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Republic of the Philippines

DEPARTMENT OF PUBLIC WORKS AND  HIGHWAYS
OFFICE OF THE SECRETARY

Bonifacio Drive, Port Area  Manila

DEPARTMENT ORDER
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12. oq. coa3

RAGOHG PIL\P\.\^S

SUBJECT:    Revised   Guidelines   on    Hiring
and   Rehiring   of   Contract   of
Service/Job Order Personnel  in
the DPWH

seriies of zoT3*   |® loo Ice

In order to regulate.the hiring of Contract of Service (COS)/Job Order (JO)  personnel  in this
Department,   streamline   the   process,   and   comply  with   the   orders   and   policies   of  the
Department  of  Budget  and  Management  and  Commission  on  Audit,  the  guidelines  on  the
hiring and  rehiring of COS/JO personnel  in this Department is hereby amended.

These  revised  guidelines  shall  apply  to  all   hiring  or  rehiring  of  COS/JO  personnel  in  the
Department whose  wages  are  charged  to  Engineering  and  Administrative  Overhead  (EAO),
Maintenance    and    Other   Operating    Expenses    (MOOE)    and    Preliminary    and    Detailed
Engineering  (PDE),  subject  to  the  existing  budgeting,  accounting  and  auditing  rules  and
regu'latjons and avai`lability of funds based on respective fund-ing source.

I.  General Guidelines oh Hiring

1.  The  hiring  of  COS/JO  personnel  shall  be  based  on  the  need  to  augment  the  regular
workforce of the  Department,  provided that the proposed  hirees are qualified to perform
the work to be assigned to them and that funds are available for the purpose.

2.  The  hiring  shall  be  a  job  of  short  duration  not  exceeding  one  (1)  year  and  with  pay
computed  on  a  daily  basis,  and  that  any  rehiring  is  subject to  the  conditions  stipulated
under this Dep.artment Order.

3.  The need to augment the regular workforce with COS/JO personnel may be warranted by
any of the following cases:

3.1        When  there  is  a  regular  function  for  which  there  are  no  or  only  a  limited
number  of  regular  positions  in  the  DPWH  Personal  Services  Itemization  and
Plantilla  of  Personnel  (PSIPOP),  e.g.,  Drivers,  which  cannot  be  performed  by
the existing incumbents of Co-Terminous with the IncumbeTit (CTI) positions;

3.2        When  there  is  a  temporary,  abnormal  upsurge  in  the  volume  of  a  regular
function   that  cannot,   under   normal   circumstances,   be   performed   by  the
existing personnel; or
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3.3 When  there  is  a  specific  and  urge-nt  temporary  work  which  is  not  normally
performed  by the  Department and  cannot be  assigned to any of the existing
personnel  (regular or incumbents of CTI positions).

4.  The following cases DO NOT constitute a need to hire COS/JO personnel:

4.1        To perform the functio`ns of regular positions that are left vacant.

4.2        To fill the performance gap created by underperforming existing personnel.  In
this   regard,   offices   concerned   shall   take   necessary   step   to   bring   the
performance  of their personnel  up  to  par,  or initiate  appropriate  disciplinary
action, subject to existing civil service rules and  regulations.

4.3        To  perform. general  support  services  that  are  already  outsourced,  e.g.,  no
hiring. of se€urfty guards or utility workers when  there  are  existing  contracts
for security and janjtorial services.

5.  A.lthough workers hired under COS/JO are referred to as "JO worke`rs" -or "J0 personnel",
there  is  no  employer-employee  relationship  between  them  and  the  Department.  Their
temporary work shall 'rot  be  considered  government service,  and  while they are free to
apply  for  any  vacant  regular  position  commensurate  to  their  qualifications,  they  don't
have the vested  right to be automatically ineluded  in the evaluation.  In case of vacancies
for permanent positions, Heads of Offices are encouraged to select from and among their
existing eligible COS/JO personnel, subject to existing civil service rules and  regulations.

6.  Considering  that  there  is  no  employer-employee  relationship  between  the  Department
and   COS/JO   personnel,   they   do   not   enjoy   the   benefits   received   by   government
employees  such  as  leaves,  bonuses,  and  other  incentives  which  include  trainings  and
seminars,

7.  While  there  is  no  employer-employee  relationship  between  COS/JO  personnel  and  the
Department,  they shall  at all  times  be  held  civilly and  criminally  liable  in 'the discharge of
their functions in accordance with COA, DBM  rules and  regulation and pertinent -§EalullES:

8.  The  initial  evaluation  of candidates for  hiring  of COS/JO  personnel  shall  be  done  by the
requesting office.

11.   Limitations/Prohibitions

1.  Positions of COS/JO personnel to be requested must be in accordance to the mandate of
the  Department  and  functions  of  the  hiring  office.   Requiring  COS/JO  personnel  to  do
work for which they were not hired, e.g., laborers doing office work,  is NOT allowed.

