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MINISTRY MEMORENDUM CIRCULAR NO. fw?#

Series of 1981 CJ\___..

Subject: Guidelineg in the Implemertation of LOI 1019
Directing a More Acaressive Implementation of
the Mexrit Increage in the Matiocnal Govermment

Pursuant to LOI Npo. 1019 which directs a more systematic and
aggressive implementstion of the merit increase program as oricinsIly
provided under LOI No. 592 and as implemented by Civil Serwvice Commis-
sion Memorandum Circular Ng. 1, series of 1981 and lational Budget
Circular No. 340 both dated February 27, 1981, the following suidelines
are hereby prescribed:

.rs. . i Vi i In

All deserving officers and empleyees in the natienal government
who are covered by approved position classification and compensation
plans, exclusive of the CESOUs and other incumbents of CES positions,
consultants, casual/emergency/contractual employees, shall be entitled
to merit increase if they meet any of the following criteria:

l. Hendered cutstanding perforrance under the new Pexrformance
Appraisal System (PAS) within one particular evaluatiocn period or ren-
dered a very satisfactory performance and/or creditable accomplishment
of special assignments that bring benefits to +he government and/or
communi ty.

2, Introduced a significant cost-saving or efficiency-enhancing
innovation, or idea, sugoestion or invention embodied in a woitten
proposal designed to effect economy in gowvernment operaticns; improved
working conditions and/or services and other tangible benefits te the
government.

3. Completed a baccalaureate; masteral or doctoral degree in
fields, directly useful to the concerneds; provided, such edusational
qualification is not & minimum requirement for appoiniment in his posi-
tion and that his latest performance shall be at least werv satisfactory
under the new Performance Appraisal Syastem (PAS).

"Hindi na matatelilkuwran pe ang pagbabogong-ayes ng panenckohen. Higit kong pangarap ne mekite ang
aling mga mageasaka na pegwari awy lupang kenilang binubungkel” Pangulong MARCOS



H. HAR esti [ centive Awards Committse

The :determination and selecticn of deserving employees for merit
increaze shall be the respensibility of the MAR Suggesiions & Iheeniive
fwards Committee created under MSO Ne. 85-81, sexies of 1981, which
shall be the Merit Increase Committee for purposes of this Circular.
The Committees shall serform the fellowiag funchiens:

l. Receive recommendatisns for deserved awards, supnorted by corro-
horative evidences and other justifications for evaluation and considera-
tion;

7. Evaluate and roecommend to the Minister the deserving empleyees
who shall be c¢iven merit increases and the amounts of increases to be
granted;

3. Heceive, investiogate and hear cpmplaintafﬁrot95t5 anyg submif
findings and recommendatinns to *the Vinister for proper reselution/dispo-
sitions and

4. Keep and malntain complete records of dinutes of Meetings and
other proceedings and deliberations which shall be made available for
inspection and scrutiny by the Ministry of the Budget and the Civil Ser~
vice Commission.

C. For purnoses of review and evaluation af recommendaticns/prong-
. r = o a i ok & -, ar:

sugeestions and Incentive Award CSommitiee the followina Commit—
feesare hereby consi{ituted:

Gentral Cifice Committeeo:

Assts Sec. for Personnel Matagement

& Development = Ghailrman
Chisf, Administrative Service - liamber
Chief, Personnsl Division - Member
Chief, Legal Division - Membar

Burest DJivector/Service Chief/Head
Sxecutive Assistant where the
propoesed awardess are located - liembex

Reolonal Office Committes:

Regional Dirsctor - Chairman
Chief, Adminictrative Jivision - Member

Regiongl Trial Atterney III - Mamber
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Persannel Officer I - Member

Chief of Givision/District
Cfficer where nroposed
awardees are located - lemben

D. ZProcedurs in the Evaluatign of Kerit Increases Awards:

1. a) QCentral Office - The Division Chief shall vecommaznd in
writing to the Bureau Director/Service Chief/Head Executive Assistant,
employees in thelr respective divisisns/offices who have met any of the
criteria in Paragraph A. The Bureau Dirsctor/Service ChiefHeazd Sxecu-
tive Assistant shall, after reviewirig *he recommnendations, submit +o the
Central Cffice Committee the nominess for merit incrsase.

b} ZRegional Cfficeg - The Divisien Chief/bistrict Officer
shall recommend in writing to the Reoional Office Committee, emplovees
in their respective divisions/districts who have met any of the eriteria
in Paragraph A.

¢) Corrohorative evidences and other justificatinns shall be
attached to the recommendations. In cases of outstanding or very satis—
factory performance, the new performance appraizal rating sheets duly
accomplished shall be attached tu the recommendation.

2. In cases of degree earned, the emplovee concerned shall notify
the Chief of the Personnel Division (fer Central Uffice perssnnel), the
Ferzonnel Cfficer I (for Hegional Office perschnel) through the Divisien
Chief/District Cfficer concerned, in writing that he has sarned the
degrees The netification shill include a duly tertified copy of the dip~
loma ¢r transeript of record or ckrtificate of such degres by the school/
college/university concerned, and such ather papert and documents to sup-
port the requirement of direct usefulness to concerned employvee's work.

