PHILGUARANTEE

Philippine Guarantee Corporation

ANNEX - B

Summary of reports and sample forms to be generated.

@ Employee Management should Generate the following Reports:
e  Service Record

Notice of Vacancy

Personal Data Sheet

Personnel Information Sheet

Position Description Form

Certificate of Employment

Employee Master List

Salary Adjustment Memo

List of Employees with Job Competency

Number of Personnel by Age and Gender

Plantilla of Personnel

Position Description Form (DBM- FORM 1)

Special Order Grant of Salary Step Increment (551)

List of Separated Employees

Special Order Grant of Compensation Adjustments

List of Department and Manager

Custom Report
e Sex Disaggregated Data of the above

¢ Attachment and viewing of original and important documents such as birth certificate, transcript of

records etc.

@ Customizable and user-definable reports.

¢ Generates the following Leave Reports:
e Disapproved Leave Application

Employee Leave Summary

Force Leave Record

Leave Credits

Leave Monetization Claims

Leave without Pay

List of Employees with Prolonged Leaves

List of Late Filing of Leave Application

Other Leave
®  Personnel Leave Computation Card

%  Payroll Management should Generate the following reports:
> List of Employees With More Than 5 Days Leave Without Pay - Overpayment Employees
> Individual Payroll Ledger - from start of the year to date; all earnings and deductions per

employee

Below Minimum List

Employees Entitled with Longevity Pay

Summary of Loan Deductions List

Payslip

General Payroll Report

General Payroll Summary

Payroll Certification

Monthly Variance Report

Variance Report of Employees

GSIS Remittance Report

GSIS Loan Remittance List

GSIS Premium Remittance List

GSIS Summary of Payments List

GSIS 1.V (Individual Voucher) Loan List

YYYYYYYYYYYYYVYY
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GSIS LV (Individual Voucher) Premium List
GSIS Real Estate Loan List
HDMF Premium Remittance Report
HDMF Loan Remittance Report
HDMF L.V (Individual Voucher) Loan List
HDMF 1.V (Individual Voucher) Premium List
HDMF MP2 Remittance List
HDMF Housing Loan Remittance List
HDMF Summary of Payments List
PhilHealth Premium Remittance Report
PHIC Premium Remittance List
PHIC IV (Individual Vouchers) Premium Remittance List
PHIC Summary of Payments List
GL Entries
Custom Payroll Reports (Monthly)
Alphalist (Terminated)
Alphalist with Previous Employer
Alphalist without Previous Employer
Anniversary Gift Report
BIR 2316
Certificate of Loan Remittance
Certificate of Remittance
Collective Negotiation Agreement Incentive Report
Custom Payroll Reports (Yearly)
Educational Assistance Allowance Report
Index of Payments to Employees
Labor Management Relations Gift Report
Loyalty Award
Year-End Bonus and Cash Gift Report
List of Active Employees
Withholding Tax Remittance
List Authority to Debit Report
Bank Diskette
% Time and attendance management should Generate the following reports:
> Authorized Travel
COC Availment and Non-Availment of Employees
Compensatory Time Off Availment and Non availment of employees
Custom Timekeeping report
Daily Time correction form
Daily time record
Disapproved Leave applications
Employees with less than the required number of punches
Forced leave record
Late filed leaves record
Leave w/o pay
List of AWOL employees
List of employees w/ prolonged leaves
Monetization claims
Official business report
Other leaves profile
Perfect attendance (No absences, no Late, No under time, w/OB)
Sick leave Profile
Tardiness & Under time report
Vacation leave profile
% Training management should Generates the following reports:
> Participants for the training
> List of trainings with participants
> PTR Report Tally
> TEAR Report Tally

VYYYYYYYYYYYYYYYYYYYYYYYYYYYYVYYYVYY
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> Training Balance

Report of Training Attended per Employee, Department, Group.
Training summary report

PDC resolution

List of approved training

Translation of Competencies to Training Program
Certificate of Attendance

Conducted training for the year

Certificate of the training

SO training Report
¥ Recruitment management should Generates the following reports:

> Letter of appointment

BIR Form

Character Reference check report

Employment Examination
Attendance sheet

Forwarding PDS to the personnel

Issuance of ID form

Notification to the applicant for the reposted position
Next-in Rank Waiver form

Non-disclosure

Notice of Meeting

Notice of Probationary period

Notice of vacancy

Notify Appointee w/Approved

Appointment w/receipt

Personal Data Sheet (Applicants)

Plantilla Form

Philhealth Form

Philhealth Member Registration Form

Qualified Next-in-rank

Referral of applicant for the vacant position

Report on Appointment Issues (RAI)