2.  COS/JO personnel  should  not be designated to  positions exercising control  or supervision
over permanent and career employees.

3.  Although  there  is  no  employer-employee  relationship,  the  rule  on  nepotism  shall  apply.
This   prohibits  the   hiring   of  COS/JO   in   favor  of  relatives  within   the  third
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consanguinity  or  affinity  of  any  of  the  appoifiting  authority,   recommending  authority,
head  of office,  or persons  exercising  immediate supervision  over the  COS/JO  personnel,
including  but not limited to the concerned  Regional/  Bureau/ Service  Director and  District
Engineer.

4.  Reclassification   of  authorized   COS/JO   positions  such   as   upgrading,   downgrading   and
lateral to same salary grade, shall not be granted during the effectivity of the contract.

5.  COS/JO personnel for initial hiring should not report to the office and assume their duties,
prior to the approval of contract.

Ill. Qualifications and Other Requirements

1.  For  lst  level   positions  with   salary  grade   11   and   above,   and   all   2nd   level   positions,
proposed  COS/JO  personnel  shall  meet  the  minimum  educational  requirements  of  the
positions  as  prescribed  under  the  Qualifications  Standard  (QS)  Manual  approved  by the
CSC,  including the eligibility requirement.

1.1         COS/JO   personnel  who  are  occupying   positions  with   salary  grade   11   and
above  who  do  not  meet  the   minimum   educational,  training   and   eligibility
requirements as  prescribed  under the  QS  Manual  approved  by the CSC,  shall
be  given  until  December  31,  2023,  to  acquire  the  necessary  requirement to
qualify   for   the   position   being    held,   or   will   be   given   COS/JO   positions
commensurate to their qualifications as determined by the Head of Office.

e

2.  For  lst level  positions salary grade  10 and  below,  proposed COS/JO personnel  shall  meet
the  minimum  education  requirement  per QS of the  positions as  prescribed  under the  QS
Manual  approved  by  the  CSC.  Other  qualification  standards,  particularly  the  eligibility,
experience and training requirements,  may be waived.

However,    passing   the   Computer   Proficiency   Examination   (CPE)   conducted    by   the
Information  Management Service (IMS)  in the Central  Office is required for positions that
perform computer-aided work/ responsibilities within six (months) in the position.

3.  The   hiring   of.new   COS/JO   personnel   is   also   subject  to   the   submission   of   medical
clearance   from   any   government   hospital,   certifying   that   the   individual   applicant   is
physically fit to work. This  requirement  may  be waived  if the  duration  of the  contract of
service  is  less than  six (6)  months.  The  requirement for submission  of medical  clearance
shall  be  waived  for  positions  such  as  gagek`eepers,  laborers,  utility  workers  and  other
positions with salary grade 3 and below except drivers.

4.  Submission  of NBI  Clearance  is  also  required  for initial  hiring  of COS/JO  Personnel.  Drug
testing   shall   also   be   required   for  hiring   or  anytime  during  the   stay  of  the  COS/JO
personnel  in  the  Department,  at the expense of the COS/JO worker.
drug testing shall be a ground for immediate termination of contract.

\
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IV.  Fundihg/Applicable Rates/Payment of S-ervice Fees

1.  The  hiring/rehiring  of  COS/JO  personnel  shall  be  subject  to  availability  of  appropriate
funds  and  shall  be  done  within  the  broader  context  of  sound  resource  management.
Under no circumstance shall JO  personnel  be hired to accommodate  people whose skills,
if any,  are  not required  by the  Departinent or who are  not the  best persons available to
do the required temporary work.

2.  Offices  should  not  hire  COS/JO  personnel  if they  do  not  have  available  funds to  sustain
payment of wages.

3.  Due  to  limited  funds  and  the  number  of existing  COS/JO  personnel  in  the  Department,
service fees  shall  be  based  on  the  First Tranche  of Modified  Salary  Schedule for Civilian
Government  Personnel  under  Salary  Standardization  Law V,  and  shall  be  commensurate
to  Step  1  of the Salary Grade  (SG)  of the  equivalent  regular  plantilla  positions to  which
they are being  hired/rehired, subject to availability of funds. The minimum service fees or
daily rate of these personnel shall not be less than Php 525.04, the minimum daily rate of
positions  allocated  to  Step  1,  SG-1,  of civilian  personnel,  as  prescribed  under  DBM  NBC
No.  579 dated 24 Jan`ua`ry 2020, s`ubject to ati`ustments, ff aTi`y. Exemption to this are JO
personnel charged to maintenance fund such as gagekeeper and other similar positions.

Payments of premium  of up to  20% of the  respective wage/salary of COS/JO  personnel
pursuant  to  COA-DBM  Joint  Circular  2,  s.  2020  shall  not  be  implemented  due  to  the
following considerations:

-     Uniform applicabiltty,  in. as much as` there are implementing offices which do not
have available funds for the payment of premium;

-      Sustainability/Continuity   of   implementation,   on   account   of   uncertain   funding

sources for the succeeding years; and

-      In  view  of  limited  funds,  to  implement  the  premium  payment  will  result  in  the

reduction of the number of COS/JO in affected offices.

