INGUIN PAONPOsas 84 [BYS 1USWNSop s jo Jed oy
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i SERVICES DIVISION
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COMPENSATION AND BEMEFITS 0 10 of 17
Activity Responsibility Motes/References
J’ PNOC Apency Authorized
Prepare Notices of Salary Officer
Adjustments  [NOSA) o
entited employvess: for
approwal  af the PNOC
President,
'
HR Officer . The GSIS ARA shall ba
Transmit to the G55 {thru transmitted by the PNOC
Agancy Report Advice Agency Authorized Officer

(ARA] of the salary
adjustments of the
employvees for updating of

records

v

File MOSA in the 201 Flies

End

[AADY]
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6.4.2. Notlce of Step Increment
Activity Responsibility MNotes/References

|| Start |

Review periodically list of

employees who are HR Officer
qualified far salany step

increment

Prepare Motices of Salary i

s1en Increments {NOS() 1o b el rt;"H H;;ﬂ "n",:;s
entitled emplovaes for AAmfstrative servic
spproval of the PHOC Department Manager/
v Fresidernt
Provide the employee with HR Officer

a copy of his/har NOSI

Transmit to the Payrollf HR Officer/HRMO ¥/

Accounting Department a
copy of NOSI for salary
adjustment.

!

File NOSIL in the 201 Files HR Officer
1

Administrative Services
Department Manager

1.

Maotice of Step Increment
shall be granted to
employees who are not
promoted for the last three
(3) years. Refer to the DBM
Table of Salary Step
Increment Schedule.

NOS! shall be reviewed by
the Department Manager
and the SVP-LAEMS before
the approval of the PNOC
President
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6.5. Employee Benefits and Incentives Processing
6.5.1. Conduct of Employee Welfare/Wellness Programs
Activity Responsibility Motes/References
|: Start :| . Survey on emplayees’
. preferred wellness activities
HR Officer eonducted every two (2)
Conduct employee years to determine

wieifare planningSurvay
of prefered activities of
employees

HR Officer V/Department
Manager A, Administrative
Services

Propose to Management
(through Annual Budget
Planning| empioyes
welfare programs and
corporate activities with
budpetary requiramionts.

v

Prepare Schedule the
conduct of approved
employes welfare
activities and proposed to
Management detailed
programs activities and
budget.

HE Officer

v

®

employees preference on
wellness/welfare activities.
Benchmarking /Researching
for employee welfare and
benefits done on annual
basis

. Submitted through the

Strategy Managament
Office

Details {schedule, logistics,
budget) of the specific
Weifare/ Wellness program
shall be approved by the
PNOC President
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Activity Responsibility Notes/References
'
Constitute working if the program or activity is
committees/sub groups HRF;EFUI Cempany-wide event, sub-
to organize conduct the Fi committees may be constituted
activities - food, stage décor, contests

Prepare guidelines/
mechanics and logistical HR Officer
requirements of the
activity/program

'

Administer Feedback
from the employees on HR Officer
the eonduct of activities

ideas, emces, logistics
coardination, etc) to assist P50
inthe conduct of the activities.

Program flow and procurement
of supplies/materials and
services needed in the activity

Evaluation af how  the

activity/pragram was
conducted and =oliciting ideas
and suggestions from

employees on how to Improve
the flow or manner of conduct
of the activities.
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6.5.2. Processing/Facilitation of Employee Mandatad Benefits

Activity

1 Start |

Receive application/
request for benefits claim
and check data entries if
correct and conforms
with benefit eliginility
requirements

|

Prepare transmittal and
Submit application/
request to the concerned

Provide employee of
feedback form if they are
satisfied with the handling
of their applications
frequest

'

Update periodicaily
ermployees with the status
of their claims applications

or requests

1

Responsibility

HR Officer

HR Officer

HE Officer

MNotes/References

Infarm/provide the
employees with checklist of
requirements for specific
claims

. If not entitled/qualified/

lacking in supporting
documents, return the
application or request to the
employee

G515, PhilHealth, Pag-lbig

. Through Telephone

calls/text/email

. Feedback form to be given

after the employee's claim
has been processed/
pranted
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6.5.3. Processing/Facilitation of PNOC In-House Employee Benefits
[Leave Benefits and other Benefit Claims)
Activity Responsibility Notes/References
|: Start | 1. Eligibility for leave benefits
availment of employees
kL mist be checked with tha
feceive application/ Omnibus Rules on Leave
request [ legal basis for HR Officer and ather C5C issuances

benefits/claims/incentives
and check eligibility
requirements

2. Other eligibility
requirements for employee

benefits {Performance
Based Bonus,

Uniform/Clothing
Allawance, 13 Manth Pay
and Cash Gift, Collective
Negotiation Agreement
Incentives, Performance

HR e Enhancement Incentive and
Mid-Year Bonus) must be
checked with implementing
rules and regulations issued
by DBM,GCG or C5C.
4R Officar/ 3. Atgched Lo tffe DV the legal
Process emplovees' Adrrilh. Departirien basis of IJEI'IE'fll.'.If'-C|E11I'I"I-5
benafits/claims/incentives ; {DBM,GCG,C5C issuances or
(Listing of entitied Marfager. PINOG PrEEI‘.'E it.of PNOC President's approval
employees and preparation his/her duly EUTP_'IﬂrIIE:! etgrant emalsyes beriefi)
af Disbursement Voucher) representative and list of entitled

l' employees to the benefit/

claims/fincentives
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— Departmenty Process Owner Effactive Date
E = ADMINISTRATIVE SERVICES September 30, 2020
j —
— DEPARTMENT/ PERSONNEL
PNOC
o D i, _ : SEHU]_E_EE DIVISION
Title of Document Revision No. | Page
COMPENSATION AND BENEFITS o 16 of 17
Activity Responsibility Notes/References
1 4, Information through
e A YRy telephane call an the
Department of budgetary amount and expected date
reguirements funding for HR Offi of disbursement/release of
the benefits/claims/ wF the bemefii
iPCERlives)
Eorward the Dishursement HRM Officer 5. If necessany, an
Voucher to designated) endarsement letter to the
autharized signatories PNOC President may be
1 attached to the DV.
Submit approved DV to the
HREM C¥ficer

Accounting Department

CoD
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COMPENSATION AND BENEFITS

" Revision No. Page
0 17 of 17

7.0. Records and Files Generated

Daily Time Record
Time Record Certification
Attendance Summary Report

Owvertime Form
7.5, Dvertime Reports
7.6. Leave Ledger Card
8.0. Attachments
8.1. Application for Leave Form
8.2. Disbursement Voucher Form
8.3,  Motice of 5alary Adjustment
8.4. MNotice of Step Incremaent
8.5. Agency Remittance Advice
| Rev. | Affected pages/ N | =
Revision Histo
No. | section ) | g
0 | Mew version of PNOC GMS; to include PNOC Energy Supply
| Base and PNOC Industrial Park.
Prepared by Reviewed by Apprnvp_:l by
iy A o :
P. R. Yosa/M.T.A,/ Tripulea/
M . Calaor E.B. Albaytar
. MRN E
Process Owner Department Manager SVP Finance and
Administrative Departmant Administrative Services
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Annex *B-17

Netice Of Salary Adjustment

{Dakez)

Mr. ! Ms. {Emplovee Name)
Depatment

Dinrigicn

Sir f Madanm:

Fursuant t» HMational Budget Circular Neo. 572, dated .
implamenling Executive Order Mo. . B . your salary is hareby ad]osted
efactive . a5 lollows:

1. Adjusted monthly basic salary effective
tha New Salary Schedule. 35 Slep E

2. Actual manthly basic salary a5 of
December 31, 20 5G  Slep

3. Manlhly calary adjustmenl effective January 1, 23 (1 -2)

tt is undersbood that this salary adjustment is subject to review and post-sudil, and
o approgpiiale re-adjustment and refund if found nol in orcer

Yery iuly yours,

ADM Reuben 3. Lista {Rat.)
Head of Agency

Fosition Tithe:
Salary Grade: __
ltern No. ! Unigue Mo, (Plantilla of Personnel [ PSIPCR):




PHILIPPINE NATIONAL OIL COMPANY

Netice of Step voremant

Date

Employee Name
Department
Divison

Pursuant to laint Civil Sefvice {ommission (C5C] and Department of
Eudgzet and Managemenl [DEM}  Circular Moo 1, G, 19%3 implementing
Section 13 [¢) of RA& Mo. G758, your s=alary as ___ (86 - }as

IGaplhan gag Salary Groadel

hereby adjusted from B 0.00{step ____} per month to B .00 {step __]

[turranr salarp  oed  slep] fRaw tplerp g AeRsk srepy

per month effective

The step lncrement is subject to review and past - audit by the Deparlment
of Budpet and Management and subject to readjustment and refund |f
found not in arder.

Veary truly yours,

ADM REUBEN S LIZTA [RET)
President and CEQD
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% TIME RECORD CERTIFICATION

MNoted by:  Admin Manager

{PSD-02F2)
PNOC
Date
This Is to certify the following time records of Mr./Ms.
of the ;
T B T Timeout: | Peskiies |
S/
Certified by Verified by
Guard on Duty Detachment Commander
Noted by: min_Manager
X TIME RECORD CERTIFICATION
% § (PED-02F2
PROC
Date
This is to cerfify the following time records of Mr./Ms.
of the
o~ “paed | Timeln . Time Out __ Reamon |
Certified by. verfied by:
Guard on Duty Detachment Commandear
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SYSTEM PROCEDURES Mﬁhl UA].

_ 1 PSD-02 .
| Department/ Process Owner | EffectiveDate |
ADMINISTRATIVE SEH.WL'ES
DEPARTMENT/PERSONNEL SERVICES

e itle of Document P pe| | B

EMPLOYEE FEHFDHMAMEE  EVALUATION
MONITORING

1.0

2.0

3.0

4.0

5

Objective

1.1 Te maonitar submissions, review and record the ratings of Individual Performance
Commitment and Review (IPCR) forms of all employees to ensure that the
nreccribed rating process under the PNOC SPMS is“complied with (average
performance rating of the amployees are equivalent or not higher than the
approved Office Performance Commitment and Review [OPCR] rating).

Scope

2.1 This grocess covers monitoring of submission and review of the rating
computation of IPCR ratings of employees with reference to OPCR,

ReTarence

3.1 5C Memorandum CiFcularg, = 2012

Definttian of Terms and Abbraviations

4.1 Incividuald Perforerance Comiriitment and Review (IPCR} — the employees’
perfogmancecommitments for the rating period in accordance with the targets
rontainsy In their resoective OPCRs.

4.7 _(ffiee Parformance Commitmant and Review (OPCR) — department/office targets
infhil®e rating perlod in accordance with the over-all strategy map and
conirmitments of the company.

Pollcies and Proceduras

5.1, The arocess shall fallow the HA role and function under the PNOC-Strategic
Barformance Managzement System (SPMS) in the monitoring, checking, and
recording of the employess’ performance evaluation reports.

5.2, The Performance Management Team [PMT) shall provide the Administrative
Samaens Departmant parsornel Services Division [Admin-P5D) with the
calidated COPCR ratings of the departments/offices which shall be use as
sferance n the review of the cimployees’ IPCR rating computation, and checking




 SYSTEM PROCEDURES

__

¥
L]

L=t EE T SEIR a3 b B R 3§ R =
ADMINISTRATIVE SERVICES Se
DEPARTMENT/PERSONNEL SERVICES

DW|51

MONITORING

of the gmplﬂ'-,lae::' ronsalidated IPCR rating, the average ﬂf“"md}ﬁ-ﬁtm “uih
aboe the departments/offices OPCR rating. v

53 Should there be discrapancies on the computation nfemm?sleasJ; ﬁ;tﬁ'i‘t. the IPCR
i s shall be returned to the respective department/office for reaualuation and
corection,

54, Employee's PCR rating shall also serve as bases inthe grant of performance-
baied awards and Incentlves, personnel ’Mppmenht and other personnel
acilons, ' X

55, aAdmin-F5i shall keep the record of Ehi'egpw* IPCR ratings for ane (1] year
dntl superseded and Summary of FW‘HI"_I.GE Rating Report for five (5] years.