Report on previously Posted 2nd Level positions
Submitting ATM applications form

Transmittal of Appointee

Transmittal of BIR form 2305

Tracking of Positions
© Should Generates the following 201 reports:

Custom report

Employee Master list

Personal Data Sheet (Employees)

Service record

Position Description form
Certificate of Employment

Salary Adjustment Memo

Notice of Salary Adjustment (NOSA)

Notice of Step Increment (NOSI)

Notice of Change of Item Number
% Performance Management should Generate the following reports:
Office Performance Commitment & Review form (OPCR)
Individual Performance Commitment & Review form (IPCR)
Development Action Plans

Employee's Awarded or Recognized

Employee's Inventories

Employees' Summary of ratings
Employee's Termination or Promotion
Employee's Training and Development Program
Performance Review & Appraisal Proper

YYYVYYVYYY
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> Progress Review and Performance Monitoring
> STAFF (Subordinates & Teams Appraisal Feedback Form)

> OFFICER Sheet ( Observation, Feedback, Forethought, inputs, Comments, Evaluation,
Review)
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PHILGUARANTEE
HRODD EXTERNAL REPORTS and FORMS

A. External Reports

PHJLC.UARANT{E

HROOD " Manthly (15th WO of the following month)

Withholding Taw on Compensation under BIF Form 1601-C BIR |
\Withhalding Tas on Compensation under IR Form 1603 BiR HRODO Caarterly [15th WO of the following quarter)
HAODO Annually (31st day n;i:aiua:y ol the fellowing
Wihholding Tat on Compensatian under BIR Form 1804-CF N N e
HRODD Manthly [on or befare the 30th day from the
Report on Appointments [ssued CsC preceding month)
Reparton Aocession & Sepsatation cse HRODD Quaiterly (within the following quarter)
Annually [on or before Ap 30)
L Within 30 days after assumgtion of office;
o \within 30 d. ali ion from the
SALN & Disclosure of Business Interests and Financial ; RTIM Shenfon, om |
Connections . LI SRS o '

¢ Monthly [every 15th WD up to the last day of
PAG-IBIG Remittances HOMF the following manth)
Monthly levery TSth WO of the following

PHILHEAL TH Remittaces PhilHealth SRR month, with grace period of one day)
F'Mguuanmtaﬁg::‘mmr:nmw I'E\"w":»IE—‘-A::':‘:L]mrl'«ml Share HAODO Ty mﬁ' Hpeilovie
|Personal Share |
| Unlimited Optional Life nsurance
| Employee Compensation
|Extra Hazard Premium, 8Personal Loans
GSIS
B. Internal Reports
INTERNAL COMPLIANCE ACTIVITIES UNDERTAKEN/REPORTED BY CONCERNED DEPARTMENT - REGULAR
Title of Report | Submitted to | Target Date of Submission
Statement of Assets, Lizbilities & Networth [SALN i
|pursuanttoRLA.BT13) e HRODD . Annually (on or before 15 April of each year]
C. HRODD Forms
Number Code Form Name
1 ARO Authority to Render Overtime Rev. 03 as of 31 July 2023
2 ENDA Employee Non-Disclosure Agreement_updatedlAOForm
3 EIFPNP Exit Interview Form PHILGUARANTEE Non Permanent
4 EIFPP Exit Interview Form PHILGUARANTEE Permanent Final
5 FADF FORM APPLICANT DISCLOSURE FORM Rev02 31July2023
6 EF FORM FEEDBACK FORM
T PTRF FORM PTR FORM revised 15 August 2022
8 BCF FORM BACKGROUND CHECK FORM Rev02 31July2023
9 CCOCE FORM Certificate of COC Earned
10 COFAQTG FORM CERTIFICATE OF FINAL ACTION ON THE GRIEVANCE
11 DPASAT FORM Data Privacy and Security Agreement template
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12 DHSQ FORM DHSQ Rev. 1as of 29 July 2021
13 EIS FORM EMPLOYEE INFO SHEET
14 GAFEM FORM General Assessment Form ExMan.
15 GAFRAF FORM General Assessment Form Rank and File
16 GAF FORM GRIEVANCE AGREEMENT FORM
17 GF FORM Grievance Form
18 GA FORM Group Assessment
19 HRRF FORM HR Request Form Rev. 06 16 Oct 2020
20 IRS FORM Interview Rating Sheet
21 MDAMAP FORM NDA Manpower Agency Personnel NDA Rev. 03 as of 31 July 2023
22 PPF PERMISSION SLIP FORM
23 PTAF FORM PHILGUARANTEE Travel Authority Form 7192023
24 PAFEM FORM PRELIM ASSESSMENT FORM EXMAN
25 PAFRAF FORM PRELIM ASSESSMENT FORM RANK AND FILE
26 RDF FORM Reassignment Designation Form
27 SFBTCH FORM SHORTLISTING FORM BY THE CONCERNED HEAD