4.  COS/JO  personnel  shall  render services within  prescribed  working  hours for  a  maximum
of twenty-two  (22)  working  days  in  a  month.  Services  rendered  by  COS/JO  personnel
shall be paid if at least four (4) hours of work are rendered in a day.

5.  Civil  Engineers,  Architects  and  Drivers  may  be  allowed  to  render  services  beyond  22
working  days  per  month  provided  that the  atlditional  work is  urgent and  necessary and
failure to do the ad'ditional work would be detrrmenta[ to the Department. Offices needing
additional  manpower  due  to  voluminous  year-end  activities,  strict  deadlines  or  urgent
submission    of   reports   may   also   allow   their   other   technical/non-technical    COS/JO
personnel  to  render  beyond  22  working  days  only  on  extreme  urgent cases,  subject to
the following conditions:

5.1        There is sufficient fund to pay additional wages for services rendered  beyond
22 working days per month;            `
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5.2 There  is  an  approved  authority to ?ender services  beyond  22  days  approved
by their Heads of Offices;

5.3       The contract of sewice of the JO personnel concerned sha]] indicate that they
are allowed to render services beyond 22 working days;  and

5.4        COS/JO  personnel  shall  only  be  allowed  to  render  additional  services  during
Weekends/Holidays  if  at  least  their  respective  Section  Chief  is  present  to
supervise them.

6.  Considering     that     additional     services     rendered     by    COS/JO     personnel     during
Weekends/Holidays  are  treated   as   regular  working   day/s,   Department  guidelines  on
Overtime shall  not apply.

7.  The   Request  for.  Authority  to   Render  Service  during  Weekends/Holidays  for  COS/JO

personnel, shall be approved by the following:

Requesting Office
Office of the Secretary
Office of the Senior Undersecretary/
Undersecretary
Office of the Assistant Secretary
Bureau/ Service/ UPMO

Regional Offices

District Engineering Offices

Approved by=
Secretary/ Head Executive Assistant
Senior Undersecretary/
U ndersecretary Concerned
Assistant Secretary Concerned
Assistant Secretary Concerned
(Director Concerned for Offices
without Assistant Secretary)
Regional Director Concerned

District Engineer Concerned

V.    Official Travel

1.  Pursuant  to  Commission  on  Audit  (COA)  Resolution  No.  2021-044  dated  December  28,
2021,  COS/JO personnel  may be allowed to go on official  local travel to perform essential
tasks that cannot be  performed by sufficient number of regular employees.  However,  as
a  Department policy, official  local travel  may only be allowed within the jurisdiction of the
offices which  h.ired them,

The  following   COS/JO   personnel   may   be   allowed   to  go  on   official   travel   within  the
jurisdiction of their offices:

1.1        COS/JO civil Engineers who are directed' to go on pro]-ect sites;

1.2        COS/JO personnel assigned to pro].ect sites who are directed to report to their
respective Regional/District Engineering Offices;

1.3        Other cos/JO workers performing technical  works that require project visits,
e.g., surveying;

1.4        COS/JO Drivers who are assigned`to transport engineers and other
who are required to go on project sites via land travel,
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1.5        Other  COS/JO  personnel  that  need  to  assist  in  DPWH  programs  and  other
official activities, where regular CO/RO/DEO employees cannot undertake said
duties.

2.  District and  Regional  Office  COS/JO  personnel  may  be  authorized  to  go  on  official  travel-
outside their Regional  Office,  in  cases when  they  need  to  participate  in  official  programs
and activities in the Central Office such as DPWH Sportsfest Competition, Anniversary and
Christmas Program and similar events.

3.  Official   local  travel   of  COS/JO  personnel   may  be  allowed   provided  that  the  following
conditions are met:

3.1        Travel  is essential to the effective  performance of the cos/JOs functions and
is required to meet the needs of the Department;

3.2        There is authority to travel duly approved by the Head of office concerned;

3.3        The contract of service of the JO personnel concerned shall indicate that they
may be authorized to travel  locally in the performance of their duties; and

3.4        The  travel  to  be  undertaken  cannot  be  done  by  regular  employees  in  the
office-

4.  COS/JO  personnel  may claim  travel  expenses  based  on  applicable  rates  charged  against
appropriate funds subject to the usual accounting and auditing rules.

4.1        A   daily   rate   of  Php   800.00   sha]]   be   paid   for   official   trave-I   where   the
destination  is more than 50-kilometer radius.

4.2        For official travel that falls on a saturday or Holiday, the daily rate of cos/ JO
personnel  shall  be  paid  plus  applicable  daily  travel  expenses.  Further,  if the
official  travel  falls  on  a  Sunday,  he  shall  be  paid  the  applicable  daily  travel
expenses only.

