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Republika ng Pil’ In reply, please address:
MINISTRING R.__.«MANG PANSAKAHAN = THE MINISTER
{Ministry of Agrarian Reform) ) Ministry of Agrarian Reform
Tanggapan ng Minister P.O.Box No. 2993
Dilirman, Lungsod ng Quezon Manila

Pilipinas, D—505

MINISTRY MEMORANDIM CIRCULAR !ﬂ}.j
Series of 1985

TOr  All Officials and Employees
MAR Central Office

SUBJECT: New Procedure in the Piling of Application
Por Leave of Absence pursuant to CSC Memo-
randun Circular No,2 ., Series of 1985,

Pursuant to CSC Memornndum Circular No. 2, series of 1985
and the Revised CS Form No. 6, known as Application for Leave
(copy attached for ready reference), this Ministry has set up
a new procedure in the filing of application for leave of
abaance to conform with the new CSC guidelines, to wits

le BEmployee/Officer accomplishes application for leave
of absence form (Item Nos, 1 to 61) and forwards
same to Personnel Divisionj

2, The Personnel Division certifies leave credit (Item No,
7a) and indicates in the leave application (Item No. Te)
the number of days to be approved with or without pny
and forwardy the same to any of the following officials
concerned.

2.1 Bureau Dirsctor/Service Chief/Division Chief
concerned who affixes his signature as Recommending
Official (Item No, Tb) after which the application
is forwarded to the following officials concernad
for approval/disapproval, as the case may be;

2,2 Burean Director/Service Chief concerned for
leave of absence of not more than ten (10) days,
except those of Asst, Ministers, Bureau Directors,
Asst, Burecau Directors, Service Chiefs, Asst,
Service Chiefs and Division Chiefs or their
eguivalent with or without request for commubalion;

2«3 The Assistant Minister for Personnel Management and
Development for leave of absence exceeding ten (10)
days, but not more than ninety (90) days, except
tho=e of Asst, Ministers, Buresu Diractors, Asst.
Bureau Pirectors, Service Chiafs, Asst. Service
Chiefs and Division Chiefs or their equivalent with
or without request for commutationg
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2.4 The Deputy Minister, for leave of absence of
not more than ninety (90) days, with or withe=
out reguest for commubtation of Asst. Ministers,
Buregu Directors, Service Chiels, Asst, Burean
Directors, Asst, Service Chiefs, Division Chiefs
or their equivalent;

2.5 The Minister, for leave of absence exceeding
ninety (90) days, with or without request for
comnutation,

3, The Appreving Official then approves/disapproves the
application for leave of absence whichever he deems it
appropriate and returns the same to Personnel Divisionj

4, The Personnel Division releases the original of approved
leave of absence to the employee concerned, and the
duplicate eopy retained for his 201 file,

Terminal leave of Central Office esmployees as well as empleoyees
of the Reglons occupying positions not yet covered by Decentralization
may file their respective terminal leave applications with the Personnel
Division, MAR Central Office, provided that the statement of accrued
leave credits duly certified by the Regional Personnel Officer concerned
is attached thereto, for approval of the Minister.

A1l orders, circulars and/or memoranda inconsistent herewith
are hereby revoked, supsrseded and/or modified, as the case may be.

This Order shall take effect immedigtely.

July 2., 1985, Diliman, Quezon City,

PH-biMagnoie
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