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TESDA-SOP-OCSA-07-F021
TECHNICAL EDUCATION AND SKILLS DEVELOPMENTAUTHORITY

TESDA Complex, East Service Road, South Superhighway

Taguig, Metro Manila

CS Form No. 93-0003

(Appointment Transmittal Form)

______________

                                                                                                                         Date
Dir.VELDA E. CORNELIO

Director II

CSC Field Office

DOST Compound, Bicutan

Taguig, Metro Manila

Dear Dir. Cornelio:
Respectfully submitting the appointments of the following TESDA personnel, to wit:
	NAME
	POSITION
	DATE OF ISSUANCE

	1.
	 
	 

	2.
	 
	 


             ‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑X‑

                Thank you and warm regards.

 Very truly yours, 

 

 N.B.
Please use additional pages if necessary. Put closing marks (xxx) after the last entry.

TESDA-SOP-OCSA-07-F022
MEMORANDUM

TO

: 
_ (Office concerned) ____
 FROM
: 
____________________
 DATE
:
____________________ 
SUBJECT
:
Approved Appointment

We are forwarding to you the original copy of appointment of the following personnel duly approved and attested by the Civil Service Commission, to wit:
	 
Name
	 
Position

	1.
	 

	2.
	 

	3.
	 


 May we request that the same be transmitted to the personnel concerned for their personal file, and to furnish HRMD copy of their Certification of Assumption to Duty and Oath of Office for record purposes.
 Thank you.                                                                                                                                                                                                                                                                   

     (Chief, HRMD)
TESDA-SOP-OCSA-07-F023
TECHNICAL EDUCATION AND SKILLS DEVELOPMENT AUTHORITY

TESDA Complex, East Service Road, South Superhighway

Taguig, Metro Manila

Date: __________
CERTIFICATION OF ASSUMPTION TO DUTY

 

This is to certify that Mr./Ms.______________________ has assumed the duties and responsibilities of a ____ (position)_______ at the ___(Division/Office)_____ effective ____(date)________.
                                                                                                   



                                                                                                                         
    ___________________________
Name & Signature                                               Chief of Division/Director of Office  
TESDA-SOP-OCSA-07-F024
                   (Sample Congratulatory Letter)

Date________________________
____________________________
____________________________
____________________________
____________________________

 Dear ______________:
Congratulations!
 Your have been appointed to the position of __________________________.
 To facilitate your transfer to the Authority, may we request you to submit to the Human Resource Management Division, Office of the Chief of Services for Administration the following documents on or before  ______________.
1. Duly accomplish Personal Data Sheet (CS Form 212, Revised 2003)

2. Certified photocopy of latest appointment

3. Certified photocopy of eligibility

4. Original copy of Service Record

5. Approved request for transfer

6. Statement of Assets and Liabilities, as of December

7. Latest Statement of Leave Credits

8. Certification of Salary Received, verified by the Auditor

9. Clearance from Money and Properly Accountabilities

We welcome you to the TESDA family.
Very truly yours,
___________________________
___________________________
TESDA-SOP-OCSA-07-F024-A
MEMORANDUM

TO

:
________________
 FROM
:
________________
 DATE
:
________________
 SUBJECT
:
Approved Appointment
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Congratulations! Your appointment as __________________ has been approved and attested by the Civil Service Commission (copy attached).
 
Please submit two (2) original copies of your Certification of Assumption to Duty and Oath of Office, for salary adjustment and 201 file.
 
For compliance.
 

 
TESDA-SOP-OCSA-07-F025
(Sample Letter of Regret)
 Date _______________
 ___________________
___________________
___________________
___________________
Dear Mr./Ms.______________: 
This has reference to your application for the vacant   ___________ at _______________.
 
We regret to inform you that Mr./Ms.____________________ was appointed to the said position.
Thank you for your interest to join TESDA.
Very truly yours, 
_______________________
_______________________
TESDA-SOP-OCSA-07-F025-A
     M E M O R A N D U M  
TO 

:
_____________________
 FROM 
:
_____________________
 DATE 
:
_____________________
 SUBJECT
:
Application to the ____(position)______at                              
                           ______ (Division/Office)__________ 
 
This has reference to your application for the vacant   ___________ position at _______________.
 We would like to inform you that _Mr./Ms. ___________________ was appointed to the said position.
 
For your information.
 
TESDA-SOP-OCSA-07-F026
M E M O R A N D U M
TO 

:
_____________________
FROM 
:
_____________________
DATE 
:
_____________________
SUBJECT
:
End-User’s Recommendation for the vacant _____

                            position in _________.