" ADMINISTRATIVE SERVICES
DEPARTIVIENT/PERSONNEL SERVICES
~ DIVISION

EMIPLOVEE PERFORMANCE EVALUATION
MONITORING

6.0 Procedure Datails

:
Activity Responsibility _"Notes/References
Stari
. Submitted to Admin-PS0 at
Racehethe Jpproved HANO | | Training the end of the rating period
OPCR/IPCR forms{ram the Saction )/HAMO r.llm‘ﬂg' after confirmation of
departments/nffices l sSection, rating.
Check and revlsw the - Q v
eomputatan af the (PCR HHHD AHRIAO IV
ratings \
. __‘_.-" - .,
Eal Hali rIE
LT FHERAC 1 R |V
{ Cnrn::vu:ahu;}' ‘1};_ 4
'“-._
“"‘““‘ﬂ e/ Jo
conc E'tnenu' ;
nﬂi:ﬁjnr cauliany HAMD 1/HEMQ IV/HRMD
fﬁ .y
e 2. For compliance to GCG's
“BmeAts the [PCE Rating Parfarmance-Based Bonos
—& Al praparte Tha Summary {PBB), the PBB Forms o &
of Aating RepoH HREMD i/HRMO I b shall be use in the
sumrmary of rating &
\ computation of
i emiployees’ PBB rates,

()
S, -';




ADMINISTRATIVE SERVICES
DEPARTMENT/PERSONNEL SERVICES
nnn 5|nm __

MONITORING

f Submitfendorse the
Summary of Peformance
Reting Reporn

| Scancooy & return
IPCR/OPCR forms to
raspective departments
Joffiees

\ End | }

Responsibility

HAMO | HRMD IV,

HRMO W/ Departmént Manager

HIEE 11/ HRMO I

E-.r" y 'ei-.a .

PMT/SMO shall use the
Summary of Rating as -
‘basls for the PEB. While
the PRAISE shall use the
rating as basis for
performance-based
awards and incentive
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Title of Manual Document Mo.
SYSTEM PROCEDURES MANUAL PSD-03
Department/ Process Owner Effective Date
ADMINISTRATIVE SERVICES September 30, 2020

DEPARTMENT/PERSONNEL SERVICES

DIVISION
Title of Document Revision No. | Page
EMPLOYEE PERFORMANCE EVALUATION 0 50f5
MONITORING

7.0 Forms and Record

1.1 Summary of Performance Rating

B.0 Attachments

8.1 Office Performance Commitment and Review [OPCR)

8.2 Individual Perfformance Commitment and Review (IPCR)
B3 GCG-PBBFormsal&b
8.4 Disbursement Voucher

Administrative Department |

Affected pages/
| Rev. Na. MHEBE: Revision History
0 - New version of PNOC QMS; to include PNOC Energy
Supply Base and PNOC Industrial Park,
Frepared by Reviewed by Approved by
c. A@:gmrrn _ﬁ;i\afr | E. B. Albaytar
Process Owner Department Mardger — SVP Finance and

Administrative Services
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PE0-03A3)

20__ PBB Form 3a
Page 1 of 1 paga

SUMMARY OF RANKING OF
ELIGIBLE OFFICERS AND EMPLOYEES OF PNOC
For Year Ended 34 Decembar 70

85 00% )
57 50%
50.00%
Balow Satsfactony
Total il -
BE. O0%
57 &0%
B0 00%
o
Below Satsfaciony
ﬂ‘ -
~~
.ﬁl =
Total 0 -
GRAND TOTAL>> o -

Department Mi nEIEE.f:’IL, HAocounting

Seniar Yice-President
Finance and Admimistrafive Servsoes
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Title of Manual Document No.
SYSTEM PROCEDURES MANUAL PSD-04
Department/ Process Owner Effective Date
= ADMINISTRATIVE SERVICES September 30, 2020
DEPARTMENT/PERSONNEL SERVICES
T [P T er = DH‘”SI I:I'N E T TE = — —
Title of Document Revision No. |Page
PERSONNEL DEVELOPMENT 0 10of 12

1.0. Objective

1.1. To provide the PNOC personnel with opportunities to enhance their capabilities
and scquire competencies for efficient and effective performance of their duties
and functions through attendance and participationgn personnel development

pPrograms.

2.0, Scope

21 This system covers the implementation of Personnel Development policy
guldalines including the procedures in processing of training applications and
attendance to both local and forelgn development interventions.

3.0. References

31 C5CMC 105 1989
3.2 Personnel Developmignt Policy Guidelines
3.3 150 S001:2015/Cuality Management System

4.0, Definitions and Abbroviations

4.1 Forelgn, Trairfng Participation Proposal [FTPP) — application form ‘used for
sehiflarship and training/study grants sponsored by foreign governments or
training institutions and/or Company.

A2 Individua! Development Plan (IDP) = tool used to help Improve the employees’
competency and skill level in his/her current job, and eventually achieve

professional growth and development

4.3 Local Seminar Participation Proposal [LSPF) — application form used for training
srograms offered and conducted within the country by different leaming/training
institutions that foster professional growth,

Ad Parsornel Development Committes [PDC) = committee designated to provide
support functions to the management in matters pertaining to selection of
comoany naminees o training. development and scholarship programs. Refer to
it=m 11L& and B of the Personnel Development Palicy Guidelines (PDPG) for the
compasition and responslbility of the cammittes.

;;
i
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4.5 Training Needs List [TNL] —a consofidated list employee train rng HEME priority
programs common to all deperimsnts

5.0, Polices and Guidelines

5.1, This system shall follow the approved PNOC PersopnelDevelopment Policy
Guidelines [PGPG) -as hasis In the: Euﬂum'pmﬁtn: and approval of
amployees’ attendance to personnel ﬂeva{-ﬁmmt'ﬂmgram
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¥ Ok - PERSONNEL DEVELOPMENT

kb, Procedurs Detalls

6.1 Training Meads Asssssment

Activity

Start

i
[ ]

fssue mema on he
submission of the
individusl Devalapmiant
Plan/Training Mzegs [IDF] ]

l

Receive, checx and
ey the {DF fprms
+
Consalldate the IDP
fiorms and prepare the,
Training Neads List{ENIN
I
Submit this TN Ner
rEview, crpaas i &
approygl

T

“WEpraved?

No TNLEmsloyee
Developmen! Plan for et
the year

Disseminaie e
* approved THL toall
départmenty/affices

T

(®

Responsthility

HRM Ctficor 1| {Trainifg. .1

Section ) HRAMO IV ;IrEHaLng

Sectitn)/ HFM:} v J
Administrati
Danaﬂ»m.nt

HAO 11/ HAN O Ficer

WhHBM Officsr II/HAMO-IV

HRM Officer IHANO IV/
HRMAD /D partment Manager
JPersonngl Develapment
Committee/PNDC President

BROC Presdent

HRM Gificer HIHRMO 1/
HEMO V/Department Manager

May use the latest
individusl Performance
Review and Commitment
{IPCR] of the employee as
reference for identifying
the training naads

if returned for revision, THL
will be resubmitted after
revision.

Approved THL/IDP shall be
the bazis of PDC inthe

evalustion of employee's
training applications.
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Activity Responsibility

|
L
Source/send training al.Q«an may also source
program Invitations based HRM Qfficar I/HR his/har own training
on approved TNL program based on her 1P

End
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0.£ In-House Program

Activity Responsibility Notes/References

Li=rt
HREM Officer il (Training 1. “in-hetise training proposal

Prepare anc submit in: | Section L HEMS VT raininge may &lso smanate from
Houwees Traimng Saction] / HRMO W the Departments/Offices/
propotal basad ar the Adminatrative Setv Commitiees subject to
agproved THL Department Manager identified priority program
- A7
Z. In-House Training Propasal
Fmr_'l:-al submitted 1o the President
NOC nr&é’:‘e ik
Appraved \\ i far approval through the
PDC Chairparson

. i
Im-house training 4

proposal shall be b
sancelled

C 4 i

Rerelve the E—wml |

Irain

SR N\

HRN 11/H8 Officar il

[ | i

Wﬂ complets

th and WOR Form

fanthe procarement of 3. Termsof Reference (TOR);

||t'lﬁ.nlrg iem-{ce. H HM; E’TDS;:I:!H:;H:;::M ik Work Crder ﬂqp-n_rl:_l[w'ﬂﬂl
Consultants Institute, and Terms of Agreement

andfar and TOA for Toa)

invited Sybpec Matiey

Enpert

O,
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| SYSTEMPROCEDURESMANUAL | ____ PSD.04

Activity Responsibility
_4;
Submit TOR =nd WOR
farm to the HRND |I/HRMO 11

Pracuremer: Dvisian

oY

Submlit TOR o

Proponent De il

& Subject Magter E HAMO A

for signaturs

HRMO ([ FHRMO v
HRMO V/Depariment Manager

I Fecoive the

Mamination HRRAC 1| HRME 1
I Conflermation Farm

O

.d( Prur_utnmt of Training
\ Consultant/

L8

Institute may be made
throwugh:

g, Procuremment plocess
for private entitles
(refer to RA 5184);
Memarandum of
Agreement far
government to
gnvemmeant agancies;

Grant of Honorarum for
Subject Matler Expert
[refer to DEM BC-2007-01)

Training invitation shall be
sont=out oroe the training
provider has been
awarded
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ADMINISTRATIVE SERVICES
DEPARTMVIENT/PERSONNEL SERVICES
DIVISION

PERSONNEL DEVELOPMENT

Activity Hu#punl_lhiﬁtf Nates/

O

!

Prepareand |ssus
Trating Marrn te
participants

HRWIC 11 HRMO 1Y/ 7 Senas Eﬂ;ﬁmﬁ

HAMO Y/ Department Ma dmmiendiing et this Bl af
partictpants

b
Faciitate the conduet HAMO 1I/H
&f the Yrainime Progrem .

‘8. PSD-Tralning Section
shall coordinate
whenever possible all
the pre and post training

I V requirements of the
| O kool

=
Py
i

logistics, venue, meals,
transport, training
materials, issuance of
cartificate and payment
of hoanorarum,

Update the emplovees
Traning rerared

Erid
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PERSONNEL DEVELOPMENT

6.3 Esternal Training Program
Activity Responsibility nces
SisMt
1 e shall use the IDP

Recewe LS2P/FTPP fram HRWG II/HRMO | aﬁ-h_amfﬂf‘t_r'amm
emolmyes attendnnes,

'
. 2, Imitial review of training
Chack and el thie apglicaticn based on the
employees’ taining Hnw employees |DPfapproved

applizatian TNL, 2pplicant’s eligibility &

g post-training requirements
P V 3. Ellgibiiity for local and
toreign training program,

refar to tem NVAFand G.2:b
af the Persennel
Developmant Poliey
Gulgelines (PDPG).

HARMC HHARO

4. The Personnel
Dovelopment Committee
POC) zhall use the PDC
_ HHM:’ IfHRMO I'u'f_ : ‘Ewﬁ:ﬁ:n Fart & PDC
HRMO V/Depprtment Maager: s atinn Rating

R Form in the assassment of
| training applications.

8. For foreign grant, use the
evaluation in matrix form if
thare dre mare than one

¥ ‘cendicake (o tha grogram.
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DEPARTMENT/PERSCNNEL SERVICES
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PERSONNEL DEVELOPMENT
Activity fesponsibility
C,.
Erdorse tralning
application tothe POC HEMO I

maembars for sviluation &
recommend=tinn

Yes. . ; - Na
—:@nﬁ

Sand memo ragret to

HAKO 11H jHFlMEI- v/
1t Manager
P A pErEon

employee
Endarsa the LSPR/FTRH |||||.|l" T LHAMO IV HRMO WS
for approval Dapartrnent Manager/

PCL Chalrpérson

PROC Prasident

HRMO (1 HRMO IV HRMO W/
Degartment Manzpar
FOC Chalrparson

fa ang 4sus
raining Mero {local
opridning) to emolayee

HERATY 11 =EA0 I HRIAO W
Degarment Manager

HEMG |1/ AMO IV HRMO WY

Drafi Travel Authiority f
[TA] and prepsrs memo segaTmant Manager
far request of TA POC Chalrpersan/

- FNOLC President

©®

6. Endorsement in memo

farm signed by the PDC
Chairperson

Schalzrshig/Tralning Service
Contract may be required if
applicanle, refer to /tem

I H.53 and § 1-3 of the
POPG,

i training application is far
scholsrship grant sponsored
oy externaf agency, PSD
shil first submit the
nomimation letter,
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 PERSONNEL DEVELOPMENT

Activity Responsibility

9.
Secratary
RMO [11/HRMO I/ HRMD V/
! Department Manager
i} POC Chairperson
Rareive TA and 10.
Scholersk HEMD 1I/HRMD I HRRMO IV
—# Sapffiet t for HRMO W/ Department Manager
: Hice af the
m == 1
_ 4l
Endibrss sigrzd training R K i
4t OGL for HRRMD I/ HAMDO
ratarfm@iion
. 1 11
I Erednrse TA and traifing Hawn ||
conirpct o ainoleves
i

@

requiremeants:

to thp coordinating agency
& natify the applicant of the
ult of training
application. Appllcant has
to pass the schokarship
grant before request for TA
item V.G, b4 of the PDPG

DOE may require additional
suppofting dacuments as
desrmod AacAISAR.