4.3        In.addition  to  the  documentary  requirements  usually  submitted  by  regular
employees,   the   COS/JO   personnel   shall   also   submit  a   certification,   in   all
cases,  from  the  Undersecretary  concerned  for  Central  Office  and  Regional
Director  for  Regional  and   District  Engineering  Offices,  that:  (a)  the  official
mission/tasks  cannot  be  performed   by/or  assigned  to  any  other  regular/
permanent   official   and/or   emproyee;   and   (.b)   the   tasks/   activities   are
necessary to fulfill the obligations as contained in his/her Contract of Service.

4.4        COS/JO personnel  may be allowed to claim travel expenses for a  maximum of
five  (5)  days  per  month,  in  accordance  with  apportioned  travel  expenses
provided in Section  5 (c) of Executive Order No.  77, s.  2019.
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VI.  Preparation  of  Request  for  Authority-to   Hire/Rehire/Replace/Reclassify,
Contract of Service and Approving Authorities

1.  Approving  authorities for request for authorfty to  hire/ rehire/ replace/ rec[assify,  are as
follows:

Preparation of Authority to Hire/Rehire

Nature of
Hiring

Original/
Reclassificatioh

(Upgrading)

Renewal

Replace

Reclassification
Downgrading or
Lateral (same
salary grade)

Request for
Authority

Authority to
Hire/Upgrade

Authority to Rehire

Authority to Replace

Authority to
Downgrade/
Reclassify to same
salary grade

Approving Authority

Central office      Regional          District
Office         Engineering

Office

Secretary

Regional          Regional
Directo r          Di rector

Undersecretary
Concerned

1.1        In  the  request for authority to  hire  cos/JO  personnel,  the  positions  requested,
and the particular time frame or period of hiring should be indicated.

1.2        Upon  renewal  of contract of services, the name,  position and salary grade of the
concerned  COS/JO  personnel  and  the  particular time frame  and  period  of hiring
should  be indicated.

2.  If the  services  of the  COS/JO  personnel  are  still  needed,  there  must  be  a  request  for
authority to  rehire  on  annual  basis,  including  justifications  for  such  renewal.  Should  the
renewal    of   Contract    involve    reclassification    of   the    previously   approved    positions
(upgrading,  downgrading,  or  lateral  salary grade),  the  Head  of Office  shall  request  and
provide ].ustification  on the  need  to  reclassify  positions  based  on  the  need  of the  office.
Heads  of  Offices  concerned  shall  be  responsible  in  ensuring  that  requests  to  reclassify
COS/J0 positions is based on the need to doh required temporary work for the office and
serves the best interest of the Department.

3.  The  contracts  for  approval  shall  be  transmitted  to  the  Human  Resource  Management
DMsion,   HRAS   (for   Central   Office),   Regional   Administrative   Division   (for   ROs)   and
Administrative Section (for DEOs), using the prescribed template in Annex C.

4.  The  prescribed  basic  format  of contract  of  service  of  COS/JO  personnel
Annex D. The authorized signatories are as follows:
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Office

Central
Office

Regional
Office

District
Engineering
Office

First Party

Contract of Service

Signatories

Signed       in
Presence of

Undersecretary/ Assistant
Secretary/ Director
Concerned

Regional  Director

District  Engineer  Concerned
except for  initial  contract of
JO  workers  which   shall   be
signed     by     the     Regional
Director Concerned

Chief,  Human
Resource
Management
Division,  HRAS

the   Certified  Budget-
Available       and
Earmarked     for
the-Purpose

Chief,  Budget
Division

Chief, Administrative     Chief,  Budget
Division                                 Section

Chief, Administrative     Chief,  Finance
Secti on                               Secti o n

VIE. Required Documents

1.  Any  request  for  hiring/rehiring  of  COS/JO .personnel  shall  be  submitted  to  the  Human
Resource     Management     Division     (HRMD),     HRAS     (for     Central     Office),     Regional
Administrative  Division  (for  ROs)  and  Administrative  Section  (for  DEOs).  These  offices,
specifically  the  signatories  for  5y9nec/ /#  £he Pyie5ence  of  shall  evaluate  requests  as  to
compliance  with  the  prescribed  templates,  documentary  requirements  and  qualifications
of the  proposed  hiree/s  as  prescribed  in  Item  Ill  of this  Order,  prior to  the  request for
funding.

