
OEFJTRTMEHT OF SISLSCICAL SCIEI{CSS
\:iera, SaltayCq,, I"eyte- 652I-A}}IILIPFINES
Phca*: +61 53 563-?536; ioc*l ltl9
Fmil: <fu@:srre&rph
\{ebsite: tl'ir.q..r'$redrph

CHECKLIST OF REQUIREMENTS FOR ISSUANCE OF APPOINTMENT

Fiil t p the required listed forms & gather
Please submit the

vour documents in order of the checklist & submit to aur affice on or before
tnecxeafiitems.

Type of Appointment:
- New Appointment E Renewal r: Promotion r: Others

Narne of lppointee:
Offi celU niVDepa rtment:

l. Government forms for completion:

Personal Data Sheet -PDS CSC Form212 (Revised 2017)wl2 lD picture (latest)
l'lote. lf this PD$ form is generated in ecopy, it must be in the long size bond paper,

rn 4 pages with 2 sheets (attach work experience sheet) in 2 copies
:l -l Posilon Descrrption Form (PDF) in 2 copies

Note [Iust be signed by the head of office
3LZlOath of Office in 2 copies

Note Signed by the Head of Agency
4l.-l Certrficate of Nepotism in 2 copies

Only appiicable to administrative position
5i-*y'Certificate of Assumption to Duty in 2 copies

Note: Must be signed by the immediate supervisor or head of office
6[JStatement of Assets & Liabilities (SALN) in 2 copies

Note: Must be notarized and latest $ALN

It Additional dscunnents for submission:

REMARKS DATE RECEIVED

ilI
^l-*1zl:!
3Jr'l.
da
rl:

Approved recommendation
NBI Clearance
Medical Certificate iblood test, urinalysis, chest x-ray, drug test)
Clearance (for transferee)

Rating (IPCR)
for promotion (2 rating periods)
for transferee (latest rating period)

Approved transfer (for transferee)
Certification of leave credit balance (for transferee)
Service Record (for transferee)
NEURO EXAIVI (for Sec. Guards & new hired only)
TOR and DIPLOI\i!A with original or authenticated copy from school in 2 copies
C$C Eligibility- {2 copies of original or authenticated copy from CSC)
License authenticated from PRC (for Security Guards, Drivers, & etc.) in 2 copies
Marriage Certificate (if applicable)
Birth Certificate (PSA)
Phil Health No.
TiN ti,lo.

PAG-|BIG ID No
Application Letter (Vacant position)
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1

1

1

1

7

Verified by:

ODHRM Staff

Vision:
M iscio n:

A globally competitive university ;or science, technology, and en,.,ironmental consenratjon.
Development of a highly comD€tltivE iLman r6eourc6, cltti.E-edge scientific knowledga
and innovative technologies for s"siai^acle communities a.C s::vironment.
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OE TANTIT{EHT OF BIOLSCIC.A,L SCIEbICES
l:lsea, *a}hay Cit!.. I"eyte- 6;tl-A FHILIPFINES
Fhoae: +63 53 563-7536; loeal i*19
Eruail: dh@reu.r&r$r
I'*'*bsite:lrt"n'-rsu-t&r.ph

CHECKLIST OF REQUIREMENTS FOR ISSUANCE OF APPOINTMENT

Fiii rLp the required listed forms & gather vour documents in order of the checklist & submit to aur affice on or befare
checkedfirbms.P/ease submit the

Type of Appointment:
rt New Appointment E ReneWaI - Promotion = Others

Na,'re of ,,rppointee:
Offrce. Unrr Departrnent:

L Government forrns for completion:

Fersonal Data Sheet -PDS CSC Form 212 (Revised 2417) wl 2 lD picture (latest)
l.lcte; lf this PD$ form is generated in ecopy, it must be in the long slze bond paper,

rn 4 pages with 2 sheets (attach work experience sheet) in 2 copies
2lJ Positron Descnption Form (PDF) in 2 copies

Note Must be signed by the head of office
3L4Oath of Office in 2 copies

Note Signed by the Head of Agency
4{.-iCertificate of Nepotism in 2 copies

Only appiicable to administrative position
d,-y'Certiflcate of Assumption to Duty in 2 copies

Note: Musi be signed by the immediate supervisor or head of office
6[! Strt"**nt of Assets & Liabllities (SALN) in 2 copies

Note: Must be notarized and latest SALN

l! Additional documents for submission:

REMARKS DATE RECEIVED

rl-_];fi{a
4lU
sLJ

Approved recommendation
NBI Clearance
Medical Certificate (blood test, urinalysis, chest x-ray, drug test)
C!earance (for transferee)

Rating (IPCR)
for promotion (2 rating periods)
for transferee (iatest rating period)

Approved transfer (for transferee)
Certification of leave credit balance (for transferee)
Service Record (for transferee)
NEUR0 EXA|VI (for Sec" Guards & new hired only)
TOR and DIPLOI\/!A with original or authenticated copy from school in 2 copies
C$C Eligibility* (2 copies of original or authenticated copy from CSC)
License authenticated from PRC (for $ecurity Guards, Drivers, & etc.) in 2 copies
Marriage Certificate (if applicable)
Birth Certificate (PSA)
Phil Health No.
Tilrl t'lo.
PAG-IBlG lD No.
Application Letter (Vacant position)
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ODHRM Staff

Vision:
Miscio n:

A globaliy competitive university ior science, technology, anC ei:,,,ironmental consenratron.
Development of a highly comoetitive neman resource, cuttirg edge scientific knov,leclge
and innovativetechnologies for s-siai-acle communities a^i ervironment.
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