Seholarshig/ Training Serace
Cortract shall be prepared
In £ copies to be signed by
the emroyee, the
guarantor & the President;

Naon-compliance with the
provisions of the service
contract may be referred
to ltem V. H.3.d-¢ of the
PDPG,
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Pragsre |04 2 aaement
al h‘ﬂil'l.i.l'l.f fug
»
Issue frecehee Client i
HRAAC 1R I
Satiefaction Survey [HRIVE

L

Recawe pot - traiming
ragluirerrents & updite HR HERAD [
gmpleyes traiming prafile

HRW O HHRMO [ sthdlarshin programs both
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Republic of the Philippines
DEPARTMENT OF ENERGY

fune % 2016
;'..-v

MR LIND G. CALAOR

Department Manaper 1

Fhilippine Naticnal O Company (TR

Energy Center, Rizal Drive, Fort Bonifacio, Taguig City

Pursuant to Executive Order {E.0)) No. 45% sedes of 2005, and E0. MNo. 367,
series 1989, you are hereby authorized o travel to Singapore to atbend the Cerlified
Internatonal Human Resources Manager Program on 21-25 Juoe 2006 (incosive of
trave] Hme).

PHOC is anthorized to shoulder the restricted ecomomy rless roumdirip sirfere,
training fee of USE3 296,00, prevailing INDE daily subsictenics allowance of US$40T 0
during the actual dates of event and on a pro-rated bagis o the days of amival to and
depariure from Singapore and the pra-garel allowarnwe of One Thowsand Five Hutidee
Pegya (PHPLAMOOD) including reimbumable prerum for accident incuranre, the
coverage of which should not exceed Two Hundred Thousand Pesos (PRU200,008.0,
vubject to the availability of funds thereol and Lo the usual accounting and auditing
rules and regulatinns,

To ensure that said travel redounds o the beneflt of the FPhilippine government,
you are hereby reminded of your compliance with reporting responsibilities nnder
Sectont 16 of EO. 208 and Memorandum Cinlar No. 7, series of November 21
within thirty (3] days upon retum froem yourofficial bravel.

DCE W AN 3132
LG ELLE UL

Energy Ceriter, Memin Rd., Fort Bonifaco, Tapug, Melr RMarka 1832 Philippines
Tel. Mos.. Trunkline (§32} B40-1401 to 21; Talafax (B32) A40-206F; [G32) 840.2138; (632)] BaOnd2Ag Movlling (337) B40.7120
Infebsitm: wivacdoe_govph, E-mad: méo@doe gov.ph
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™ Procurement Division —P“TE PREFARED (O30 ! PROJEST SOHTROL KN
ERACH SECTICH ! JEFT 1 CUMPANT ACCOUM NG CHADZE FLAMMED STAAT P [AaTFE
Personnel Bervices Division BFFAEOFRISTION Wik [IF CARER) Detober 2022, 2020
PRCUECT TILE I ey ircT LOCamIc FACLIFCT ILIFATHEN
Occupational First Add and dasic Life Suppon = l 1700, hlan Q&S

R - ST IahGF (PI S CHECH _
At canabed Enbevisl Dgflbrillation (RED]| Trai E1 HGF (F ! Ll pd MM - P00 R

Cardiopuimanary Resuseitation (BLS-CPA] wik
}‘ Pu, o0 M 4 bolow [

FRELECT JUETIFICATICM
Ta ra-tram and rénew e ligenses ad cartificares 3 tha mambsers af te Ernergency Respanse Team
and First Aiders at the PR Indysirial Aack an the adininstran ongd Fest Aid, Basic Lile SeEpor 1ALSh,
Cardéepukneandry Resusciiation {CPR] and the Sucamated Exl2inal Detibauation (B DT I conlidace
with the requeremens ot he OCrypations) Salery and Health sandard and R#A 11058, 36515, ar the
Orcupatlangs Health Sermomel arnd Farilifes.

SEERE OF WORK

Pleate rofar tom the attached Tenms of Rafararce: |T18]

AEC = Pnpas,B0d0.00

1

h ——r

| ol

e o)
| PO ggstillon
; Tm—
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Philippine National Qil Company
Energy Conter, Rizal Drive, BLG, Tagulg City

TERNS OF REFERENCE

[IJFI.I_‘,I-GHAH TATLE

Decupational First Ald and Basic Life Support — Cardiopulmonary Resuscitotion
[BLS-CPR] with Automated External Defibrillation [AED)

|PFHI.'GH||.I'~'I CRRATION

3 diys

rﬁﬂ. F PARTICEEANTS

BArimiam of 14 portcipani

TARGET PARTICIPANTS

Cilficers and emplopres af Park Management Dapartmeat and designated mambers af
Emergency B=apoais Team andior First Ald Team

IPROGRAR BRIECTIVE

Recognlie a medical emergrney iiuation 3t warkalate

Acjusie the aporopriale smergeisy repondn tyetem and (ellow the m@rFensy aomnon
principle

frerfaem the pecessery and correct First and treat mem 0 8 casualty hmld on ghaeir injurled

Parfarm PR for adult victima with the apprapriftes e ol ks AED

COUARSE MOTULES

I,

W Sarfr Tiswoe Bnjury

v, isesd and Spive Bnhury
VAL Envirommental EmergEnCes
WL Lifting and g

introducticn 1o Firvt Ald and Sanic Life Sappon
Ermergency Actian Principles

Cardicgulmenany Besisciratian [GPE] and Ausornated Exterrat Deflbritiation (AED) Operatiang
Fareign-Body dkeay Charruction [ FE&D] and Bescus Heeatning [HE|

|ﬁ1-|_nﬂmmr

LELTUTE, Ciacussion, demoratrallon, handson raimng/eserosss

I RoGRAM BACKAGE 1 Registration Fee. Fhadd00/pax & 14 pax = Fhpdd, 500,00
7 Insiructon’ Honarariam Fee: Pl 4,000 00
Total Brogram Pethage: Php4g,500.00
ATRGENT TEREAS Pagmsrl spor completion of the coures
BLIGATION OF 1 fwt.cl:m1nlnm|; program
OHTRACTED #SATY Provide each pariicipant with the waining &2 farogram materiaisfwiarktook, notegsd, balpan,

sk, gloves, taceshinid, T-shidt, memsersnip 0 wisocident insyrance| for ghe duratian of the
Prograr

Conduct Eraining svalustion anor axam Eo giige the parmpants’ learming ml
[EsUe the patidgant’s Certificate of Frolidercy and Cortificate af Complation licence) upn
completion of the piogram

Supmiszsan of The Terminal Repart upon completion of the program

foaLhERTION OF PROT

L

Prowice the training venus, tacllities, equiprment, sipplies, meal snd sracks for the whals
duiration &l tha program

Preulchs ligt and profile of portkcpants at iast & dayd before sach course

Ermure the pertiopants’ 100% sttendance to the required total number of heuryfoourse
Foral persan oo AsssEl the oontrected party dusing the pre, actus ared poss stage of the
AroEramy oourse

Provide |ogistical requirements Tuch asservioe vehicis to Ferry the Subject Matter Expert [SWE
ani Course Administranor to & [rosn the vimue when needed.

LTI —




PHILIPPINE NATIONAL Oil COMPANY

Seprember 16, 2020

Wt Charlie M. Gatbunior It
Chapter Administratar

Phillppine Aad Crods- Bataan Chapter
Balanga City, Bataan

Dear M. Gatbuptor:

This has reference 1o the Occupational First Ald and Basic Life Support- Cardiopulmanary
Resuscitation (BLS. CPR] with Automated External DefMigilauon Training offered by the
Philippine Aed Croas- Batsan Chapter.

The Phillppine National 01l Compary (PNOC] is considered as a High-Risk Establishment
based on the Occupathonal Satety & Huﬁmﬁl definition. As a high-risk workplace,
the industrial Park workers are exposed to hagirds that could result in minor to serious
Injuties or linesses and wmﬁi;;.mww:n of first aid and BLS-CPA.

First Alderc are par nf‘l:ht* argengy Rasponss Team of the PNOC industrial Park, As
first siders, they shall . iatee ifesaving, madical care before the arrival of
further medical hedp. Thidcould include perfarming procedures such s placing an
UNCONSCous M " Mﬁﬁ"&mﬂ? position and performing CPR.

To updil:ﬁind erthance the knowlsdge and skils of our employess or first ald ard BLS-

PR with , PNOE would like 1o reguest Tor an onsite training on the "Occupational

First@lgand Basic Life Support (6155 CPA with Automated External Defirillation” to be
jeteel at the PNOC Industrial Park, Bgy. Batangas Dos, Mariveles, Batzan on

jetobier 29-29, 2020.

Wiehtipr lar your kind consideration on our request.

'.u-q-,r pruiy yours,

Graciela M \Jarfeta
Wice Prosident lor Energy Dusriess

g B2 L

AN OMICE -
PIACRC Deschibing . Exmgy Sorpr, ]
Wagl Doy eyl ﬁﬁﬂ_lr =]




Prowincial Capitel Compound,

City of Balanga, Bataan

Tel. No. [047) 791-3351 ]
(o47)792-4779

Email: bataan@redcross.org.ph

Sptembaer 22, 2020

Atty. Graciela M. Barleta
senior Vice President for Energy Business
Marlveles, Bataan

Greetings In the Spirit of Humanltyl

Thank you for choosing Phil, Red Cross- Bataan Chapter for the First Aid Training and CPR Tralning. We
will send you the quotation for this trainingand kesp in fouch with our staff in charge Ms. Ella Cruz with
her contact ne, 02104728734, Certification and license will be release 2 weeks aftar the training.

Thiank you for your continued comp@ssion for humanity as we anticdpate your ubmost corsideration and
positive respanse an this matker,

Very traly yours,

CHARLIE M. ¢ NTON JR., RMT
haptar Bdministrator
LY _.-'




PHILIPPINE RED CRIOSS
BATAAN CHAPTER
SAFETY SERVICES
Tel, No. (047) 791-3381/ 7014710

22 September 2020

Atty. Graciela M. Barleta
senlor Vice President for Energy Business
Mariveles, Bataan

Thru: Adonls C, Yangga
Senior Safety Spacialist

This hias reference tovour reauest for the Safety Services of Phillppine Red Cross (PRC) to conduct
thie fallowing cotirses wit:

Registration Fag/Pax :

Occupational First Aid and Basic bife Support- CPR with Automated External Defibrillation
Training {3 days)

Imclusive:
Training Kit (Workbook, Catleva, Ballpen, Mask, Gloves, Faceshield, T-shirt, Membearship (D

(Accident Insuranca] )

Certificate of Proficiency

Certificate of Complethan (license)
TOTAL P 3,200.00/Pax
Total Instructor's Honararium Fee s P &, (00,00

*« Good lor 2 Instructors

The transportation and food allowances will provide by the requesting pary.

The Philipping Red Cross will issue Dfficial Receipts in acknowledgment of the payment for the
registration fees, training material and membership fee as well as for the honorarum of the

instruckors PRI

Sincerely WUT



Mota:

Pleasa prowide the materials For examination
-lactic ralfler bamndame 345 per particlpants
-gahkcohal

-infrarad th errnatmatar

-disinfectant solution

-Indivldual h=alth clearance from LGU
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QUCTIPATHINAL FIRST AID
COLRSE OHTLINE
(3 days}

Module I {Introduction te First Aid and Basic Life Suppart)

Halos and Responsibilitics of a First Aider
CHyeetives af Fuest Axd

Charsstenstics of a Gocd First Aider
Hasic Byuipment’s in First Al

Module II (Emergency Action Prnciples)

&+

Floww 10 ETATE IR EMEeTgency besponse
Emeargancy action principles
Hear=lo-To% Asscssment

Muodule [IL (CFR and AED Operaiiet)

Conditions of Caediac Aot
Comptession-Ooly CPR

Ways to Ventilate the Taongs
Criteria for hot starting CPR
When to stop giving T.PF

BLE saquance { Frocedure )
Crinciples of Earfly Defibrillatien
Siruchie and Funclions ef AED

Steps o Operale Al ARD
Special SHuations
AED (Procedure)



Module 1V (FEACH amd RB}

{auses

Tvpes
Claszifications
blanagoment

Modole ¥ (Soft Tissug [ajury)

Wounds

Burns

(EENT R

Sperifie Body injunes
Bandaging Teclmigue

[ T B ]