1.1 Documents to establish the need for hiring:

1.1.1.  An  updated  organizational  chart of the office  concerned,  including vacant
positions,  incumbents  of  CTI  positions,  existing  COS/JO  personnel  and
the proposed position for hiring

1.1.2    Description  of the  work to  be  done  by  the  proposed  COS/JO,  including
expected outputs and indicators

1.1.3    Justification as to why the existing workforce cannot perform the work to
be done by the proposed COS/JO

1.2 Documents to establish the qualifications/ fitness of the proposed hiree:

1.2.1     For  lst  level   positions  with  Salary  Grade   11  and  above  and  2nd  level
positions    -    updated    Personal    Data    Sheet    (PDS)    with    sup
documents,  including certification of the required eligibility

ng
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1.2.2     For lst level  positions -updated PDS with supporting documents

1.2.3     Medical certificate, drug test result and  NBI Clearance

1.2.4    For  rehiring,  at  least  "Satisfactory"  performance  rating  of the  proposed-
hiree,  as shown  in their Individual  Performance Commitment and  Review
(IPCR)

2.  The   checklist  of  required   documents  for  request  for   hiring/rehiring   and   approval   of
contracts is provided in Annex E.

VIII.   Termination of contract

1.  Contracts of Serv.ice are  not automatically renewable and  may be terminated  anytime  by
the  concerned   Heads  of  Offices  subject  to  performance  evaluation  and  availability  of
funds.   In such cases, the Head of Office (at least Director IV) shall  issue a  30-day notice
to the concerned COS/JO personnel.  Similarly, the COS/JO personnel who decides to pre-
terminate or not renew the contract shall submit a 30-day notice to the Head of Office.

2.  Pre-termination  and  non-renewal  of contract of COS/JO  personnel  issued  by the  Head  of
Office shall  be  reported  by the designated Administrative Officer of the concerned  office,
to    the    Human     Resource    Management    Division,     HRAS    (for    CO)    and     Regional
Administrative   Division   (for   ROs)   and   Administrative   Section   (for   DEOs),   for   records
Purposes.                                                                       e

This  Order supersedes  Department Order  No.  07,  s.  2023  and  other  previous  issuances to
the contrary and shall take effect immediately.

Department Of Publlc Workg and Hlghways
offlce of the Siecretary

1o.1    MSV                                                 '   1111111111111111111111111111111111111
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ANNEX A.1 Request for Authority to Hire/Upgrade

Republic of the Philippines

DEPARTMENT OF PUBLIC WORKS AND  HIGHWAYS

MEMORANDUM

FOR                 :  Secretary (CO)/Regional Director (RO&DEO)

&^GOwe p'L\,I,I^s

THRU              :  Undersecretary (CO)/Chief Administrative officer (RO&DEO)

SUBJECT       :  Request for Authority to Hire/upgrade cos/JO personnel

In  order  to  augment  the  regular  workforce  of  the  rtyffic\eJ  may  we  respectfully  request  for
authority to /»/ne/4/par?c/gJ the following positions under Contract of Service/Job Order status for
the period /one .yga{/,`

(For Hire)

Position Division/Section/Unit: SG&DailyRate

1'

2.

(For Upgrade)

Division/Section Approved SG& Proposed Position SG&
/Unit Position Daily Rate Daily Rate

11

2.

JUSTIFICATION1

Position:

Duties and Responsibilities:
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Position:

Duties and Responsibilities:

It is understood that this office shall  conscientiously observe and adhere to the existing  policies
of this  Department  relative  thereto,  and  the  pertinent  provisions  stipulated  under  Department
Order  No.  _,  s.  2023,  ``Revised  Guidelines  on  Hiring  and  Rehiring  of Contract  of  Service/Job
Order Personnel  in the DPWH."

For the /5ecrefaw'5;/#ca/ona/ O/lngctig/5J consideration and approval .

Head of Office Concerned

Recommending Approval:

Undersecretary Concerned (CO)/Chief Administrative Officer (RO&DEO)

OK as to availability of funds:

Approved:

Secretary (CO)/ Regional  Director (RO&DEO)

\

© Website: https://www.dpwh.gov.ph
QS Tel.  No(s).: 5304-3000 / (02)  165-02



ANNEX A.2 Request for Authority to Downgrade/Reclassify to Same Salary Grade

]]E.iE[[
Republic of the  Philippines

DEPARTMENT OF PUBLIC WORKS AND  HIGHWAYS

(date)

MEMORANDUM

FOR                 :  Undersecretary (CO)/Regional Director (RO&DEO)

RAcOMG .ILIP.WAG

THRU              :  Assistant secretary (CO)/Chief Administrative officer (RO&DEO)

SUBJECT       :  Request for Authority to Downgrade/Reclassify to same salary Grade
COS/JO Personnel

In  order  to  augment  the  regular  workforce  of  the  42ffiggLJ,  may  we  respectfully  request  for
authority to /ZJown_arac/a/rec/ass/fi; fo same sa/dry orac/eJ the following COS/JO personnel for the
period  /one _vE]a{/,

Division/Section Approved SG& Proposed Position SG&
/unit Position Daily Rate Daily Rate

1.

2.