FORM SIGNATURE AND HANDWRITING SPECIMEN Rev. 02 as of 16
28 SAHSF Oct. 2020
29 TEARF FORM TEAR FORM
30 PNFACF Privacy Notice for Applicants Candidates 9.20.2021

GCG Form
PBB Form 3a
31 GCG PBB Form 3b
32 OPCR Office Performance Commitment and Review
Professional Development Plan Form
Department Performance Commitment and Review (DPCR)
Form
Individual Performance Commitment and Review (IPCR) Form

33 SPMS STRATEGIC PERFORMANCE MANAGEMENT SYSTEM (SPMS)

{A</A 2518
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1. Authority to Render Overtime Rev. 03 as of 31 July 2023

PHILGUARANTEE.

Philippine Cuarantee Corporation

AUTHORITY TO RENDER
. OVERTIME WORK

FOR: The GroupfOﬁdei[}epamnent Head

L Mayl requesi authority for Mrfk!s Le - B to render Overtime
Semce on ' fram o p.m. or for a total of hours.

a_ Purpose of rendition of overtime: _

beyond régular office hours; possible adverse affect on

paidin cash

€. Overtime work rendered is to be B converted to Campensatory Ovem:ne Credtts EL

. RECOMMENDING APPROVAL:

APPROVALOF OVERTIME: || APPROVALOF OVERTIMETOBE PAID INCASH:

Group Heat | 1] President and CEO

PGC-HRODD-QP-11 Rev. 03 as of 31 July 2023
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2. Employee Non-Disclosure Agreement_updatedlAOForm

tEl\«IPLOYEE NON-DISCLOSURE AGREEMENT
{in compliance wich the Data Privacy ActRA. 10173)

This.2igp-Disclosure Asreement (Agreement), entered into this at Malet Ciry,
between the PHILIPPINE GUARANTEE CORPORATION (PHILGUARANTEE), 2 government corporate
enty, approved per Executive Order No. 58, series of 2018, with office addrass at the

hereinafter referrad to 2 the "Employer™, SO PP I I Do i
-and-
, of legal age, SimgleMumied, wit residemtial addvess ar
and hareto referved 2s the “Emplovee™;
-WITNESSETH-

WHERFEAS, the Data Privacy Act of 2012 or Republic Act (LA 10173) and its Implementing Rules
and Begulanons M}nmmMMM(mmmMmﬁmﬁm}
mamizined Uy 2 Fovernment agency or mstrumentality be secured, 2x far as practicable, with the vse of the most
Wmmamamwmmmmﬁmmmmgym.mﬂ
recemmended by the Commitssion?”;

WHERFAS, PHILGUARANTEE, as pant of its mandate, is ensazed in the business of granting
Buarantes Coverage where persomal and semsitive information of the applicantorrower, its Board of Diractars
an:!allsm:hm_pmwhohuimminﬁ.ea;pﬁtmunmmwinedﬁrammMmg”;hy
certain PHIL GUARANTEE employees;

NOW, THEREFORE, for and in consideration of the foregoing premises, the Empiovee hereby 2gres,
23 2 condition of exsployment, to undertake the following:
1. Duration of Employment:

Status of Employment: Contractual Tob OrderPermansnt Consultant

2. Iam fully aware that the Employer is engazed in the business where personal and sensitive information
are processad;

3 Imﬁﬂyummdckmtymﬁumd!ﬁmﬁemamofmmnﬂ ard sensitive information
(2ll heraimafier referred to 2 “imformation”™™ in the courss of my fumction’s as emploves of
PHILGUARANTEE is limited to my need for the information in the performance of my duties and

4. B}»ngnmgmnmnnmdmmamlmmmammwsmmmmﬂm
mmmmzmmmmmmmﬁmmmmm
performance of the duties and responsibilities of my position.

ST A% WHEREAS Claiss, N § Privacy © SREC Chroion Ne B6.01

4 “Prucessany™ relem I any operalion ar eny el ul uj £ Ujrie | den I o, bl ail hiovled o, e collecton,
Ling., wuy shgr, Updialied o Ly telneved, i b use. Ll hlockng, erelre o desliicton of daly.