Module ¥1 {Head and Spine Injury}

LTHLSES

Types of Injury
Management

Proper Removal ol Heliet
- ollar Application

Madule ¥T1 {Environmenlal Emergencies}

»  Canscs
v Types of lnjm ¥
«  Warapenem

Module Y {Liiting and Moving)
+  Elirdds of Liculls

+ Emergency and Non- emengency bove
« LiRlting



PHILIPPINE RED CROSS

Eataar Chapter

Frovincial Cagited Compound, Balanga City, Bataan

Tel. mal (O87) 791-2351

COMPANY PROFILE:
Com B PHILIPFINE RED CHOSS
‘Address [N.AD] #37 EDSA Cor, Boni. Avenue, Mandaluyong Clty 1550
Chairman anpd CED Huon, Blchard ). Gardon
Sacratary General Elizabeth Zavalla
Date Eitablished LT Fobirwary 18595
Original Charter Aepublic Act 85 (Presidentisl Decree 1643)
iﬂr Cherter Republic Act 10071 [The Philigpine Red Crowss Chartar]
| Founding Date 15 Aprll 1947
“The Philippine Red Cross shall be recognized as the veluntary,
indegendent  and  sulenomous nongovemmental  society
auslfiery to the authorities of tha Republic of the Philipgines in
| the humanitarian fiskd toassist said autharities in discharging
Dur Mendaie the obligations set forth in the Geneva Conventions and the
| Siatutes of the Internabgnal Red Cross and Red Crescant
Mevement® Section & Purpases — THE PUrposes of the
Philipyiine fad Cross shall be as folows: “[F) o devise and
prarmiote such ofber services In time of peace and In time of
armad conflict as may be found desirahla i Improving the
health, safety and weifare of the Flligine people and af 2
Ie in general.”
% Member of an International Movemant
& Governed by 30 Bosrd Members [Board of Governors)
% Headed by o Secretary General
*  E0% of It Manpower are VOLUNTEERS
¥ Funded through PUBLIC DONATIONS
¥ Exampt from payment of all divect and indirect laoes
[TAX EXEMFT|
 Local Chaptor " PHILIPPINE RED CROSS, BATAAN CHAPTER — 5
Address Logal ter] Provincial Capliol Compound, Balangs Gy, Bataan
Chairran [Board of Hon, Inse Vitagando
Directors)
Admintstrator Charlia M. Gathunton i, RMT
CSR- 5afety Service Ella O. Valerio, RN, EMT, AEMT
Msblle Number 0919-479-87-34
Dlfice Numiser [o47) 791-2351
Ernadl Address bataani@redoross.org. ph

Pzge 10f4




/"] LEGAL P NS O MPLIANCE:

LAW, STATUTES, LODES PROVISIONS

fute 136, FIrsr-aio meatmenl:

% Eyery employer shall keep in mis astsblishrnent such first-ald
meadclras and ecoipment 3 the n31re and canditlons of wrk
may requie, i acoorcRncd with such eegubstins as the

Labor Coce of the Cepartrient af Labor and Enpleyenant shall prescribe,
Fhlllpplres
% The pmployar shall cake sceps far the vraning of 3 sufilcent
BHOK FMJFR, HEDETH. nimber af emplayees Infirst-a d reaomei.
SAFETY AND ST AL
WELFARE GEMEFETS . n gl and domtal g
Title | MEDICAL, DEMTAL % R shall be the duty of ewary emgleper to furnish s employees In
AND OOCUPATIEIRAL any lacally with fres madcd and deina | sttendance and facllitles
LutETY conistirg af:
Chapter | WMEDICAL AMEY Sar. g The servkes of 3 full-time s=glaaed nurse when the
DEMTEL SERVICES Awrbed of empdayees exveeds Aty {590 but nat more than fwo

Fundrge (200} eacept when the emaleyer dees nmt mairiale
hazardous wirkdlaces, In whien case, the servicas of & pracuate
Frst-alder chall be provided Pof the grotection of workers, wiarg
no registared nuise G avallable, The Secretary gf Labor and

E mplorpmend shall presade by appropriate regdlationg, The Rulgas
that shall be required whara the mumber of empigyees J4es N0t

meped fifty (53 and shal getermine by Appropriace grder,
narardouws wod kdaces for purpas=s of tis srcle;

The Guidchmes Coverning Corupathena Sabety ann Health dn tha
Cansbruction distey

b. Dafinition of Tees

Department of tabo: and | Certf od Fest-Aidar - rafprs o5 any parson as elefined in Rule 1960 of the
Empleywant CxeopBtlanas Safaty ard Mealch Standards, trafried and duby oertified o
Aureay of Weking gualified 1 BEmInliter frst-ald by tha Fhillppine Hationd Red Cross

fondithona Progedural  [RMRL] o bey arvy organiatian pecreditad by The famo.

Ganigqliregs |
pgpartrment Drder Wex. 73, | F. Department rde- Na. 13, Raguirgments. Tre 1olkwing shall b= ne
sariasaf 1498 - munimum reyulierents (e the spproeal of @ Constructlen Safety and

Heahn Program jEsHP,

1. Coastructmn Sakety and Healh Brugain puesuant fo Section 35,

0.0 18 150G,
3.4 Sufety and Health Personral, The Fllowing shell appl

& All appninted flrst-asders shatl Be duly teainad and oerdiied by i .
Philigypinet MatHonad Red Crots a0d shil posses a Certificaty of Baslc Frs
Al Traéning Courss [Ftandard] with a valld PNRCID Card,

Page 2 fa




LAWY, STATUTES, CODES

FRAVIHOMS

Cepartment £ Tau-izm

Memapanduri Clrculat
Mg, 2015 Serles g 1099

frnenided Aules and Regdlations ta Edieen the Acoreditator of Raguntaln
Suldes

Section 3. Requirsments far [ssuangce af Accrednatan. - b agplicant far
sLcTeditatlon as modataln galde shall submitfcaniply with the fallowlig:

k. Cartificals of tralning o Basic kfa suppart foon b FhiRppolee Mailnal
Hed Cress ar (ks mgubvalent Instiaklon;

Dwepartrent of
Agriultu re

RA Mo, 8550 (The
PFhllpgirs Flshares Cede)

= &n A2t Froyiding For the Develnpment, Management and Consendtion of
yha Fcheries B Aquatic EEAGURCES, [Mizgrating All Laws thereto, nd far
arher Purpases’

Aaticle J — Carnmedgla: Fisheries

Sprtaon AT - Medical Suppiees and Ufe-tav|ng Gevlces:

All Flzhing wess=ls shall b previded with adequate miagiical suaples ard
Wia -saviryg devices bx be devsrmingd by the oppatanal safety apd Healtk
Ceenned; Prowvided, ERat a flshing vesse] of iraenty (20] GT gr mare Alkall have
a membar of s crew o persan qualified o a Arst abdes wuby certifind by
the Phitggine Matlanal fted Lras

| Phifppme Coag Guand

rarsuant o Bemepllc det
No. #9003 kngum ax “The
PCG Law ul 208’ and
Rudg 3 (&)

1! af the Wplemenling
Kud=s ana Aegnlatians
A.A 95992 wilh
Aefor=rees to AR of
Pepulic At Ho. 9543
knawn as "The Taurism
bepx 0f 035" and
Daparmment af Tgurlsm,
Rubes and Regulators 1o
povarn the Acdreduation
of hotels, 10LETLEES, MAS,
mir2[5, Apartel, raspes,
pnklad hequses aPul
atker agcamicdanan
malgblisaments

GunBelings for Satety snd Security FeqLaemants af Coasat and each
Retarts, and vessal weh Fasl Facllites anchiding Oualication 3nd
Renuiremeis of Lifoguards bos whe Pramation of Safety of Life 3t Sea

[V, SCOPE: This Aemosancmn Clrmlar L8l apply ta:

Ju Crassak and Beach resark owners
B. Ship owrerioperators of wesiel with prod Faclitsee, and
C. Lifepuards VII. Safahy and Securtty feguirements

=1 Al resarts shalk provode the seregos of a phyeglan, mleber on-call or &
{ulttimee basis, depanding or their volure af aperaton and accessabillity te
hewpical ar medicd certars. 1 acdit|on, resss shal mmploy adaguate dirs
aldere whir Mave completed 3 cowde | Meet aid Sy certified by tho
PhTpira Matlonal Red Crots of oiter LG Bocredited anganeation..”

yiIl. Cualificetion and Recplrevtents of Li‘eguards

"2, A% 3 Wfeguard, wQu muil puoo=tulty commplatd tha fvulnwqui
Phlllppine Red Cross Tealnlng ar oy PCS accredited equmakrt Fadning

courfes-

a. Fir st ald Cowse
Ir. B35k Ube Su ppeart — L2 reli Pubredrsa iy Rasuscitation |6LS-CFA] Coune

o at=r Safaky Cawrea" . _

NOTE:

1. Plageate Inforrmed that wa (Philipaira Red Cross) 40 NOT Rawe a0y acoadibed orpaalzation to
conduct Safaby ard Haalth Tranings {Firsz Akd. KPR and AED, e1e. 1, hence aforamantioned

trabnings rélatad by complisnce gnal be Canedpcted

by tho Bhilpping R Conss {formetiy

Kt 25 BHAIEpine Hathonas Red Crens]-

Fagc 4t



[PED-04A3)

DISBURSEMENT VOUCHER

PNOC

PHILIPPINE NATIONAL OIL COMPANY DV NO. b ey
r:'h'-_u_',_hup;l.-q Wil Emilmr Coamilai, Algd Cvs, BGT. Tagug Cliw, th:Er-n Tl M §R) TRG-TERY
PAY To/ADDREEE | FORMOFPSYWENT [DATE REGUEETED SERNE.
FCAPI-REGION 44 CHAPTER, INC. R ————————
firm 0l i Viege Cnire. ey, Lo | cr-l CURRENCY ] ATTF PAYMENT DUE OM [DATE)
Jisi'wem | syrssns &N j CHECH _.'l O8PT I_._____.*IE OATI m

Payman| ol Traning Fea o i Acormoifed @ Howr 10,000,000

Cingritahon Trainag o0 B enoshy Roplkahons iy

Marsguny Hemin 1o b bl o f aoniaty 26, 2120 |
ABSUNT DILE FOR PAYMENT I+ 10,000.00 I

[ AMGUNT IN WORDS

PESGE: TEN THRUSAND AND A0 OMLY

FRINT NAME AND SIGHINDICATE DATE SIGNED
CERTIFN

PAYMENT RECUESTED BY
Eipurian s aovanon nedossiry. mwis nad

Ipetifmnd b mdcrj;%/—»
. LEusYarty - R
i = [BATE = = oaTE 17
il p Va2

PLEASE DO I-JI'IT WRITE BELOW THIS LINE FOR ACCOUNTIMNG LESE QLY
ACCOUNTING ENTRIES

' CALAD

EWTE

PRINT MANE AND SIGNANDICATE DATE SIGNED
CERTIFIED:

Aspguntn availeble uedstxdgaisary allolmaend in tha armount af P
expandllure propany canified, supporisd by deguments] aeounl codas peopar,

prraiolin caeh sdvancss licuidatadaeeooniod far

PROCESSED BY:

DATE

THUGBET POSTEDHY:




DISBURSEMENT VOUCHER %
PNOC

PHILIPPINE NATIONAL OIL COMPANY DV NO. e

PHOC fuiing 1. Energy Canier, Firal Dove, BGEC, Tagug SNy, Pripenss T, b, {00 RS-
PAY TENADDRESS [ EORM OF PAYMENT DATE REQUESTED —
PFCAPHREGION 44 CHAFTER, I_NC[__ ; | _ Ty L S B@N 10
T 400 & Veapa g b Gidnip, L% | '] EEI R Ty r_.ﬂ.'l_l'r FAYMENT OUE B m‘"‘“‘-l' 220420
Hator | gy SO0 | 7 SNCP LRI T L. AT
| (1 cHecx ] et EXPECTED DATE OF LIQUIDATION (FOR GA)
TiM P i 1 i iz = (i

Pirgrezin] @l Tramnrgg Fees bo e Acordiacd 8 Moo 10,000,00
Crasilahin Trawibgg an Sivstonmies el Regutalions e
fanagwing Hesds o be held on Fobriesy 26 2020

AMOUNT DUE FOR PAYMENT = 103, 004.00

AMIFUNT IN WORDE
‘PESDE; TEN THOUWSAMD AND DOF10D DMLY

PAYMENT RECLIESTED BY CERTIFIED:

F anannmiromh oy ines Pap@ ot Uleil gl §ie1

[ | i unce' gy dincl. nisenvison, r
= F evarra | ._._ii:=_1' Astilion pr s CALAC

| OATE

o BATE . _
2| I o | vk,

FLEASE DR KOT WRITE BELOW THIS LINE FOR ACCOLINTING LUSE ONLY

ACCOUNMTING ENTRIES

— ey — [ — - —_ il e ¥ el o = e 8 L e e

|
| PRINT NAME AND SIGNINDICATE OATE SIGNED
| PROCESSED BY: DATE CERTIFIED:

Acaguate availobie furcsiioga g slisimant in che amoand of P .

wagurdilure prapeily cerfiliad, suppaiied Iy doecymurin, necusnl codes proper;

| BUDEET FOSTED BY: | DATE prwiciie cREn advance ligsdatadaesauriod for



PCAPIREGION 48 CHAPTER, INC,
PCAPY R CHAPTER, INC

ferr 400, Ath Floar

VEGA CEMTRE, College

Liag Banos

Lagiuina

4030

INVOICE

Gialiela Darketa DrderMumber: 10840

Phillpaire Hatinmal O Company Oirder Date: February 5 2020
Phillppirie Mational O Company Paysment Mathed: Bank Denosit or Fay on
Energy Cenler Bldg & fidzal Dyive tha MEnise

Earr Bondtacio Global iy Taguig

City

Fart Bonifacko Tagulg Clcy

1 B3

Quantity

Broghuct

.kt Training for Managng Heads of PCO- Teb 26, 220 2 10,000,000
el 100AE 1S TRAINPIE £E i AN C-HE AL P O T2 -0
Subtotal 3 0,000 0
Tatal =10, 00000

Account Mame; Folutkon Cordrol Associallar of the Dhils (PCAPl-Region 44 Chaplef, e

ar BCAP| Reglon A5 Chapier ind



POLLUTION CONTROL ASSOCIATION OF THE PHILIFPINES
REGION IV-A CHAPTER, INC.

