


REQUIREMENTS FOR ORIGINAL APPOINTMENT (PLANTILLA) 

 

1. Personal Data Sheet with Work Experience Sheet (F212 rev. 2017; 3 Copies) 

Handwritten/Encoded w/ 3 Passport size Pictures (with signature over printed name) 

2. Position Description Form (DBM-CSC F-1 rev. 2017; 3 Copies) 

3. Medical Certificate for Employment (2 copies) and 1 documentary stamp 

4. NBI Clearance and 1 Photocopy 

5. Police Clearance 

6. 2 Authenticated copies of PRC License/CSC Certificate of Eligibility 

7. 2 Photocopies of Board Rating 

8. 1 Authenticated copy of Marriage Contract/Certificate (For married employees) 

9. 1 Authenticated Certificate of Live Birth 

10. 1 Authenticated & 1 photocopy of Transcript of Records and  

11. 1 Authenticated &1 photocopy of Diploma 

12. Government Service Record (If any) 

 



REQUIREMENTS FOR JOB ORDER CONTRACT 

 

1. Personal Data Sheet (F212 rev. 2017; 2 Copies) Handwritten/Encoded w/ 2 Passport size 

Pictures (with signature over printed name) 

2. Medical Certificate for Employment and 1 documentary stamp 

3. Original NBI Clearance  

4. Original Police Clearance 

5. 1 Photocopy of PRC License/CSC Certificate of Eligibility 

6. 1 Photocopy of Board Rating 

7. 1 Photocopy of Transcript of Records and  

8. 1 Photocopy of Diploma 

9. Photocopy(ies) of Certificate(s) of Trainings Attended 
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