] vy b perlunned havuek sebomabed meam ur 1 o of ihe daka are A e sere dend s b i 1

it o (ilimg s stewi. (Secnox 3

fa) af she D \g Ruler and Regul af R4, 100738,

g O uapimsh ul e MDA il comgrlums under AL 10173, whenever "dti™ oo “nfenmaling” & sestonad bewrn, e wme w0 lumied o

f inli s wader dhe b wed s ERE. “Peramal mfsmating” relfoe to ey ., Wikarih desd 1w il T

o ek, Framn iducl the abeniity of s wdivalial i sppascot o cis be soasasalily st dircatly swoerteined By e oabiby bedding the b,

when pul together wilh oller weuakd direcily and cerbunly idesbify s mdivediiat full (i)
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5. smmmw,mmmmsmmmwam-mm“m
the appropriate employees. However, the following employses, by virte of their positior, duties 2nd
responzibilities are hereby automatically granted security clearamce to acces: persomal amd semsitive
infarmaton upor sigung of this Agreement:

L. Officers 2nd emplovees of the Corporation and applicarts to vacancies - skall ba limited to
the PCEC/DIC, DPO, Human Resources and Organizational Development Department (ot
HED)} Head, and other authorized personnalemployee.

2 mewm-ﬁmmﬁwﬁnwummnfmmu
approved by the PO and HRD Head and by the PCEQ/QIC, if needed. The data requested
should be persomally handed to the employee comcermed, or if mot possible a written
mmmmaﬂhmmaizhcmmmthaﬂmmmmﬁMtwofm
Tequest form and stz therein that an e-copy is raguested.

3. Board members — shall be limited to the PCEQ/OIC, DPO, Corporate Secretary, Regulatory
Agencies as mandated by law.

4. Cﬁm-mﬂmwmmmsﬁm,m.ﬂudufmmdm
OperationsBusiness Group (COG), Head of Credit & Appraisal Manazement Department,
Head of Legal Senvices Group, Board of Directars, Account Officers (AOs) znd zuthorized
s12ff of concerned depanment/nnits as specified in an office order shall have access to the
sama,

At no time skould anyone be allowed acces: to the personal files, medical records™ and records
cortaining confidential information of other employess. Hewever, an employes cannot inveke
msmn@zwmsmwﬁhmmnwmmpmwmahengm
for the purpose of imvestization in relation to amy criminal, administrative, or tzx Liabilities
&gzmzhim,haurdischmofus‘humeﬁialmmdaismnmzomuidﬁminjmym
damage to the health of ather employess.

Axmeimeshnﬂdmymhﬂmedmployeehingpdgmmstungeﬂel:"ice{e.g.USB.m.Jnf
axy form when accessing personal files of the Corparation’s employes, members of the Board of
Directors, applicants, and clisnts.

All 2uthonzed personnel who will access the stored persomal datz must fill put and registsr
mdmﬂahasmhgh&$m&mwmmWTwm
indicate the complete name, signatare. date, time, duration and purpose of each access.
m:upmmh'mmn;m:patﬁmﬁymuﬁmmxmmqhmm&mbjm
mm;mmmmmmmwmmnm.mbymmmm
DPC/ DERT for approval

A security clearance Fonm is hereto artached 2s Arnex ™1™

Bl et 3 (1) o e TRBU
s ol

B velees b £
1 Abeuan sadivideal's e, ethuie g, muanil st B, Gadiw, seral gasla, plul fuicl v podutae sl £I00
e B Adwnn s sodiveiued®s Bealth, i getelie G sesial Hife 0 o penn, e b say dng S cey ok e
sleged bo have becs comautiod by osach mibividial, the disg of wuch | dmpn, o lhe ol ney couel in axck
prcredmus;
3 [ B =N lissr by om inedividinal wibech dnclodes, bul o wol lested b, Secial ity mmmber, preyi
o - F 2y #
o cuirrenl baoealth ki, & e i i or srad Nk st sl
Specilically sssbbished By an artder of s gl of Cangogus b be bepl olasatiad
B Section 31, IUB of A 57D sl Sevtion 15, Rule L Katiom) Privecy O o, Cincaber No. DoLa-01
{Sacurssy of Parzonal Data 1x Sovarmmans dgenceer;
2 Pl e see NI Privacy Policy Office Advisn s N DOET-25 sa whies medies] e of sem emplaiyoe eom he '
¥ ¥ gl
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A copy of each security clearance must be filed with PHILGUARANTEE s DPO™,
5. T :ball comply with all access control policy/jgx established by PHILGUARANTEE reparding the

processing of information.
7. I zhail be gusded by the applicable PHILGUARANTEE policy, manual and the MNational Privacy
Comemission rules, __,‘i---wmd,a&vwmm“msmnfﬂlopimmmmm

Bule: and Regulatioms, subseguemt issuances thereof and amy other applicable laws goveming
confidewniabity of wnformatiors. That I understand and agree that my cblization mot to disclose
information will continue even after I leave the employment with PHILGUARANTEE.