Oec e 19, 2070
ATTENTION TO : MANAGIMG HEADS

RE ! ACCREDITED EIGHT (&) HOUR ORIENTATION TRAINING
(OM ENVTRONMMENTAL REGLILATIONS] FOR MAMAGING HEADS
N CAMPLIANCE T THE REQUIREMEN 15 OF GENR-DAG 207412

Dear Sirtedam,

The Depariment of Eqvircnment Goo Nogeral Resceives — Ervrenmens! Mendgereit Bureay, CALABARION Rejion
andi the Peliction Conlrod Assocatian of the Philicpings, fnc, Gegion A=A il jcintly conduct am “Aucoredied Elght
{8 Hour Crieniaton Training {On Envirenmental Regulationsy For Mansqny Heads" on Febiuwary 26, 2024
ct BeBevus Manila, North Bridgeway, Fllinvest Carporate City, Alabang. Muntinfupa Metro Manila.

This trainirg aims o impalT ta paticdpatng manang hRads to:
+ Comphy with the trin'ng roguing nent of JEMP-0AD 2074-C2 1ar Miuaging A>3 ds
+ Understand the highlighss apd salent pomns of relevant coviran mental regulationsz
s+ Deliredia 1he rale of a rompany’s Managing Head n theil compliance 1o vangus envizghrental zegulations
s evelop sl understanling on the jaint respoisily ies of the Managing oleads and the Padluticn Lontral Dificer

B thic regard. we weaulil hka toinvite the Manan n; Heeds of you- Comparies to attend o <his Traiming Abwesdance
ta this Lrainineg will ‘arm parl of Their respactive PCGs” acdlecization witk the DENR.

Tiaimng Fee shall be ot P5,000.00 inclusive of #eals flunch, moming aw? afrernoon snacksy, rainmg rgnerials, and
Traitung certificate. Swis are imited,, and regsindion s on a frst come, Orib-seread bas,

Register phline by visiting The | ik bedow:

CLICK HERE TO REGISTER
or vi5it pur website: https:/ fwwn . peapi-rd org phitraining /8 -hr-orientation-training -for-

managing-heads/

Far addittanal queries, pleass contacl 1he PCARI Bagion IV-A Sewietanct: Grace Engle (Mabile #. 0917-B144751, Tl
Pic.: 043-S0 1TP0EY f E-ragil Address poapi.calaba rgondde mail. com.

Think voad 2nd we look formard te see vou ot the Training,

Vary trudy yours.,

Qe

Fazrnigh M. M ik
Pras alent, PCAR Requar. IV-8 Chaoior




POLLUTION CONTROL ASSOCIATION OF THE PHILIPPINES
REGION |V-A CHAPTER, INC.

0730 - 08:00
000 - DBAS

Q845 - 04l
{945 = L 0:00
1000 - 11:00

1100- 1200

100 0700
o0 Of:45

O145- 0243

Cds- 03:00

4300 00

TENTATIVE PROSG R AR
REG [STRATION
OFENING PROGRAM

Prayer and Mattonal Anthern
WELCDME BEMARKS
intraduction: af Participants
Crvarview of the Iraining

Cortemporary lsguss In Enviroument and Development

BREAY,

Phijpplne Environmantal Impact Statement System (P 1585)
Revised DAG 95-37 [IRR)

Policy Objectives and update

Brief BCC and CME proces:

ranitoring and sepearting

Froject aronsndments

Conhclusions and seypmmendations

Clpen farum

Phifippine Clean Watar Act (RA 9275)
v Policy objectives
= Paolicy update iprogeans, ncentiees, standands)
v mdustry compliamce requirementy (permits, on the spot monitanng, protocos,
repartsh
Conglusion ant egrmendatian
Clpen Fogudt

LLINCH BREAK

Philippina Clean Air Act (RA 8T745)
+  Folicy pojestlves
»  Falicy updata fprograms, Incorbives, siandane)
tduztry carm pliance reguIremEnts (EaIFITE. o0 the spot Fronitaring, protocals
reparts}
s Conglus'ons and recormen dacions
+ QOpen Forurm
Ecalogical Sclid Waste Managemeant Act {RA 903}

a  Palicy Dlyectives,updates
Indlistry cam phiance requinsments (pirciale, stafdards, monitosin reports,a0c)

&
¢ Conclusions 3nd recomenen datiors
« Opar {arum

2

BREAK

Toxic Substances & Nuclear 8L Hazardous Waste Management Act (RA 5343)
= Palzy abjectives
- Policy update (picgrams, meentives, standards]
s Industry carn pliance racuirements (permits, on 1he spot mardtaring, protacel
reports)
s Conclusiars and raccerrmendations
+ Upen Forum




POLLUTION CONTROL ASSOCIATION OF THE PHILIPPINES
REGION IV-A CHAPTER, INC.

Cantiny ation...
T RAM

0400 2500 Roles and Pesponsdhillties of the Follution Ceniral Officer
v Policy obectives

Policy updsate

v Idustrg comnpliar<ce requireeents

o Conclusion aad recommendaiion

01500 D520 SYNTHESIS AND CLOSING

O Cazh
[ sheque Fesse prepare cheque payable 1o PCAPIREGIQN 44 CHAPTER INC.

I Fay on e werwe
O Bapost thaugh: Bank

Accaunt bare : PCAR PESICK A& THEPTES, 1ML,
Aceount Mo : A4

trarae of Eark : fank i 412 Philippine 1ang s 1381
Sranth : 05 Hanne, Lagunp

Man AT TIk Mo ; O0A-429-752-00L

IO AECEWVE A COMFIRMATION OF VOUR REGIFTRATION FEE PLEASE EMALL BEALSIT SEAT IE
podperdeidahoo g -ope Slabocnandor oy

COMTALT [NFORMATION
Zrapn AzEnghaog.cor

ARBIE JANE DE CASTRD Q741447 4% 501-1706
& ERACE ENGLE E goag. 5347850 HE ﬁ opape b s F g raloom

ptwid Lalalei gl e ol

daarm 199 Atk F ey ".-'."|=1.| L LT l:'|||.'-'_:l.'.




PHILIPPINE MATIOMNAL DIL COMPANY
PNOC Bldg. VI, Energy Cantor, BGC, Tagulg City

™
hulul'

(

I
|

February 11, 2020

TRAINING MEMO
no. [2000-8-02 |

Mr. John Clarence L. Parras, Executive Assistant IV of the O5VP. Energy Business, i authorized
ta attend the Accredited 8 Hour Orientation Training on Environmental Regulations for
Managing Heads offered by the Pollution Contral Associztion of the Phil (PCAPI)-Reg. IV-A
Chapter, Inc., to be held on February 26, 2020, 7:30 AM. to 5:30 P.M. at the Bellevue Manila,
torth Bridgeway, Filinvest Corp, City, Alabang, puntinlupa City,

Upon completion of the progrem, Me, Parras s required to submit to the Personneal
Development Committee (POC) the copy of his training certificate, evaluation rapoft,
executive summary and soft copy of training materials. His attendance to future trainings will
be suspended until he has compligd with all these requirements.

G. Calaor



Local Seminar Participation Proposal

PED-LEPR

1. Please atach brochurseeogrem schedule of semingr
2, Trames & raquied o submit the foliowing to PED & week sfer completion: aravalualion fepod of the course, copies of

training maderialy and treining cerfificats
TITLE INAR VENLIE OF SEMINAR

Befevue Manila.Fllinvest Corp. Gity Alabang,

Aecrpdited & MR Ori=nfstion Trairing (on Erdronmental Reguiations)
Muntinlupa

for Manigeip Haads in compliancs to the requdnsments of DENR-

DAD- 2014-02
AGERLT GUNDUGTING THE SEMINAR

DENR-EME,CALABARZON Region & the Pollution Control Association of the Phila., Inc. Region IV-A

SEMINAR FEE (Per Paricpant) NUMBER OF DATS |DATE OF GEMINAR  [TIME OF SEMIMAR
F5.000 1 29-Fah-20 B:00arm-5:00 prm
IFLILT, MAME OF NOMINEE (La=. Firal, 1)) [POSITION DEPARTMENTOVIEION
[¥] Permanen
FARRAS, JOHN CLARENCE L. [ ] Temporany Ea&-IW Office of the
[ ] Coniraciusl OSVP-EB

[PROGRAM OBJECTIVE[S]  1he specife krowietge snd skl the smployes [snlended 1o develp. = ==

The iraming &5 expeckid bo dsach and halp participent on e follawing

1. Ta leam aboul srvironmentsl menagement covenng iNe Dase Smvironmental Ews rues and regusticns

2. Urifarstand the highlights and saiiend poinis of reveian! ersonmnetzl regulations

3 4 Desslon full Tnderstanmng on i (ot sesponsibililes of the Managing Heeds and Polution Gonfroil Offcer.

[EMPLOYEE SELECTION  Reasqn jor seiocing 10 & EROIE alevanGe o e T e o e podien

As & sescitive sssistant ofihe SVYP for Ensrgy Businpos, the namingd i sxpecied ko have a pood undarstanding of relsvant
anvrenmarisd imws for the efficent aparation and mmmmﬁxﬁ'!me Industrial Park in arder o prosice ralevant fachnical assiEEance.

Gk

The amployees krowlagde of envirsnmental lews relevant io ihe oparalons of th ircustical pack will gida fkm N prosisEng npals
jo the SYP-EB as hogd of the Enangy Susiness Group.

HONINATION ENDORSEMENT AND APPROVAL
ENH%ED #OC Charman) |
/ E B o1 (1. Aew

G. G, Martinezx




POLLUTION CONTRGL ASSOCIATION OF THE PHILIPFINES
REGION W-A CHAPTER, INC.

December 19, 2015
ATTENTION TO : WMANAGING HEADS

RE : ACTREDTED EWGHT (81 HOUR ORIENTATION TRAINMING
ON ENVIRONMENTAL REGULATIONS) FOR MANAGHNG HEADS
IN COMPLIANCE TO THE REQUIREMENTS OF DENR-CDAD 21 4-02

Prear SirMdadam,

Twe Deparfinant of Environment and Noturol Resources - environmentol Manogement Buregy. CALAARTON Region
and the Poltslion Corfral Assacstion of 1o Ahdigpraes, e Region W-A wll juintly condusgt an “Acoradited Eight
{&) Hower Cxrisntation Traiing (On Emvircnmental Regulatians} For Managing Heads" on February 26, 2020
ot Bellwvus Maniks, Narth Bridgeway, Fiknvest Corporate Jty, Alabang, Muntinlugs Metra Maniks.

Tais nanlng ams oo iapart 2 part'cipating Haraging heads ba;
v Conanply with Hhe training ragquirement of DEMNA-DAD 207407 tor Managing Heads
s Undersiard the highligns and saiem paiels of rebesanl sovinureanental iegalations
v Deknepte the rale of a company's Managing Head in thar compliance 1 variaus endronmental regulationrs
*  Deovedup Pule woderstanaling an #ze jolnt respansibilities of the Managing Feads 3ad the Paflutizon Control Gificas

Inghet regard. we wauld like to imite the hanagfng Heads of your Companies 12 altend 10 Lhis Training. Allencance
£ 1Ris 1=ai nlng wabl farm part of 1heir respective PCOE" accredetation with the DERE,

Trairing fee shall be an PS OO0 inclusive of meals hench, martmg and Amermonn wnacks, rainog materlals. o
trefning cartificate. Sigts ore igntedd oo regnienhae o o0 @ fird-came, first-sarved Basis,

Register onling by vigiting the Hak balow:

CLICK HERE TQ BEGISTER
or vslt our wehsite: https /S www prapi - rd.org_phftraining f§-he-urientat gn-training -for-
managing-heads/

For addifonal querics oloase corttact the PCAP Region IW-A Secretariat: Grace Engle (haobkile # C217-31447531,Tel
Mo, 049-501 1708} / E-mail Address: poapiselzbaron@ gmail. 2o

Thonk you and we legk ferward be see wou az the Trzining.