My we requested for your recommendation for the vacant ___________position in __________________for consideration of the Appointing Authority.
Attached is copy of the Comparative Assessment Result for your reference.

Please submit your recommendation to the_____________________ in a sealed envelope marked CONFIDENTIAL. 

 
For your appropriate action, please.








              (Signature of Authorized official)      
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KSS PORMA BLG. 33
Narebisa, 1998

Republika ng Pilipinas
TECHNICAL EDUCATION AND SKILLS DEVELOP!
(Agency)
Taguig, Metro-Manila

Ginoo/Gng./Bb:
Mr./Mrs./Ms.

Kayo ay nahirang
You are hereby appointed as

may katayuan

witha (status) (Agency)

sa pasahod na piso.

with 2 compensation rate of pesos per annum

Ito ay magkakabisa sa petsa ng pagganap ng tungkulin subali’t di aaga sa petsa ng pagpirma
The effectivity date of this appointment shall be the date of actual assumption by the appointee but not carlier than the date of issuance of

ng puno ng tanggapan o appointing authority.
the appointment which s the date of the signing of the appointing authority.

Ang appointment na ito ay bilang kapalit ni
This appointment is (Original, Promotion, etc.) vice

at ayon sa Plantilya

(Transferred, Retired, etc.)  and in accordance with Plantilla

Aytem Blg. Pahina
Item No. Page

Sumasainyo,
Very truly yours,

Puno ng Tanggapan
Head of Agency

Petsa ng Pagpirma

Awtorisadong Opisyal
Komisyon ng Serbisyo Sibil
Authorized Official/Civil Service Commission

Petsa
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|| REPUBLIC OF THE PHILIPPINES

| BC-CSC Form No. 1
|

| (POSITION DESCRIPTION FORM)

NAME OF EMPLOYEE

i Family Name Given Name Middie Name |
DEPARTMENT, CORPORATION OR BUREAU OR OFFICE I
AGENCY/LOCAL GOVERNMENT

| |

| |

| DEPARTMENT/BRANCH/DIVISION WORK STATION/PLACE OF WORK |
|

PRES. APPROP. ACT/ PREV. APPROP. ACT/ | SALARY OTHER COMPENSATION

BOARD RES./ORD. NO. BOARD RES./ORD. NO.

| ITEM NO. ITEM NO. ANNUALLY |

i AUTHORIZED |

| ACTUAL |

| OFFICIAL DESIGNATION OF POSITION WORKING OR PROPOSED TITLE

I

| WAPCO CLASSIFICATION OF THIS POSITION OCCUPATIONAL GROUP TITLE
FOR LOCAL GOVERNMENT POSITION CHECK GOVERNMENTAL UNIT AND UNITS

MUNICIPALITY [ ] aryp ] PROVINCE[ ]
LI M Fp ] FLTERY smp g M |

STATEMENT OF DUTIES AND RESPONSIBILITIES. If more space is needed, please attach additional sheets

PERCENT OF
WORKING TIME

DUTIES





[image: image5.jpg]|| POSITION TITLE OF IMMEDIATE SUPERVISOR POSITION TITLE OF NEXT HIGHER SUPERVISOR

NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than 7) list by their item numbers
and titles

MACHINES, EQUIPMENTS, TOOLS, ETC. used regularly in performance of work 1l

Il

[ ConTACTS WORKING CONDITION 1l

I OCCASIONAL | FREQUENT I

| General Public [ 1 k] Normal Working Condition g il

I Other Agencies ] [ Ficld Work [l 1l
Supervisors [ [ 1 Ficld Trips 1

| Management [ [ 1 Exposed to Varied Weather (il il

[ Others (specify) [ [ Others (specify) i) 1l

[l

[ CERTIFY that the above answers are accurate and complete i

I I

DATE NAME OF EMPLOYEE I

TO BE FILLED OUT BY IMMEDIATE SUPERVISOR

I
1 Describe briefly the general functions of the Unit or Section

| ndicate the required qualifications by years and kind of education considered in filing up a vacancy for this position
| (Keep the position in mind rather than the qualifications of the present incumbent this item should be filled.)

[
t
Education 3 I
Experience |

Training
Eligibility

Licenses or certificates required to do this work if any.

1 do certify that the above answers are accurate and complete.

DATE Signature and Title of Immediate Supervisor

APPROVED i

DATE Director IV, OCSA I
|
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