& !nﬂmmmmdd@mce“lommmmdazmmm;mﬁmmﬂ
unzutharnized access, modifications, disclosures, or destruction.

9. I understand that any vielation of this undertaiing or other PHILGUARANTEE policies and 'or manual
related to the releaze or disclosure of information may result in ome of more sanctons including
immediste termination of my access to dam. revocation of security clearance 1o access information,
disciplinary actions, criminal penalties, or civil lability under approprizte laws and under the Data
Privacy Act

10. I hereby affinm that I shall amend, as requived by law. mandstory, agency-wide amnual wainieg on

privacy ard datz protection policies while employed and attend 2 similar waining during agency
personnel onentations™.

11. I affirm that I have been given the opportunity to review zand understand PHILGUARANTEE s Daw
Privacy Mamual and other policies referenced therein, and I further affivm that my guestions about thoze
policies have been answered 1o my satisfaction

12 I HEREBY CERTIFY that I have read and have fully undersivod the foregoing terms and
comditions snd that I accept the same completely.

IN WITNESS WHEREOF, the parties have hereunto affixed their siznansres this day of
— 20.inthe Ciry of Makari
PHILIPPINE GUARANTEE CORPORATION
TIM:
By
Prezident & CEO, CIC HE Head
TIN: TIN:
Data Privacy Officer
TN
Employee:
Position

L -
B fonicle 1863 of the (Civil Tede uf ghe Phulppesici: Evory peeson ehilipod se give b ey o alve ohliged o tale dome ol b sl She poope

dhlaprmins ol o geowsd Godbezr ol s Sumily, unlews ihe law on ghe stipil s of I.Ia:z graitoeh enilines waailer staodomnl of Gees.
55 Bncsion 4 il NP Conriles Na. 2016461

PGO- I S0P 07
oy Bifdarpn 3, 2020
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3. Employee Non-Disclosure Agreement_updatedlAOForm

Signed mn the presence of
FPrinzed Nome & Signarure Prived Name & Signarure
REPUBLIC OF THE PHILIPPINES )
CITY OF MAKATI } 55
BEFORE ME, 2 Notary Public for and i the above jurisdiction, this ., 2015, personaily
zppearad the following:
Name ID Tvpe & No. ID Type & No.

known 10 me 2nd to me known or through competent evidence of identity to be the same perscas who executed
the foregoing instrument and acknowledzed that the same is their free act and voluntary deed z2nd that of the
corp ion herein rep mted

This instrumenrt, corsisting of five (3) pages including tl:zsfa.ge where the ackmowledzment is written,
refers o a NON-DISCLOSURE Am‘g signed by them their witneszes ox ali pages, including the
Anperes thereof

WITHESS MY HAND AND NOTARIAL SEAL on the day and at the place first set forth above.

Deoc. Ne. e
Paze No o
Bock No "
Series 0of 20 .

S TR P
Rav, H0Maren 3, 2000

1AV
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4. Exit Interview Form PHILGUARANTEE Non Permanent

PHILIFPIHE GUARAHTEE CORPORAION
HNowm on Brrwwrcr snd Or gonizetims ol Bevelopment ey ortment

 EXIT INTERYIEW FORM

HAME: " DATE HIRED:
POSITION: DATE OF RESIGHATIOMN:
I DEPARTHENT: RETIREMENT;

{INSTRUCTION: Fleare rerpond ko cach item uﬂbio.‘:.ki!..'"#l:f. EBert arrured that the sureare af thic Exitl
i hall ke breated with sonfidentiality and rhall be wrod ko Further improve the rervicer ofl

--dopartmﬁnufuﬁif.‘"ﬁiljf Fhilguarantee.

1. Yaur rqunm’: fnr .r-:_»p--ﬂ;g_tiun fram Fhilquarantce.

2. Hou doyoufeel abaut ;rnun-.h;.- inFhilquarantes.? Fleare che<k the appropriate anruer.

Saticficd Moratietle® .. e
Hapey L MUnhappy
|z Whatpartofyourjob qave you the qroatert:
SATISFACTION: '
DIFFIGULTY:

4. Did youhave enoughopportunity tq_dpy:a-:_l_up. your capabiliticr in yaur job? Yer.
Fleare explain

I

i
1 A

it br yrtomd in your Dept.flnic?

