CHECKLIST FOR PROMOTION:

Prepare the following supporting documents and arrange as they are numbered.


1. Personnel Selection Board                          
-        
1 copy

2. Certification




-          
1 copy

3. Position Description Form (PDF)

-
2 copies

4. Certification of Asumption to Duty

-
2  copies

5. Panunumpa sa Katungkulan (Oath of Office)
-
3 copies

6. Work Experience Sheet  (Promotion

-
2 copies

7. Personal Data Sheet (PDS)-CS Form 212
-
4 copies
8. Updated Service Record  



-
2  copies

9. Last Approved Appointment   


-
2  certified Xerox copy

10. PRC License AND Board Rating / ( CLEAR COPY )- 3 ertified  clear Xerox copies

11. Approved  Appointment of the Incumbent
-
1  certified clear Xerox  copy

12. Medical Certificate-CS Form 211


-
1 copy

a. Blood type




-
1 orig. copy 

b. CBC                            


-           1 orig. copy 

c. Chest x-ray



-
1 orig. copy


d. Drug test




-
1 orig. copy

e. Urinalysis




-
1 orig. copy


f. 
Neuro Psychiatric Examination

-
1 orig. copy

13. RPMS for SY 2017-2018 &  2018-2019

-
1 orig.and 1 certified Xerox copies each

14. Transcript of Records



-
1 certified Xerox copy

15. Special Order for Graduation


-
1 certified  Xerox copy 

16. Barangay, Police, & Court Clearances

-
1 orig copy each

17. NBI clearance




-           1 orig

18. College Diploma



-
1 certified clear Xerox  copy

19. Long White Blank Folders


-
2 pcs.
A. FOR RECLASSIFICATION

20. Approved ERF




-
2 pcs.

21. NOSCA





-
2 pcs.

22. Transmittal




-
2 pcs.

B. FOR MT-1 and MT-2

23. Transcript of Records Masteral Unit/Certification
-
2 pcs.
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