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DIVISION MEMORANDUM - S e T 52
0SDS-Per-DM-001 ; PRSI —— =R
TO: : School Heads and Administrative Officers of Implementing Units
e
FROM : NILO E. DESPI b
ols Division Superintendent . -
L
SUBJECT : FORMS TO BE USED IN ACCOMPLISHING PLANTILLA OF
CASUAL_APPOINTMENTS
DATE : Januray 9, 2020 Le

i

In connection with the submission of 'Pléntillgi of Casual Appointments: to Civil
Service Commission, it is advised to input the complete data of appointee and use the
correct forms in the report. The forms that will be used are as follows:

1. Original Appointment

a. CS Form No. 1, Revised 2018 (Appointment Transmittal and
Action Form) 3 CEE

b. CSForm No.34-A R

¢. PDS (CS Form No. 212, Revised 2017)

d. Original copy of the authenticated: certificate of eligibility /rating
license (for positions requiring licenses e.g. Security Guards)

2. Reemployment/Reappointment

.a. CS Form No. 1, Revised 2018 (Appointment Transmittal and
Action Form) e
b. CSForm No.34-E

- €S Form No. 1, Revised 2018 (Appointment Transmittal and Action Form) will be
~ accomplished in 2 copies (CSC Copy and SDO Copy). CS Form No. 34- A / 34 - E will be
accomplished in 3 copies (CSC Copy, SDO Copy, School Copy). The electronic file will be
sent thru email at christinelouise.deleon@deped.gov.p h. These forms will be certified by
Marichelle B. Llave, Administrative Officer IV (SDO - ‘Personnel Section) with the
countersign of the School Head/Administrative-Ofﬁt:eriof the School. Please refer to 2017
- Omnibus Rules on Appointments and Other Human Resource Actions, Revised 2018 page
4-5. Implementing units without casual employees may disregard this.

For information, guidance and compliance.

] h i)
San Rogue, Virac, Catanduanes © (052) 811 40-63 @ catanduanes@deped gov.ph @ www. depedrovcatanduanes.com
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