%, Kindly che<k the apprnprieq# bax uhishbertroprorentr your rorponre. Fecl free to write dawun
R e markl AL DRIl

AREA OF EFALUATION prrsvan veev | ave- [reen EEHARKS
Lkl obegthe NSl

AWarking conditionr in your unit
Yourinterackion uith your ruperuirar
fourinterastion with yourpecrr
Yourinteraction with yourrubordinateds
L e pf e

e DIHEE MAIIERS

AYour uarkload

Yoaur ralary

{Fiulor and requlations

T.0thor remarks yauuirh tomake :

INTERFIEWER: il | DATE ACCOMFPLISHED:

INTERVIEWER'S COMMENTS:

1:30/035i8
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5. Exit Interview Form PHILGUARANTEE Permanent

PHILIPPINE GUARANTEE CORPORAION
Fumpan Fescuree 368 (g Inizaticnaf ey elopament LIepartment

EXIT INTERVIEY FORM

NAME: Ty DATE HIRED:
POSITION: ! DATE OF RESIGNATION! TRAMNSFER:
DEPARTMENT: RETIREMEMNT:

INSTRUCTION: Please respond to each itemn objectively._Fest as=ured that the purpose of this
Euit Evaluation shall be treated with confidentiality and shall be used to further improwve the
services of departmentsioffices of Philguarantee.

I Yourreasonis for separation from Philguarantee.

A. 1l am craving for change
B. YERY UNPROFESSIONAL DFFICEFIS [MBT ALLL)

2. How do you feel about your stay in Philguarantee.? Please check the appropriate answer.
Satisfied Unsatisfied

SR Happy : Unhappy

3. What part of your job gave y : greatest ;.
SATISFACTION:

DIFFICULTY: ]

4. Did you have enough opportunity to develop your capabilities in your job? Both Yes and Mo
Fieazs explain: i

6. Kindly check the appropriate bon which bes eptesen_t re free to write down

Your rernalks, As _necessary

AREA OF EYALUATION UTSTAM YERY | AVE- [POO REMARKS
DING | GOOD | RAGE

Training programs received
Career progress
Grievance procedure )
‘working conditions in your unit
Morale of personnel in your unit
Your interaction with your supervisor
Your interaction with your peers
Your interaction with your subordinateds :

O smmdicaivief — - =

OTHER MATTERS FAIR UNFAIR RE BKS

Your workload
Your salary
Eenefit programs & leave privileges
Fules and regulations
Performance Rating
Promotion Policy

7. Other remarks you wish 1o Make : lam very thankful far susrything that this Carparation har pravided me, fram cxperiencs tn
v thir Carparation. It might be the hardert decirianthat Imadesa Far, but | knaw that it

Finanzial. Everythingthatlhave right naw, loue i
mill ks Larsh e Luick thir Carparatian mars ruzseer, |hapes that my follau HGCEAns uill get the rocaanition and the pramation they dererve.

INTERYIEWER: . DATE ACCOMPLISHED:

INTERYIEWER'S COMMENTS:

PGC-HRODD-FPG-25 v ST 3 o0 DT e FERTL
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6. FORM APPLICANT DISCLOSURE FORM Rev02 31July2023

APPLICANT DISCLOSURE FORM

The informaticon requested below are Necessary o help PHILGUARANTEE assure that all hirng
ﬂ-mnlonﬁ are free from influence by relatives in PHILGUARANTEE and ane Cconsistant with

and polich

14 Citizenship
[ Fuigina
[0 Dual Citizensnip

ir cowntry:

FE af dumsl i PP
Mode of Acquisition
[ 8y pirth
Oy naturalization

Piease identify relative’s within the third degree of consanguinity or -fﬁmﬁy (|ncnludmg
mdoptnva reletionship) who work in PHILSUARANTEE, either as amploy or
member's of the PHILGUARANTEE Board of Directoss.

Thesae relatves nclude spouse, parent, grandpsrent great grandpasent,
sister/brother, child, grandchild, great grandchid, snd nephew/niess.

a5,

auntuncle.

MName

1 do nat have any relative within the third degres of consanguinidy or affinity who work in
PHILGUARANTEE. either as an employee, officer or member of the PHILGUARANTEE

Board of Directors._

FCR SR - 8 Rev. 02 as of 37 July 202353

(118 Have you ever been convicted of any crime or viclation of any law, decree. ordinance or
reguistion by any court or tribunal?
O ves

If YES, pleasa provide

O no

| certify to the best of my knowledge that the above infonmation is true, correct. and complete.

ign over Pl ame of Applican

PEC-HRODOD-QP-13 Rew. 02 as of 28 July 2023

S R/aN58
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7. FORM FEEDBACK FORM

PHILGUARANTEE

Fhilipgine Guararntee Corpeoratioon
Human Rescurce and Organizational Development Departrmeant

FEEDBACK FORM
{Please return o HRODD)

Document/Record Regussted:
i. The instructioonycommeants were communicated in a clear and polite
manner