Wary liuly s,

e

Fasmiah M, Malixi
President. PCAP| Regirn W-& Cihe pigs

B A0 Hloo




POLLUTION CONTROL ASSOCIATION OF THE PHILIPPINES
_EEGIDN iV-A CHAPTER, INC.

0330 - 300
020 - 0>

QB:45 - [e4s
g5 - 10000
1303 - 11:404d

11:0H- 1200

12.40- 07:00
C1:00- 0145

Qt:ah- 02 45

02:45- 2300

G3.00- 0400

TEMTATIVE PREOGRAM OF aCTIVITIES

REGISTRATION

OPEMIMG PRDGERAM
F‘r.a:,.'er and Naticsad Anthem
WELZOME REMARKL
Fatraducrizn of Paficipanes
COwenrew ol the Trinmng

Contemparary ssues in Envirgement and Bevelapment

BREAY.

Fhilippine Envirenmental imvpact Statement Systemn (PO 1586
AReviced DAC 95-37F (RR)
v Policy Chjectives and ugdate
Briel ECC and CMNE process
rdanitaning and reoceting
Praject amend meny
Canclusians and recommendatiars
Cpen fomm

Philipping Claan Watsr Act [RA 92T}
= Policy dojectives
s Ppllcy updete (pragrams ncennves. standards)
o Ingustry compliance raguirem erls permits, on Lthe spat manToeng, protocols,

repetsh
s Conzlazic and recommeandation
= Opan Forem

LUMCH BRESK

Philipping Clean Ak Ack (Rf 3743)
v [olicy obFectrres
*  Policy vpdate ipragrans, Fcenbivew s irnlargds)
Industry carmoliarce requiremaents JEermits, on the spal manitonng, pralels,

[}

repots)
v Crausior s and rec ammimendations
»  Oper Fopam

Exological Sold Waste Management Act (RA 8003

v Palboy Objeclivestapdanes
bdustry complianoe requirsmenss (encip e standards. arnitarng, ieportset)

r
+ Lar<lusans and recommendatans
+  pen ‘crurn

BREAN

Toxic Substances & Muckar & Hazardouws Waste Managoment Act {RA §065}
L] F‘n[u::,.' ahje:[i-.-e.-:
= Falicy update [prograras. incentives, standord
Induslny garnpdiance requoerneznts (pervits, an the pot monitonng. protocols

1eports]
o Conclusions aed regommendaning
+« Opan Farum




POLLUTION CONTROL ASSOCIATION OF THE PHILIPPINES
REGION V-A CHAPTER, INC.

Cuaplarndatian...
TENTATIVE PROGEARM OF ACTIVITIES
. G- D5 00 Roles and Redporcliilitles of the Pellvtion Control Officer
= Folicy ohjoctives
s Policy update
r Induary garmnpdiance requirens ents
¢ Conclusian and recommendacion
{560- D530 SYNTHESIS AND CLOSING

O Casl:

O Chegue: Hedsr presae diegue sayalde o PLABE-REGHYM 408 CHAMER, (NG
O Fay en 1ne yeglle

O fzeposit through Benke

Aocopnt Marag : AC Ak REGik M 48 CHAFTER, hiC,
bocount N : a571-S14742

Marmre of Bank : Bank o the Phillppine 15ands (G|
Branch . Lian Barfs, Laguna

Man-YAT T M. (a0 A28 T52 000

D RECEIVE & CONFIRMATION OF YOUWR REGIS CHATION FEE PLEASE EMATL DEFCRAIT LN ik
JccordrEiu peird S Osag. Crelmaoenor el ou,

COMTACT {HFORMATION
ARBIE JAME DE CASTROD NE17-B144751 11706 [EETHTE AT | delaF i s
& SRACE ERGLE BIG-5341H50 ﬁ““ =0 x e 2l A

Ao A0 L Flaes W Doy D e




MEMORANDUM

February 7, 2020

To:  ADM Reuben 5. Lista (Ret) Ref:
Ce Code;

Attandance to Training

The Personnel Development Committee (PDC) recommends the attendance of
Mr. John Clarence L. Parras, Executive Assistant IV of D5VP-Energy Business, to the

training o;

Progrom:  Accredited 8-Hour Crientation Training on Environmental
Regulations for Managing Heads.

sponsar:  Pollution Control Asseciation of the Phil. (PCAPI)-Reg. IV-A
Chapter; inc.

Durakion:  February 26, 20320

Venue: Bellevier Manila, Narth Bridgeway, Rllnvest
Corporate City, Alabang, Muntinlups City

Eor the President’ s consideration,

Thank you.

pormaloney

M:u-th-ue:
::hal.rp-emnl. PDC

[hilippine Sl Thd Uasgmn

L T

RED: POC_ICLAD-2000

Il "
L ‘:



PHILIPPINE NATIONAL OIL COMPANY
BGC. Tapuig City

PEREOMMEL DEVELOPMENT COMMITTEE (PDC) EVALLATION _

Pollution Centrol Association of the

& Fnporibilithen:
1 Mirages all seckiies and adminiirathe mtinn s funcions yeder thisdffce of the 341

3 Cosclirty remarph werk, Fudies, evalaaton, el recommends cpursd of action to Be e on msllirs bl rind B0 the Dficn f Dha 567
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= PHILIPPINE NATIOMNAL OIL COMPANY
F Personnel Development Committes (PDC)

R TRAINING EVALUATION RATING FORM
Hominee  JOHN CLARENCE L. PARRAS Cept/Office O5VP- Energy Business
Framing Tithe PCARI: Aeeredited B Hour Orlentation Tralning on Environmental Regulations for

Managing Heads
Helpyue Manila, North Bridpasiay, Fillmeest Conp. Clby,
Traming Data Fabruary 2&, 2030 Ve Alabang Muintinlupa City

' [t
1) Need for Training [40%) o ]
This mieasures the mecessity of the training with the Organization
= Bnst Necessary (10 pts. or 4.0 ave. scome}| e # ‘f‘
# Macessany 5 pts. or LOawe. 5I'.I:|I"_E]}
» Lagst Mocassary 11 ple, or 8 ave. g-:ﬂre'l
Z) Relevance of the Tralning (40%)
This measares the relevance ol the program bo the sciual dutiésand
resporiaibilities of the candifare:
s Redovant (1D pis. or 4.0 ave. Boons]
s [ndirectly Ralevant [5pts or 20 avé sconrejl 2 i 2z
= Mot Relevant [ ]
3} Trainings Attended for the Year {5H) ’
s 1t Tralning |10 pts. or 0.5 ave. Sc0m) -q"’ 'J.'_ 1 M ||r.
s Ind Training [7 pie or0.35 ave. seors)
= Trd Trakning {4 pis. or (L2 &vd, &30ME)
= 4th Tralning |1 pta. or 0.05 ave. E':'l:lrE'j- [
4] Career Development Training {10%)
This measures the sgnificanoe of the program o the employee's canger
davebopimient glan,
s Rost Appropriata [10 p1s, ar 1.0 awe. Scor) !
# Aporopriate (= pla. oF 0.5 ave. Goore) 18 p -F
« Least Appropriaie {1 pw or Q.1 eve, score)
5| Years In Service {5%)
= fhore thand0 years {10 pis. or U5 ava. scong)
= Betwden 5- 10 years 7 pts.or 035 ave, soorg)
= Betwesn 2 (o0 > 5 years {4 pts. or 0.2 ave score)| 2 -1 -
* Betwesn 0 to =2 yoars (1 pis, or .05 ave. scong) -
TOTAL AVERAGE SCORE 5> i i ] [ A
*Lise avernge score N reing eool shiterid
AVERAGE RATING/SC0RE
1-¥ = M (lesst moommended) AATED BY SIGNATURE
14 = 258 (Mewtead f for firrther discussion) HAA - - dfpel Agan
56 = 0% [Recommencled) LEC Yend (HAD
T8 = 75%  (Strowgly recommmencierd) =i Lt 1 FiF
Q-0 = T00%E (Rduist aeperal

FaD MO MUF IR RETES e ]



PHILIPPRNE MATIONAL OIL COMPANY
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Philippine Maticnal 9il Company
PHDC Ruilding %I, Energy Center, Riral Crive, BGE, Taguig City

30O

TRAINING NEEDS LIST
[PSD-04F2|

EMPLOYEE DEVELOPRENT PFLAN
Y 2030
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Philippine National Qil Company
PMOC Building W1, Energy Center, Rizal Drive, BGC, Taguig City

NOMINATION/CONFIRMATION FORM
(PSD-DAF3)

2O

Date

To:  Personnel Development Committee
c/o Administrative Services Department- Personnel Services Division

Fram;

{Department/ Office}

The following employees:
|

MAME OF EMPLOYEE CATE COMFORME/SIGNATURE

are confirmed to attend the:

Program

Crate Time

Venue

i support the participation of the above emplopee/s to the program. | om oware that
I am also accountable in ensuring that the employee/s complete/s the program,

MNAKE & SIGMNATURE OF DEFARTMENT MANAGER/
IMMEDIATE SUPERVISOR



Local Seminar Participation Proposal
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Foreign Tralning Participation Proposal
[FEO-01F %)
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FHILIFPINE NATIONAL OIL COMPANY
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PHILIPPIME NATIOMNAL OIL COMPANY
PMOC Bldg. VI, Energy Center, BGC, Taguig City

12D

{PED-D4F7}
[DATE]
TRAINING MEMO
NO. | )

{RANE OF EAAPLOVEE] - {POSITION) of the {CEPAR TAMENT) , s
authorized to attend the [TITLE _OF _THE _PROGRAM) offered by the
. |TRA/NING INETITLITRCN] , ta be held on (DATE] i toa

at the [VENLE]

Upoen completion of the program, Mr/Ms. 5 reguired to submit to the
Personnel Development Committes (PDC) the copy of his/her training certificate, evaluation
report, executive summary and soft copy of training materials. His/Her attendance to future
trainings will be suspended until hefshie has complied with all these requirements.

[DEPARTRICENT RAANSSER)
Administrative Services



FhBippine et QF Compary
FACE Laplcing v'L Laemgy Sandn, Filal Oy fok, B, TRg=—g Sy

g

TH].'HIhl'_i e

Jrrcnakdkd CUSATION

WERLIE

M2 37 FANTEIPANTE
TARZET PRETIZIZAMNT Y

TR L L TIVE AT
COMTEMT

EXFICED SAUTFLIS

JWETHCTC LY

toydaaarn aTE TECHAHICGL
JEXPERT SE -4 HhIE

RO LTI

AvAiTalENT ZCHEME

OELK: 3] KM O+ THE SUBIECT
reATTER E4=E5T

CHLIGATIETH L4 PRDEC

Carifarme:

HUOPRDmENT SURIECT MATTEA EEFLAT



20

i
|

i'

PHILIPPINE NATIONAL OIL COMPANY

PMOC Building Wi, Energy Center, Rizal Drive, BGC, Tagulg Citg

SCHOLARSHIP/TRAINING SERVICE CONTRACT
|PSD-04FS)

KNOW ALL MEN BY THESE PRESENTS:

This CONTRACT made and executed this day of 20__

¢ by and between:

The Gowvernment of the Philippines shrough the PHILIPPINE NATIONAL DIL
COMPANY represented by with principal office at
, hereinafter referred

to asthe GRANTOR;
--and -
, of lepal age, Fiiping, (O STATUS) , presently
residing at ; hereipafter colled the GRANTEE;
, of legal apge, Filipino, [SWVL STATUS), presantly
residing at , hereinafter called the GUARANTOR.

