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Minigtry MNemorandun Citoular Ho. gil;_’é

Series of 1979

Subject: Guidelines in the Implemsntation of
belective Merit Increase of Peserving
MAR Employecs.

Pursuant to Lelter of Instrustichs Mo. 562 as implemented by Budget
Cirvemlss Yo, 286 &l CSC Memorandum Circular No. 3y series of 1978, the
Pollowimg muidelines i# the implementation of the zelective merit Increase
for deserving employegs in the Ministry are hereby prescribed:

fA. o are Batitled tu}}-]eril_' [nerease

All deserving officers and employees. of the Minlstrv whe ars coversad
by the pesition and costpensation plans of the natienal govermment, excluling
areer Execulive Serviee officers, eonsulfants; easusls, smergency-and
cortractral employees, shall be entitled to merit increase if they mest
any-of the following reguirements:

1. lendersd oculstanding performarice in asoigned Fanetions consistently
For two {F'} rating periodsz prior to évaluatiod, including a cpeditable
agdomplisiment of coecial assignments that breught beheflts to the govern-
ment. Outetanding performeance shall mean a dietinet &anl conedistent guperion
output and benavier on the job.

2. Imtroduce’ A sighificant cost soving o efficicency snhancing lnmo-
vation. This shall mean an idea, suggestion or invention to effect economy
in pperation, increase productich; improve working somditions or service,
wnigh would benefit the government.

3o Rendered outstanding rural service in commnity projects as may
ba certified by the T=J"ﬂv:i.r1r.:.'|.a_'l.ff;i. Ly Bural Service CommitEse and confirmed
by-the Sub-Cabinst Cemmlttee on FBL.

4, 'Completsd 5 bachelor's, mastep?d, or dactoral degres. in Piplde
dirastly uzeful to the amployeers worl, provided that sneh adiicational
qualification is not a minimum reguirgment for appointment to the position;
thi performance of the employee shall be at least vetry satisfactery during

" the rating period immeliately after obtaining the degree, and the degree
vas obtaitied gt his own dnitiative; not at the expente or Time of MNAR,

"Hindi na matatolikuran pa ang paghabagong-ayes ng ponemokaohan.  Higit keng pangerap na makita ang
ating mga magsasaka na P7—um‘i ang lupang konilang binubungkal.'  Pangulong MARCOS
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B. Suggestions and Incentive Awards Committee

The MAR Suggestions and Incentive Awards Committee created under Depart-
ment Special Order No. 25B, series of 1976, shall assist the Minister in the
determination and selection of emplovees Ffor merit awards and shall perform
the following instructions:

a) Receive pecommendations for deserved awards with correborative
evidences and evaluate the same Following set guidelines;

b) Recommend employees who shall be given merit increases awl the
amount of ihcreaseés to be granted;

¢) Receive and hear complaints on merit incredses and recomment Lo
Lhe Minister the proper course of action to beg talen,

e FProcedure iy the BEwaluation of Merit Award Cases

l. Division Chiefs of the Central Office or the Regional Directors
shall recommend In writing to the Minister through the Chief; Personnel
Divigion, employess in thelir respéctive diviglons op regibpns 2z the: cade
may be who have met any of the requivements 1 o 3 of Faragraph A.
Corrdborative evidences and Jjuetification ther&df shall be atitached to
the recommendation.

2. In cases of a degree earned above the basic academic reguirvement,
such as Hachelaor's degree (for non-technical positions). Master's or
Doctoral degree, the smployee concerned shall notify the Chief, Personnel
Division in writing that he has earnsd the degree. Notification shall
include copy of the diplema or tramscrint of regords:

3. Totice amlfbr recommendation: For merit ayard shall be Forwarded
by the Chief, Percomnel Division to the fuggestion and Incentive Ayards
Committes For evaluation.

4., The Committes shall evaluate reporis and recommiendations baszed
on evidence: submitted, on dnterview of employee, peers And supervisors:
and through verification and evaluation of implemented or applied imnova-
tion. Tt shail then recommend to the Ministery the emploves; who shall
be granted merit increase and the amount of increase Lo be granted.

. The Minigter shall asséss the merits of the recommendation of
the Comnittes, If found meritorious, he shall furnish the Suggestlions
and Ineentive Swards Commitiee & copy of his approval amd notilfy the
Chief, Persomnel Division lo take nccessary steps for the implementation
of- the merit increase,

6. The Chief, Personnel Division, shall icsue notice of adjustment
Lo thne emplovees concernsed, furnishing a cooy to the Budget Division,
Civil Service Commission, Budget Commission, the Commission on Audit and
the GBEIS.
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D Merit Increase Schedule and its Effective Dates

The following schedule shall be uged Ffor determining merit increases.
These increases correspond to the salavy steps of the class to vhich posi-
tion is classified uader the national pogition classification plans.

Hérit Increase

Cost BAving Innovation Dne Salary Step

BEFi ciency~Enhancing - do =
innevation that subs-

tantial Iy improwved

operations

Cutstanding performance - idg -
or exefplary cenduct in

carrying ene's respongi-

BiLities over and above

call of duty as.attested

by Division Chiefs ard

confirmed Ty Sur&awf

Regional Directors: op

Service Chief

Farned bachelorts or - dn =
master's degres on pro-

gram of sludy related

to emplovests job with

performance rating of at

least very satvisfactory

Zarnetd deoctoral degree Two Balary Steps
on program of situdy

related to employeats

Job with performarce

rating ef at least

very satisfacioriy

B. Salary Ceiling

Effectivit

pate of Tmplementation
or application of duly
tested and proven worith-
while innovation

e 1 L

The day following the
second rating period
where the employes was
ratec outstanding or
report of exemplany
conduot

The rirst fay followizng
completion of one FPUll
rating peripd after
acquisition of degree,
wherein the rating ob=
tained was at leass
very satisfactory

S gn =

The acjusted salary of an empioyee after the grant of merit increase
shall not exceed the maximum step of the salary range to which his positien
is allpcated in the national position classification plan.

e HNotifiecation

The Fersennel Division shall natifg the Bulget Commilzsion afcd Lhe
Civil Service Commission in writinig not later than ten (10) days after
the end of each guarter of merit increases approved by this Ministry.
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The FIHAS-shall seg to 1L that merit dincreases-avarded to employess are
incorporated in the regular itemization of personal services for the
sabeequent Fiscal year.

G, Maxitum Recipients

The total rumber of recipients of selective merit increases in any
one (1) year shall not be more than ten (10) percent of the total personpel
Potfce of the Minigtry eligible for merit avards as of the end of the calendar
years

411 circulars, memorania,; or orders which are inconsistent herewith
are hereby superseded, amenied; or revoked accordinglv.

Thizs Memoramium Cilrcular shall take effect inmediately.

Dilinmar, Queson City.

%i— rd= v 1979,

Ministey.