Strongly Agres i)
Asres

Neutral
Disagres Pleas= state reason:

Z2. Owerall, | am satisfied with the service rendered by the Deparoment

Etrongly Agres
AEres
MNeutral

Disagree Pleas= state reason:

1

Crher comments/Suggestions:

Accompiished by

Signature owver Printed Name of Requesting Party

Date Accomplished

TO BE ALLED-UF BY HRD

Type of Request:
1. Copy of 201 (Owner)
2. Copy of HR Documents {Lavest Blanzilla & 201 File)

3. Processing of HR Record ke
&5 COrhers :j
The Request was deliverad:
Vilitnin the day
1 Cay
2 Days [are)
Blore tham 2 Days [:
Signature
Feedbook Form Rev. 02 as of 1& Ocrober 2020
PEC-HRODD-QFP-9
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Philippine Guarantee Corporation
8. FORM PTR FORM revised 15 August 2022
PHILGUARANTEE

| Phulippene Capamanion Conpss afisosn

POST-TRAINING*REPORT {PTR)

Instructions:

1. The FTR shail be submitted by the empioyee to the Hurnan Rescurces Crganizational
Developmeant Depantment (HRODD) within fifteen (15) working days after the comgpletion
of the training. Cemnificates of aftendance, cenificates of recognition and ether related
documents must be atached to this Report.

2. Flease use one PTR Fomm per speaker.

Name
Position/Dept/Group
Titie of Training
inciusve Dates's
Provider/Organizer
Hame of Speaker

Piease rate using the foliowing scale:
3 - Strongly Agree 4 - Agree 3 —Neutral 2-Disagree 1 - Strongly Disagree

PROGRA
4
2. memmtamgmmmammﬂmmwmmm.
5 4 3 ]
3. | have leamed something new and useful from the training.
5 4 3 2 L
4. | would recommend this fraining to my co-employees.
5 4 3 2 1
5

. Cwerall, | was satsfied with the training.
5 4 c: | 2 : |

SPEAKER

Showed mastery and expartise of the topic.

5 4 3 2 1

Presented ideas in a clear and logical manner.

5 4 3 2 1

Injected cumrent dewslopments relevant to the course.

5 4 3 2 ¥

Was able to inspire and maintain interest and discipline of the participants

5 4 3 2 1

Was opan to suggestions and caurtecus, and extendad heip to the participants
4 3 e 1

-

a o » 0w N

5
Foliowed the sllotied time for the training.
5 - 3 2 1

FACILITIES/LOGISTICS
1. The training faclity (roomivenue} was conducive for lsaming.
5 4 3 2 1

2. The training matenals were of good quality, useful and relevant 1o the topic.
5 kS a2 2 1

Other Comments:

Employee's Signature

"For mis purpose. fraining shail refer o deveiopment courses in pr for higher fes o highly

specdeed, tethnios or Sclenific Saminars OF Stodos, Inclading oppor L=2 W @ andior skils

PG HROREG D18 Rev.Qdssnf \BAGmR D

1y y/e S



PHILGUARANTEE

Philippine Guarantee Corporation
9. FORM BACKGROUND CHECK FORM Rev02 31 July 2023

|
PHILIPPINE GUARANTEE CORPORATION
22nd, 23rd & 24th Floor BPI-Philam Life Building, 6811 Ayala Avenue, Makati City

Dear

Thae Philippine Guarantee Corporation (PHILGUARANTEE) is conducting 2 veriication
on the personal and work backeround gf whowaapnwoua}} coanected
with your Office and &5 appbing for the i the
mcumm mmmﬁuxmmmm 50 We can
properly evaluate the qus tions and work-related behavior of our shortlisted applicants. As
his'her present'previous Employer Tmmediate Superior, may we request yvou o Sil out the form

below the soonest time possible. Fest assured that vour response shall be treared with urmost
confidemtialine, We will appreciate it very mmch if vou can send the duly accomplished form tous
via fax at or via e-mail at dmgviclazo@philguarantee gov.ph.
(Name)
Department Head
HRODD

BACKGROUND CHECK FORM

E EMPLOYMENT HISTORY

Name of Emplovea:
I«hmenfﬂompww

Last Position held: Rank in the Organization:
Number of staff directly supervised: (i gappiicabis} Basic Monthly Salary:
Allowances 'Other income per manth:

Date of Resignation- Faason for separation:

1. Bazad on your company records and 201 file, has the subject employes been charged or found
guilry of an adminiswative and'or criminag] offense? [ ] Yes[ ] No