WITNESSETH;

That pursuant fo the PNOC Personnel Development Policy Guidelines, as amended,
which provides for the grant of developmental opportunities to PNOC officials and
employees, the GRANTEE is hereby givenapproval to attend the _ (PROGRAM TTTLE) oifered

by the . (TRAIMNG IMETITLUTION]  to be held in (WENLIE] on [DATE]

The GRANTEE hereby agrees to fulfill the following terms and conditions:

1

Tha GRANTEE shall keep up with the standards of scholarship or training grant;

The GRANTEE shall conduct herseti/himselfl in @ manner as not to bring disgrace or

dishonor to herself/himself and/or to the Company;

The GRANTEE shall submit to the GRANTOR, through the Personnel Develiopment
Committes (PDC), copy of the training certificate, soft copy of the training materials,
and the report/evaluation of the program attended within one (1} week after the

completion of the whoke course



q. The GRAMTEE shall serve the GRANTGR far the period of as
provided fgar in the revized PMOC Fersonnct Developmont Pohcy Guidelines te begin
upon the completivn al Lhe couse, In case she fails to complete the required service
obhligation, PNOC shall dedock fram the salary andjor fron ather benefits due her the
armaunt eguivalent 1o the Femaining service requirement;

g The GRANTEE receives fram thae GRANTOR the following amount:

a. TFraining Fee - Php

The rate does not include;

i Repular salaries, allowanges, and pther benefits as provided by [2w for the
duration of the grant;

i Travel and per diem allowanoes it grantee attends training in anather region,
privvine or municipality;

E. Should the GRANTEE fail Lo comply with the toregoing eonditions through her/his fault
or willful neglect. resipnation, volontary retirement or other causes within herfhis
cantrol, shafhe shall refund all the amaunt defrayved by the Philippine Government
and/or the sponsoring apency 25 stated in Section 5;

Fraportionate refund shall be allowed provided that the GRANTEE has served the
GRANTOR at least 75% of herhis total service obligation;

T The GRANTEE may still bo allowed to apply for another training/seminar course
provided that the program fae is lesz than Twenty Thousand Peses (Php2Q,000.00}ar
if shefhe has servad at least {ifty percent {50%) of herfhis service obligatien at the
commencemeant of the grant or training belng applled for

. The GRAMNTEE shall have a GUARANTOR as herfhis co-maker or co-signer in this
conkract that shall assumne full, joine and saveral respansibelity, should the GRANTEE
fail b comply with the conditions set farth herein;

@ The GUARANTOR undertakes 0 assumea full, peint and several responsibility should
the GRANTEE (il to comply with the conditions set forth herein.

This Contract shall take effect immediately vpon signing hergof by the Parties ahd shall
reman vahd and subsisting until the savisfactory fulfilment of the terms and coenditions
embodied therein.



IN WITNESS THEREOF, the Parties have hergunte sei Lheir hands onthe date and at the place
first abawe writben,

Government of the Philippines threugh Lha
PHILIPPINE NATION AL CHL
COMPANY {PNCK)

by (2 [T

President and CED Grantes

Guaranbir

SIGMNED IM THE PREZEMNCE CHF:




ACKNOWLECGMENT
REPUBLIC GF THE PHILIPRINES]
TaGUG CITY 155
BEFORE ME, 3 Motary Public for and in the above jurisdiction, this day of

.20, personally appezred:

FROOF OF

IDENTIFICATION DATESPLACE ISSUED

hoaME

ko to me and khown 1o be the same persens who execoled the foregning instrument,
and they ackmowledge ko e that the same is thair awn Frée and voluntary acl and deed, as
well a5 the free ang volunlary act and deed of the corporation represented herein.

This instrupent consizting of three (3} pages induding thic page wherron the
acknowledgement clause is writlen, signed by the parties and their mstrumental witnesses

an each and every page hercof, teaked by my notarial seal, refers to a Scholarship/Training
Service Caniract.

WITNESS BY MY HAND AND SEAL an the dake and at the place [irct aboye written.

MNOTARY FUBLIC
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MAME OF PARTICIPANT

PHILIPPINE NATIONAL OIL COMPANY
PMOLC Buiiding VI, Enengy Center, Rlzal Drive, BGC, Tagulg City

FOREIGN TRAINING REPORT
(PSD-04F13|

OFFICE/AGENCY

COURSE TITLE

DURATICN

COUNTRY PROGRAM

PLACE OF TRAINING

{The Posi-Trainimg Rapar showd be submnifed fo PNOC-Personmel Davalopment Commilfes
(PG within thirdy (20) days upon completion of e traning. )

REPORT OUTLINE:

EVALUATION OF THE COURSE, THE CONTENT DELIVERY,
APPLICABILITY TO PHILIPRINE SITUATION TO INCLUDE POSITIVE AND
NEGATIVE FACTORS

This includes the scholar's/parhicipants deas and expectations on the course
in both technical and administrative matters. Technically, the imprassion must
indicate the manner that the course design was prepared, the effectiveness of
the feclurers and the programming of leclures. The impression musl also
indicate the efficlency of the overall administrative and logistic repord, the
allowances, social workers, student advisers, accommodations.

The evaluation should be an analysis of the training program, which should

mention:

a) theimportance of the course in relation to the priorities of the Medium Term
Fhilipping Development Plan (MTPDP) and the agency's training neads;

b} the need for modification in the coverage of the training which matches with
the agency's fraining needs/expectations; and

¢} other agencies or institutes relevant o participate in the training.

Relevance to present work of the scholar and applicability and availability of
materials used during the training in his present place of work - 1o maximize
muitiplier effect of the fraining.

PROBLEMS ENCOUNTERED

This portion should indicate the difficulties experienced in the country of
training, school fscilities, lodging, training staff, languages. schedules, etc. It
must also indicate, e.g. the donor agency's reporting to the institutes’ rapport
with the adviser,




S

S i

PHILIPPINE NATIONAL OIL COMPANY
PHOLC Buitding V1, Energy Center, Rizal Drive, BGC, Tagulg City

RECOMMENDATIONS

This includes suggestions and comments on the traming attended for the
Improvemen! of the program. Modifications on the course modules, [2cturers,
site visits, accommodations, allowances, terms of the grant, etc. must be
gxpounded, Recommendations must respond to the iszuesiproblems aarlier
identified in order to have meaning and significance,

RE-ENTRY PLAN

This must explain how the technology gained will be transferred/applied to the
nominating agency. The proposed entry plan may be explained through set of
aclivities to be undertaken within the unit'stafflofficelagency. The proposal
may indicate the budgetary requiremants for the implementation of said activity
Tne assistance from the donor instituie or the government coordinating
authority may likewise be needed to make affective proposal. This must also
include the scholar's proposal to utilize the knowledge leamed upon return to
histher country (Philippines).  The re-entry plan must at least cover 2-3 years
plan of action with ciear quantifiable targets (supported by schedule of
aclivities) to address actual gaps in hisfher officelorganization.  This
consideralion 15 closely linked to how muliplier effects should be maximized

OTHERS

Thiz may include fems that would contribute to improvement/effectiveness of
the program. & free-wheeling discussion of other points of interest that would
directly or indirectly influence the formulation of course designas/programs thal
wauld be more responsive and practicable to Philippine conditions. Special
concerns that the scholar would wish to highlight.

SGMATURE OF ATTEMNDEE

MOTED BY:

DEPARTMENTSOFRICE HEAD
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POST-TRAVEL/TRA|NING/ COMFERENCE REFDRT

[PEC-CHT14d|

“‘.IAME G FARTHIPAMT

IJFFII’.E.‘EEF-&RTMH-.T

IPFIIIIE A COMFLRLMEE TITLE

II:IJ:uTE GE TH=VEL/DURATKIN

ISFDHS{I-RII'-.IG AGENLCY

[lvE rine

- T BBJIECTIVES OF THE TRAIMING/CONFERERCE

.~ HISHLKSHTS £F THE TRAIGIMNS ACONFERENCE
Fren vt il ok eiBlg v e Jescripdion of poaers presenbed, of mopk

B - EvRLUATHON
1. {OMTENT

2. APPSR LT TO P UPprdl SITUATION [+ |

3 LST 2= TRAIMINGCONFERENCE MATLRIALE A'vib) LABLE

Py - PROBLERAS EMCOIL TERED
1. TECHNHAL

1 AW INJETRATIWE

1. PEREDNA.

W RECOMBACMDATLONS

. OTHERS

[Gebmriten By,

LHGMATLIAC OF FARTH, PAMT

Mated by

IMPAEDHATE SUPLEV ISR

NEXT HESHER LLIFER VISR
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Eﬂ’; FHILIPPINE NATIONAL OIL COMPANY
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s
PERSONMEL DEVELOPMENT COMMITTEE
Training Evaluation Rating Forrm
[(FOCDIE1S)
Homines DeptfOfhce

Travindng Title

Training Date Varie:

TOTAL

CRITERIA FOR EVALUATION trr'-H.r AVERAGE
e CORE

SCORE AVE

1) Meed for Training [40%)

This messures the necessity of the trairing with the ".lr.g.dn-:nl =l

= Most Negessary 110 oo 4,0 awe soorey
* Mepassary l:‘:i or 2.0 ave, spane|
« | past NeCessary |:1 or A ave, SJ:-G‘-'I;"

2| Relevance of the Training (40%)
This measures the relevance of the program o the actual dutes and
recponsibilities of the candidate:

= Pleeant (10 pr A0 2w sCare;
= |ndiractly Refevant 15 or 34 ave. coore)
- ot Relevant \Loop 0.8 ave. soone)
|3 Trainings Attended for the Year [5%)
=  1st Training (20 o S dwi ScarE]
. 2o Tralning ul:‘.l' ar 0035 ave. scorel
= Frd Training 4 :_1;' I:I 1 wuEs SooTe)
= ath Tesining {1 or 0.05 ave. scora|

4| Career Development Tralning [10W)

This measures the significance of the progrmam o the emp yee's careeT

deselogrment glan.

= Wloat .-".|.1|.-:r.l|'.-|i-E;_I.;e (10 or 1.0 pve. score|

= Approprisle (5 or 5 ave. scane)

= Least Appropriate (L ori.1 owe. score)

5| Years [n Service [5%]

& Nigre than 10 years (10 or 0.5 ave score)

» ‘Between 5 1010 YEARS (7 ©r 0,35 awe. scora|

= Betwyest F o bess than 5 yoars (4 ori.2 ave. scorel

=  Bepwesn 0 1o less than 2 years (1 or0.0%awe, seara|

TOTAL AVERAGE S{ORE >
M‘Iﬂt"fif.ﬂﬁﬂﬂﬂﬁfﬂﬂg —
i-2 0%  (Ceast recommended) RATED BY LIGHNATURE
14 = 5% [Neutral ) far funther discussian)
Bp = 0% (Recommeaced)
R = 7EH (Stranghy recammended)
0-13 = 100% Mt affend)]

Pl FORRUTTER R 3 05_rew]
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2

CLIENT SATISFACTION SURVEY FORM
(PSD-04F16)

Dept./Division:

Program/Activity/Service:

Training Title:

Training Date :

1. Ensured completeness of documents to
facilitate the evaluation and approval of the
training application

IE, Provided assistance and/or coordination with
the training institution to facilitate the
payment of the training/seminar fee.

Legend:
5 — Very Satisfied 2 — Unsatisfied
4 — Satisfied 1 - Very Unsatisfied
3 — Neutral

Areas that you feel need improvement and why:

Rater :

(Signature over Printed Name)

Date ;

(mm/dd/yyyy)
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Title of Manual
SYSTEM PROCEDURES MAMNUAL

Document No.
PSD-05

Department/ Process Owner
ADMINISTRATIVE SERVICES
DEPARTMENT/PERSONNEL SERVICES
DIVISION
Title of Document
EMPLOYEE SEPARATION

Effective E:-ate_ﬂ

September 30,

2020

0

‘Revision No. Page

1lof5

1.0 Objective

2.0

3.0

4.0

In some point in time, empioyees will be separated voluntarily or involuntarily from
the service at PNOC (Resignation, Retirement, Termination and Transfer).

personnel action & managed to effectively addressed

This

employee turnovers.

Employees who will be separated from the service are reguired to secure clearance
from money and property accountabilities and cther decuments needed to facilitate
the processing of separation benefits, if there is any,

11

Te provide guidelines and procedures in the processing of employee separation

from the service,

Scope

21

i.2

This document centains work methods that will be used as guide in facilitating
and processing employee separation (Resignation, Retirement, Termination,

Transfer).
This shall cover regular employees of PNOC.

References

3.1 PNOC Policy on Separation from the Service
3.2 Executive Order 297 (Omnibus Rules on Leave)

Definitions and Abbreviations

4.1

4.2

4.3

Resignation = a woluntary act of an employee signifying through a letter

(Resignation Letter) to give up his position and leave the Company.

The

Resignation Letter is addressed to the appointing authority whao is the PNOC
President [Submitted te the PNOC Presidert at least 30 days prior to the

effectivity date of the employee’s resignation).

Retirement = Separation from the service of an employee as mandated by law

{G5IS Act 8291and other applicable retirement laws|

4.2.1 Optional Retirement (Voluntary — at least 60 years old with 15 years

governmant service)

4.2.2. Mandatory Retirement (Mandatory/Involuntary — 68 years of age)

Termination — Termination = is an involuntary separation from the service of
an employee which can be through no fault of his own or not.