JUSTIFICATION:

Position:

Duties and Responsibilities:

Position:

Duties and Responsibilities:

Head of Office Concerned
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Recommending Approval:

Assistant Secretary Concerned (CO)/Chief Administrative Officer (RO&DEO)

OK as to availability of funds:

Approved:

Undersecretary Concerned (CO)/ Regional  Director (RO&DEO)

© Website: https://www.dpwh.gov.ph
Q8 Tel,  No(s).:  5304-3000 / (02)  165-02



ANNEX A.3 Request for Authority to Rehire COS/JO Personnel

Republic of the Philippines

DEPARTMENT OF PUBLIC WORKS AND  HIGHWAYS

MEMORANDUM

FOR                 :  Undersecretary (CO)/Regional Director (RO&DEO)

B*®OWG "L'P',I^S

THRU              :  Assistant secretary (CO)/Chief Administrative officer (RO&DEO)

SUBJECT       :  Request for Authorfty to Rehire cos/JO_Personnel

In  order  to  augment  the  regular  workforce  of  the  (office),  may  we  respectfully  request  for
authority to rehire the following COS/JO personnel for the period (one year).

Division/Section/Unit=

Name Position SG& Qualification Qualification of
DailyRate Requlrement Proposed Hiree

1.

2.

JUSTIFICATION:

Name:
Position:

Duties and Responsibilities:

Name:
Position:

Duties and Responsibilities:



ANNEX A,3 Request for Authority to Rehire COS/JO Personnel

Certification:

*
I  hereby certify that the  proposed  hiree/s  met
the qualification requirements prescribed in D.O.

s.  2023.

Designated Administrative Officer

Head of Office Concerned

Recommending Approval:

Assistant Secretary Concerned (CO)/Chief Administrative Officer (RO&DEO)

OK as to availability of funds:

Approved:

Undersecretary Concerned  (CO)/ Regional  Director (RO&DEO)

®Website: https://www.dpwh.gov.ph
Q3 Tel.  No(s).: 5304-3000 / (02)  165-02



` ANNEX A.4 Request for Authority to Replace COS/JO Personnel

a]!_-!H[E

Republic of the  Philippines

DEPARTMENT OF PUBLIC WORKS AND  HIGHWAYS

(date)

MEMORANDUM

FOR                 :  Undersecretary (CO)/Regional Director (RO&DEO)

&^cOWG FuL\P\.\^S

THRU              :  Assistant secretary (CO)/Chief Administrative officer (RO&DEO)

SUBJECT       :  Request for Authority to Replace cos/JO personnel

In  order  to  augment  the  regular  workforce  of  the  (office),  may  we  respectfully  request  for
authority to replace the following COS/JO personnel for the period  /one .iiEa{J,

Division/Section/Unit=

Position SG& Former Proposed Hiree Qualification Qualification
DailyRate Personnel Requirement of ProposedHiree

1-

2.

JUSTIFICATION=

Name:
Position:

Duties and Responsibilities=



AN-NEX A.4 Request for Authority to Replace COS/JO Personnel

Name:
Position:

Duties and Responsibilities:

Certification :

I  hereby certify that the  proposed  hiree/s  met
the qualification requirements prescribed in D.O.

s.  2023.

Designated Administrative Officer

Head of Office Concerned

Recommending Approval:

Assistant Secretary Concerned (CO)/Chief Administrative Officer (RO&DEO)

OK as to availability of funds:

Approved:

Undersecretary Concerned  (CO)/ Regional  Director (RO&DEO)
\

®Website: https://www.dpwh.gov.ph
q§ Tel.  No(s).: 5304-3000 / (02)  165-02



ANNEX  a

REroRT oN pERsONNEL sTATlsncs AND MANrowER COMPLEMENT FOR cos/]o pEirsoNNEL
OFFICE:

NO. rosmoN TinE SG RATE PER
SURNAME "E MIDDLE IIAME SUFFIX

DATE OF F[RflISSUANCEOF TOThAL NO.OFYEARS
rosmoN OCCUPATIONAL

FORMER COS/JOPERSONNEL(ifApplicable)

DAY COIITRACT OFSERVICE UNDER JOSTATUS LEVEL GROUP

OFFICE OF THE DIRECTOR

1

1

1

3 Sub-Total
DMSION 1

1

1

1

3 Sub-Total
DmsloN 2

1

1

1

3 sub-Tcal
REASSI¢MED JOB ORDER (if any) ;I

1

1

1

3 Sub-Total

12 Grand Total

Total No. Of Existing COS/JO Perannel:

Prepared by:

(Section Chief/Desks mated Adm in lstrative Officer)

Submitted dy:

(Division Chieo

L±±: Zn4 Irmrd hsifrorls
a.r« Etlgha..I - Erigir.ears {ChM Er.gneeq
txher fngis6at:ag Pded-rdon - Gbodene EngfaL!er;, rBechankal f rogheer, EJactk)d EnglneLr
tochr.lei.I bemon. R.froL to Gngh..tlng - ^Rchk&e Chertlis4 Geoltlgjst 11, Saniqr Geologjst

caer Prloferslonck. - Acourlfarms, ^drfun. On]eers , Arbomers  aild Aat)Lmtaris Chier ^E}, S.perifisSng ^®, CILld aMranrnenal Managerner* Spedafist; Cjon"unit|r Arfeirs
Oftry a\rrlp. MEitt ledh„ thoplAcr Pragrameng I}cqt tegi±ati.n2 Ijaistm 5pacialist Geonorfusts Emrfrarunerfeal OlanagENnent SpEciois€ ®retLibee es Financial bebde
Fised Cbrmewer:, lnfa. Oftisets btw. S|cde Anaop4 IhfeLTth CNfeenb lrrfu Sysocm naseFdienE lmemel ^idinxs; Leeal Assis&me= tibet.hag, hanogemer.I Alidit Ar\aly&
PIBrwing tMiqng Pry. I).I. Crmtrm, Spcow Irnperty,  Specbl lrnxpatrm

Approved dy:

(Head of ©)

I~h ik liE.rd ~.
(1ysthried - GdeftsrTI.nv Ore4g. Mde, C.degnBdiee, Dndgcmm Fdernan, Engdrchg de,
lesoimer\tmarty s.fr.qman

(a) ¢.n.I.I ^deha. - Arfuirl, Aide ldelo. Ages AaEeiirlrfeg Cferles, Ali4itino lanky eoekLltrlder*
Bcolihxpers, aEcks ftsczl aErks degmAer OoeratENs, tbeta intders, t}Bb Ehdi/ froin.
Opericon+ ]ranal AAlditry ^es&, Sf. ^chr., Ass&, Seord6eepeT, "l.rlchoueem.n

g!%:k#g#|ngxxfty#chaqueehatjt*c:%:###%;iT
Core esiue., chnN£ EfEctridm, rfezliry Eqlde OFNwata® liabgrers, Lrfurer Fo-a, 1BbtNFT
Gened for.rlar., Ldeoratpri/ Aitb tat)actarii lithnidens, Mi]dun H-snn, Maria. Eiigivonap,
Mediwrde5 Messerqu, Psfroer:, P.IFTtr For"n, PkNrfu, mrrlber Feonrw., Sed.I Agape
Sealrfti/ GANpds, lJt}lit|/ lhhdes, I&NR]/ forernqu Wtifer, IMlatw I+rep a-I;Bbors and tuna rchfed
Roeon¢.Ien.tmarleepoenais



ANNEX C. Transmittal of Contract of Service

Republic of the Philippines

DEPARTMENT OF PUBLIC WORKS AND HIGHWAYS
®

RAGowG plL.in..^s

MEMORANDUM

FOR/TO          :  Chief, Human Resource Management Division (CO)/Chief, Administrative
Division (RO)/Chief, Administrative Section (DEO)

SUBJECT        :  Contract/s of service in the (Offl.ceJ

Submitted for processing, are Contracts of Service with complete documentary requirements of the
following  proposed COS/JO personnel in this office, for the period

Division/Section/Unit:

to wit:

Name Position SG& Qualification Qualification
Daily Rate Requirement of ProposedHiree

1.

2.

Certification:

I  hereby certify that the  proposed  hirees
met      the      qualification      requirements
prescribed in D.O. _ s. 2023.

Designated Admi nistrative Officer

© Website: https://www.dpwh.gov.ph

ng Tel.  No(s).: 5304-3000 / (o2)  165-o2

I?:a
SOCOTEC

!_v   in   I

Head of Office



ANNEX D. Basic Format of Contract of Service

CONTRACT OF SERVICE

KNOW ALL MEN BY THESE PRESENTS?

This contract made and executed by and between the  /Office_J, Department of Public Works and
Highways,  represented  by  Director /Office_J, hereinafter called  the  FIRST
PART-Y  and   Mr.   /ros/L70  PErsowde/J,   Filipino,   of  legal   age   and   with   postal   address   at

hereinafter called the SECOND PARTY;

WITNESSETH THAT:

1.   The FIRST PARTY is in need of the services of the SECOND PARTY who shall perform work
not performed by the regular personnel of the FIRST PARTY;

2.   The  SECOND  PARTY  has  signified  his/her  intention  to  provide  the  services  needed  by the
FIRST  PARTY .and  confirms  that  he/she  possesses  the  education,   experience  and  skills
required to perform the job as described herein with integrity, efficieney and utmost dedication;

3.   The  SECOND  PARTY  hereby  attests  that  he/she  is  not  related  within  the  third  degree  of
consanguinity or affinity to the hiring authority; that he/she was not previously dismissed from
the government service by reason of an administrative offense.

4.   In   view   hereof,   the   SECOND   PARTY   is   hereby   contracted   as   PasI.i/on   77t]/e   /wy.ffl
Parenthetical, if applicable_) -(9G-_) in TJhe Division, Qf i jge, vINh compertsa/idkan at a
daily rate of P _ to be paid on a 15/30 basis, effective Cowfractper/od.