3, FRecomrendations/proposals for merit increase awards, if found
meritorieus by the Central Uffice Committee shall be nosted conspicisusly
in the bulletin hoards and récummendqfiﬂns}%&upaﬁals for merit increage
awards if found meriforious by the Reégional Cffice Committee shall be pos-
ted conspiciously at the Resional Cffice and the distriet offices bulletin
boarde for one week or =seven (7) davs ar otherwise made “nown o rank and
file by office memorandum ic¢ allow employees' o¢pinion/reaction/brotest.

A, ALl recamﬂwnda+ionﬁfhron9§al5 for merit incruase aworcs: found
meritoricus by beth the Central Cffice and Regional Office Committees tonge-
ther with the certification that said recammendaticns}hrnposals wera mosted
in *he bulletin beards for one week or seven (7) days shall be fogrwsrded to
the Chiaf of the Personnel Division for submission fo the NAZ Susgestions
and Incentive Awards Committee for evaluatinn based on documsnts and other
evidences submitted, The Commitiee shall then recommend to &he iind ster,
the employees who shall ke granted merit increase and the schedule of in-
crease tn be dranded.



5. 411 cases of protested/contested merit increase award proposals
shzll be acted upon by the MAR Sungestions and Incentive Awards Coremit=
Fee within ten (10) days from receipt of proést/complaint befaze submit-

ting to %he Minister the findings and recommendations

sidersticon and resslution.

for his final con—

6. Wpen acproval of the Minister, the Chief of the Personnel Jivi-
dion shall take the necessary steps fo imolement the approved merif in-
crease and cause the issuances of notices &f adjustments to the emolo-

yees concerned, furnishing cep’es fe
for incorsoration in
an Audit and the G518,

the Chief of the budgst Divisien
+he ensuing GY budget proposal and the Commission

E., ilerit Increase Schedule and its Effective Date

Marit Incrense

1. cxemplary Performance
—very satiefactory performance as
rated under the new FAS

1 Salary Stiep

~graditable accomplishment of spe-
cial assignment that brought
benefits to the government

- L Salary sStep
~putetanding performance as rated
under the new PAS

S e B

Salary Steps
- = L o 3 Salary
Steps depending
ar khe davings
generated

a2, Gost-saving innovstion (idea,
sugoestion, invention, authorshin's
publication) which resulted in office
savings

3, Effigiency-enhancing innovations
seculding in evhetantially improved
sperationg/services: 1 Salary Step

i e

—one office or comparable organi-
zationzl unit

Effgctivily

The day following the end
of the rating peried with-
in which the smployee was
rated outstanding or Yery
satigfagtory or a4coon—
plished 2 creditable spe-
cial assignment

The fizst day of implemen-~
tation or apolication of
duly teshted and sroven
worthwhile inngvaticn

= o -



4, Scholastic/Educational Accom- The first day following the
plishment end of the rating period
within which the employee

-~earned & hachkelor's degree concerned was rated at least
on a program of study rels-— very satisfuctory and the
ted to the empleyee's work degree was obtained

with performance rating of

at least very satisfactory - - = 1 Salary Step

earned a master's degree on

2 program of study related

te the employee's work with

performance rating of at

least very satisfactory - - - = 1 Salary Step

-carned a doctoral degree on
z program of study related
0 the employee's work with
performance rating of at
least very satisfactory - - — — 2 Balary Steps - do -

F. Notificatiol

The Ministry of the Budget and the Civil Service Commigsion shall he
notified in writing not later than ten (10) days after the end of esach
uarter of merit increases approved by this Ministry.

Se  Maximurn Aoer

The total annual cost of the selective merit increases approved for an
agency in any one calendar vear, shall not exceed the smount provided for the
agangy during that calendar year, notwithstanding dates of increases cranted
after the beginning of said vear.

f. daximum Humber of dscipients

The total number of recipients ef selective merit incresses in any one
galendar vear shal] not be more than twenty (20%) percent of the total personal
force of the agency eligible for merit awsrds as of the end of said calendar
vear.

I. Regtrictiong

Lo Use of Lump=Sum - The lump-sum for merit increases shall not be
used for bonuses across the beard increases for groups of persons, or cther
purpese ngt in accordance with this Circular, except as may be authorized by
IaWo



2. HNo "Pre-Retiresent! lncreases = Mo merit ingreases shall be glwven
to an employee on the ground that he is retiring in the near fufure and Tor
surposes of enabling him to cellect a bigger retirement gratuity gxcept as
he may gqualify in sceerdance with the criteria established.

3. Ho Automatic Cappy Ower = Ho merid increase shall be auvtomatically
carried over %o 3 higher position to which an emplayse who had earlier been
granied merit increase is promoted or appointed as a result of reclassifies-
tion.

4, HNp Dguble Merit Increase = If an employer has already been granted
merit increase under otie criterisn, he shall ne longer be entitlad to an addi-
tional merit increase under the same criferion within twe (2) consecutive
rating periods from the effective date of said grant.

All girculars, memoranda or orders which are incensistent heorewitl are
hereby supegrseded, amended ¢r revoked accordingly.

Thies Wemorandom Circular shall be effective ds of the rating pericd
ending June 30, 1981,

Diliman, talezon City. May 15, 1921,
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