T ——
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| Title of Manual Document No.
SYSTEM PROCEDURES MANUAL PSD-ﬂ;S_
_i_zi'"h___ Department/ Process Owner Effective Date
=y ADMINISTRATIVE SERVICES
S DEPARTMENT/PERSONNEL SERVICES September 30, 2020
PNOC ~ DIVISION
Title of Document Revision Mo. | Page
EMPLOYEE SEPARATION 0 20f5

5.0

4,31 End of Term — The employment term of the employee s co-terminus

with the incumbent {involuntary)

4.3.2. Disciplinary Actions - Administrative case decision to separate the

employea from the service (Involuntary)

4.33 Non-Disciplinary Actions — Absence Without Approved Leave (AWOL)/
Medical and health {physical or mental disability) reasons {Inveluntary)

4.4 Transfer — is a movement from one position to-another which is of equivalent
rank, level or salary without break in service involving issuance of an
appointment. The transfer may be from one department or agency to

another.
4.5 G515 - Government Service Insurance System

4.6 FPag-1BIG — Pagtutulungan sa Kinabubasan, lkaw Banko, Industria at Gobyerno:

a housing and provident/savings fund institution

Policies and Guidelines

Employee Separation = The PSD shall manage the turnover of employee [Resignation,
Retirement, Termination and Transfer) to facilitate employee clearance from money
and property accountabiliies, completion of documentary requirements for
separation from the service and the release of separation benefits, if there is any.
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Title of Manual Document No.
SYSTEM PROCEDURES MANUAL PSD-05
== | Department/ Process Owner Effective Date
== ADMINISTRATIVE SERVICES
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PNOC DIVISION
Title of Document Revision No. | Page
EMPLOYEE SEPARATION 0 30f5

6.0 Employee Separation

Activity Responsibility Notes/References

| Start }

Receive Retiremeant/ HR Officer/Assistant Period to submit
Resignation Resignation, Retirement
Letter/Request to Letter: Refer to Policy on
Transfer Employee Separation
Receive Administrative In case of End of Term (Co-
Cage Decision for terminus employees), inform
Employment Termination the employes of his
¥ employment termination.
Prepare acceptance of HRM Officer - Employment
Retirement/Resignation/a HRMO W

uthority to Transfer letter
for approval of the PNOC

President
t
Provide amployes with HR Officer - Employment Refer to Checklist for
checkiist oFdoouments Separation from the Service.
needed for

Resignation/Retirement/
Transfer/Employment
Termination

ConductfFacilitate Exit
Interview

4

®

President or duly appointed by  Exit Interview Form
the President

AEJIOIN DO 33 YRS LE Soud 100U e paanposdas 30 [[BUS WBLWNI0R B E0 Le0 oy
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PNOC DIVISION
Title of Document Revision No. | Page
EMPLOYEE SEPARATION 0 4of5
Activity Responsibility Notes/References

®

}

Consolidate
camplete documents for
ritirement/resignation

'

Submit reviewed
documents and farward
to eoncaerned agenoy
G515 or Pag-1big)

Periodically update the
employvee on the status
of his banefit claim:

:

Drganize [with the
consent of the retiring
employee) a Farewell

party

Follow up claims and
benefits applications and
update retiring
employess on the status
of their benefits and
claims

:

Consolidate Exit Interview
of resigned employees
and prepare Summarny

Report for the Year

-

End

HRM Officer - Employment

HREM Officer

HEM Dfficer

HRM Officer

HEM Officer

HRM Officer - Employment

Review correctness of
entries and compliance with
policies and requirements
for retirement,/
resignation/termination.

(SIS Separation/Retirement
benefit, PNOC Final Pay.

Only retirees are given a
Farewell Party.

Exit Interview summary
report for the yvear to be
submitted to the President

ARYICRY IO d B IO (WaR SO E oy im Peanpodkag 9 |[eys B naoprsiy ) go wed oy



Title of Manual Document No.
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:_—_—=_f_= Department/ Process Owner Effective [}at?
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7.0 Records and Files Generated

1.1 5eparation from the Service Checklist [PSD-05F1)
1.2 Clearance from Money and Property Accountabilities [PSD-05F2)
1.3 Exit Interview Form {PSD-05F3)

5.0 Attachments

8.1 Disbursement Vouchers (PSD-0541)

8.2 Application for Terminal Leave [PSD-05A2)

8.3 G5I5 Separation/Retirement Benefit Claim (PSD-05A3)
B.5 Pag- |BIG Provident Benefit Claim (PSD-05A4)

Sample Farms

Approved by

Process Owner

¥ - 7
i(ﬁ; . Tri u!nﬁmmﬁ_,

Rev. | Affected pages/ -
No. saction - Revision History
0 - New vertion of PNOC OMS; to include PNOC Energy Supply
Base and PNOC Industrial Park.
Prepared by Reviewed by
L ¢. G. Calaor

E.B. Mhﬂr

Depastment Manager -
Administrative Department

5VP Finance and
Administrative Services
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DISBURSEMENT VOUCHER
PNOC

LLL ] I‘-_‘-rl.ﬂl'ﬁ'ﬁ

PHILIPPINE NATIONAL OIL COMPANY DV NO.

PN Huliting V1, Energy Carian, Rl Drive, BGC, Tageg Cily, Priljipians Tul. hin, {E33) TN T2 -
PAY TCNADDRESS | FORM OF PAYMENT DATE REQUESTED '
7 . o R AN IS S P —
curRENCY [C]ATTF PAYMENT DUE OM |DATE) '

|..-

CHED K [ oapt EXPECTED DATE OF LIOUIDATION (FOR CA]

AMOUNT DUE FOR PATMENT =

EMOUNT 1N WORDS

PRINT NAME AND SIGHNMNDRCATE DATE SIGNED

PRYMENT RECUESTED BY. CERTIFED:
[ g ey 15 s ebpdpucs o evimamn iy, Mieelld it
ricwad ander el sigonddon
BATE |BATE DATE

PRINT HAME AND SIGNINDICATE DATE SIGMED
| CERTIFIED!
Adeguels svsiatio fundnbudgainy allstmeand In the amount of P
Expanditure propary cacified; supportad by documants: Boooun coclag proper,
previois cash advancs liguidaiad/pacounind far,

PROGCESSED BY:

THULDGET FOBTED BY: DATE
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APPLICATION FOR LEAVE

EMPLOYEE NAME (Lol 75!, | EMPLOYEE NO. DATEFILED _
| z 3
“DEFARTMENT / DIVISION FOSMON MONTHLY SALARY
F 5 &
= LEAVETYPE | Y
wH [7] wvacanon Leave & |:| OTHERS, specily SPECIAL LEAVE
[] witnin the Prilpgines Reason
I::' Abroad, saecily:
Reason: -
_ DURATION {Incluslve Dates]
i5 B y
T [] sickieave
] in-Hospital = _
I:l Cwut-Patsani ‘E‘F EMFPLOYEE SIGNATURE
)
Feonom:
AS OF [] aeeroven [ ] bisarrrovED
( | wvecdfion Leove
| B ! Sick leave N
| | ool AUTHORIZED OFFICIAL
R armsrk:
CERTIRED BY
__APFROVED FOR
|:| DAYS WITH PAY
[T.] sarswirHour pay ADM REUBEN § LISTA (Ret)
Bermonks Presicdent
Cote Signedk _
INETRUCTIOMNS

LE e el B —

o s poroc & fik g hioeed ayin of obrencs

hcamplsh fairm By ilng b0 e isduiteg nlasrafan 0 Doy 1-F o opphicooie

hppicotion fior vacolon, 1Ck of $acol Bove jor one i doy or more 1holl be made on e oo

Appicotion forvocolion ledres ¥hal D9 80 N GOvinoe wWwheneyer passooe e (3] oy Deiiegirg onsch e

Appicotion for pck keave filed inadvanoe, oF sucesding e [ soy il be cocomponesd Dy & medcol cenficale,
. AR EnDcyeE whiois obsent wikod| oogioved eave sholl nal b ealified 1o receies i soony core:pondng

i #noppkcaiion hariesove ol obdsnees o Mty (3 colendor doys.or more shal be oocom pared By clegnonce rom

oy oid praperty pooouniobiiles

T Sibindl epcdcoion foem Bathe Persones Secnces Diviion o e Ciadhs cambcoban.
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I PagJRz|
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REASON FOR CLAIN {Check oprane how)
O MEMSEAEHF TERM MATLRITY O CRITICAL ILLNESS OF THE WMEMBER OF ANY OF L) DEATH
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L — O wopreormmsiaen
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LAET MEME FRET heME BT EXTENSION g, Jr, 0) MDOLE HAKME WG IR PARE | P 1B WASD e IRTRS

N kv e |

DATE OF RRTH PASTTAL STATL D SAED ANKHINT (o b0 a1 o LA
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LirfiMoors Mo, Pioor  Buiding Mome: Lothlo, Biook N0 Prads Mo, Houss P Sirsst Mams ST e COUNTIFSAREL AT TELERFONE
— o — - — .'le
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| FECH Mortsean | | ToiNoieer]

EMPLOYMENT DETAILE FROM DATE OF Pag-IBIG MEMBE
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AUTHORITY TO CREDIT AUTHORITY TO TRAMNSFER
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|r BINATURE OF MENTER LNTE .::tr_'-r'\;-.'lu'-ﬁ_- IF HEMPER EWTE
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SEPARATION FROM THE SERVICE CHECKLIST

NAME Position: i Date of Separati:]rt:*‘

Resignation Letter (At least 30 days before effectivity)
Acceptance of Resignation by the PNOC President

PNOC Clearance and from Money and Property Accountabilities
Certificate of No Pending Administrative Case (Legal Department)
Statement of Assets and Liabilities (as of the last day of service|
G515 Clearance

Company ID (surrender)

Latest Daily Time Record (as of last day of service)

. Exit Interview ( Personnel 5ervices HRMO V )

10.1PCR

11.0mbudsman Clearance

b il e g i LI o

For Terminal Leave Benefit Claim
12 Application for Terminal Leave
For G515 Cash Surrender/Termination Value

13.Certificate of Surrender
14. Original Copy of G5I5 Policy Contract

For GSIS Separation/Retirement Benefit
15.Application for Separation/Retirement Benefit

* The Resignee Is required to undergo "Exit Interview” by the President or
the Persaonnel Services HRMO V
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mioc EXIT INTERVIEW FORM

Pl

MAME : DERARTMEMT :
POSITION : DATE EMPLOYED:
DATE OF SEPARATION ;

REASON FCR LEAVING PNOC:

VOLUNTARY INVOLUNTARY
| Higher Responsibility | [ Attendance
L1 Mare pay | Violation of Company Policy
Ll Relocation Ll Reorganization/Position Eliminated
LI Family llness L] End of Assignment
Ll Further Education I Other Reasons
| Transfer to other Government Agency
Ll Retiremnent

[ ! Jab Closer to Home

Il Other Beasons

1. What did you find most satisfying about your joh?

2. What did you find most frustrating about yvour job?

3. What cirrumstances would have prevented your departure?




4. Da you fegl that your office head -
ALWATS LSUALLY  SOMETIMES

r Comanunicated polloes and practices = 7 -
v Folipwed policies ahd practices - | -
»  [Demenstrated fair breatment I [ .
= {ave recognition for a job well done r 1
= Encpurage toopecatien |1 W _
»  Aesolved prablems promgptly I 1] s
»  Could sxplain benefite I 1 y
»  Understood your responsbllities O ] -
5. | feslthat —
EXCELLENT GO FAIR
*  Axaworkplage, | would rate PMOC as M C B
& PNOCs benefit package is [ L Il
m THe level of concern far employer here is ] v 7]
= mlanagerment's willingness 1o make M _ 7
correctiont and changss is
*«  The amauat of training | received s M ” _
Ay understanding ef my duties and W
responsibilites of my job s
s Cooperation withimmy - T C
OivisionfDepartment is
=  The cooperation with other Division 15 _ N I
»  The equipment we are provided (imaterials, ; L -
resources, facilities} are
*  The Qompany’s performance rwitw Sy srem ~ [l [
14
»  The Company’s New employee arEenlation _ ] M
prograim is
¥ The vareer development or advangement - Li ]

opportunities in PNOC are

£. Wac the werk you wers doing approalmate by what you expected it would be?

1 ¥es 1T Mo
7. Was Your workload usually: = Tao [] About
hieznny Tight

8. [d this cormpany help you to fulfill vour career goals?
L es — HNo

g9, Woult you recommnend the company to a friend as a good organization (i work far?

O most deflntely 1 with — Mo
reterratinns

10, Would you ransider working again in PNOC 0 the future?
el r Bl

MNEVER
il

oo OJ4a =

POOR

L

-1 !

Ton
light



11, what suggesrions do yvou have to make PHOC & baier place bo work?

Chief, Personnel dervices Division

Date:
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