5.   As PosI-i/ow r7.#e, the SECOND PARTY is expected to perform the following functions:

Actual  Duties and  Responsibilities:

6.   The  SECOND  PARTY  shall  perform  the  tasks  assigned  to  him  on  the  prescribed  regular
workings  hours of the  Department or any agreed  schedule  including  Saturdays,  Sundays and
Holidays,  as authorized  by the  Head of Office concerned  and Approving Authority,  provided  it
does not exceed twenty-two (22) working days per month;

ii=

7.   The SECOND PARTY shall  perform  his/her duties and  responsibilities with  integrity and with
utmost dedication, efficiency and professionalism in the fulfillment of the mandate and mission
of  his/her  office;  and  that  notwithstanding  the  nature  of  his/her  employment which  has  no
employer-employee   relationship,   the  ``second   party"  shall   at  all  times  be  held   civilly  and
criminally  liable  in  the  discharge  of his/her functions  in  accordance with  COA,  DBM  rules and
regulation and pertinent statutes;

8.   flf APP[flcHBff,'/ In the  exigency of service,  the  SECOND  PARTY  is  allowed  to  render
beyond  22 working days per month  provided that the additional work is urgent and necessary
and failure to do the additional work would be detrimental to the Department.  Provided further
that conditions stipulated under DO.        s.  2023, Items Iv.4-7, are met;



9.    /lf APP[JICMBff,'/ The SECOND PARTY is allowed to go on  official  local  travel  within the
jurisdiction of the offices which  hired them to perform  essential tasks provided that conditions
stipulated under DO.        s.  2023, Item v, are met;

10. This Contract of Service does not create an employer-employee relationship between the FIRST
PARTY and  the  SECOND  PARTY;  that the  services  rendered  is  not considered  and cannot be
accredited  as government service;  and that the latter is not entitled to any benefits accorded
to regular personnel of the FIRST PARTY;

11. This Contract of Service is not automatically renewable and may be terminated anytime, subject
to performance evaluation of the FIRST PARTY and the availability of funds therefor.

IN WITNESS WHEREOF, both parties have hereunto set their hands this

at
Year

FIRST PARl-Y:

Place

Signed in the presence of: Certified:

SECOND PARTY:

of
Day            Month

Budget available and earmarked for the
purpose as indicated above.

ACKNOWLEDGEMENT

REPUBLIC OF THE  PHILIPPINES     )s.s

BEFORE ME,  personally appeared the following  persons, to wit:

NAME I.D.  NO. PLACE ISSUED

Both  known  to  me  to  be the  same  persons who  executed  the foregoing  instrument which  they
signed and acknowledged before me as their own free will and voluntary act and deed.

WITNESS MY HAND AND SEAL, this               of

DOc.  NO.

Page  NO.
Book No.
Series of

Day                  Month               Year
\

at
place

Philippines.



Annex E. Checklist of Requirements

1. Request for Authority to Hire/Upgrade/ Downgrade/
Reclassify to same salary grade
(should be positions only)

I  Updated Organizational Chart

H  Functional Chart

HUpdatedReportonPersonnelStatistics`andManpowerComplement
for JO Personnel (Annex 8)

2. Request for Authority to Rehire/ Replace

I  Updated Report on Personnel Statistics and Manpower
Complement (Annex 8)

I  Notarized and Fully-Accomplished PDS

I  Individual Performance Commitment and Review (IPCR)

I Diploma and TOR             ;

I  Proof of Eligibility/Photocopy of License/Board Rating (if applicable)

I  CPE Certificate (for positions that perform computer-aided work)

I  NBI Clearance (for initial hiring)

I  Medical Clearance (for initial hirina`

I  Drug Test Result (for initial hiring)

I  Previous Approved Contract

I  Original and Previous Approved Authority to Hire  (for rehire)

3. Approval of Contract of Service

I Transmittal of Contract of Service (Annex C)

I Contract of Service (2 copies)

I Approved Authority to Hire/Replace/Rehire/Upgrade/Replace/
Downgrade/Reclassify

I  Updated Report on Personnel Statistics and Manpower Complement
for J0 Personnel (Annex 8)

I  Notarized and Fully-Accomplished   PDS

I  Diploma and TOR

I  Proof of Eligibility/Photocopy of License/Board Rating   (if applicable)

I  CPE Certificate (for positions that perform computer-aided work)

I  NBI Clearance (for initial hiring)

I  Medical Clearance (for initial hiring)

I  Drug Test Result (for initial hiring)

I  Previous Approved Contract (for rehire)

Additional Flequirements for Initial Hiring:

I  Photocopy of TIN,  PAG-IBIG and  PHILHEALTH ID

Note:  Pls.  attach  the  accomplished  checklist  to  the  request  for
authority   to   hire/upgrade/downgrade/reclassify   to   same   salary
grade/ rehire/replace/transmittal cif contract of serv.Ice.