If ves, please zive details of the offense and the date it was copmmitted-

2. Has the subject employee been awarded, cited, commended, or promoted based on acmal
puﬁ:mmmlhejab? [ AYes [ IMNo
If yes, please specify,

FEC-HRODD-GR-21 ey, 02 &3 of 57 Ly 2023
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PHILGUARANTEE

Philippine Guarantee Corporation

INSTRUCTICINS: For Part If and IIT, kindly encivcle the number wiich corvesponds 1o
Your anuswer:

. INTERFPERSONAL RELATIONS

1 2 3 4 5
Wy Foor Good Ve Excelend
Poor Good
1. ERelasonship with inmsmediate superior 1 2 3 4 5
2. Felationship with peers 1 2 3 3 5
3. Relationship with subordinates (if applicabls) 1 2 3 4 5
II. WORK ATTITUDE AND CAPABILITIES
1. Waork efficiency level of the subject emplovea 1 2 3 4 5
2. Work effectiveness of the subject emplayves 1 2 3 4 5
3. Capabilitiez'potenual of the subject employee 1 2 3 4 5
10 handie the position, ke'she applied for
4. Homestyinmtesrity of the subject employes 1 2 3 4 5
5. Anendsnce and pumctaality profile of the 1 2 3 4 5

subject emploves

IV. GENERAL INFORMATION

1. What tyvpe of work does he 'she like to do7
2. What are his’her talents and hobbiez?
3. Please give an overall assessment an the subject employes as 2 whole in terms of hisher

iRb performance and work attinuda?

4. Other Conunents. Remarks:

V. PERFORMANCE RATING PRIOR TO SEPARATION (Resignation or Trangfer)

Mumerical Rating:

Printed MName over Signature Date Accomplished

—

Office

PG C-HRODD-GP-2% R G2 3 of 37 .y 2023

1LOS7 B
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Philippine Guarantee Corporation

10. FORM Certificate of COC Earned

PHILGUARANTEE

é?!i%swmé Corartee Conponalson

l Cerificate of COC Eaned I

Tnis cerficone enyues . Mvs. E - () hows
Plumnber o howrsl

of Compersmory Overime Creaits.

IAN &. EHIONES
Senior Yice President, CSG

Dote mued:
Vailid Unll :

Mook Hows of Borred

oy . ik Daw ot TTD bmaCOo Bl COCS Aok
Approved oy
DeponmentiOnce Head (e =N
Coidrnaed
HEO
Ciate
POLHAODDOR32 Rav. 00 as o 30 Juy 2023

20 / 58
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Philippine Guarantee Corporatior;

11. FORM CERTIFICATE OF FINAL ACTION ON THE GRIEVANCE

PHILGUARANTEE

Philippine Guaramee Corporation

CERTIFICATE OF FINAL ACTION ON THE
GRIEVANCE/S

This certifies that the grievance/s filed by on
(Aggneved Party)

has been acted upon by this Committee on

Final Action Taken:

Chairperson
Grievance Committee

Date:

PEC-HROOD- QP -30 Rew, 00 as of 25 Juy 2025

2[1%/a8518



PHILGUARANTEE

Philippine Guarantee Corporation

12. FORM DHSQ Rev. 1as of 29 July 2021

PHILGUARANTEE

Philippwne Guarantee Corporaiion

DAILY HEALTH SYMPTOMS QUESTIONNAIRE

Body Temp Diate:
Tamme:
Rasidencs
Nature of Visit: [] Official [[] Persomal (if Official, &1l in company details)
Company Name:
Company Address.
iy YES X0
1. Are T
i 3 W) e
N BB pains (arsoakit B2 Kaanas) AR
coSars throat (panspakit nz lalawnaoasaiorn lsvommok) m D
d. Colds (paghla ns swen/basadens dave) D D
2. Fever (lagpat) I:I G
£ Difficulty of breathing (hizan va paghives) O 0
2 Have vou travellad cutside of the Philippines within the last 14 days? D D
(Thaow: ba v naghoabe 52 labas ne Bilipings sa valkalinas.va 14 va aan?)
3 Have you travellad outsida in the t ity ipality where you reside? (Dsasy. ba 2y
vaghyabe sa labss nz ivons lunssod munisingoT) If yes, specify which city/municipality you went to [ O
Answer yes oaly if you travelled outside the NCR Plus (Metro Manilz, Bulacan, Rizal, Laguna, Cavite)
as ydesstifiad and approved by ths sovemine authorsties

4 Have you within the last 14 days:
2. expenenced ANY of the above symptoms afier historny of travel abroad OR after closs contact
mxhacm'm-wpommwhom:bmcm“mh:m\m -19 positive®; AND
b. have NOT yet obtained the approp for these symptoms?

O
O

(82 pakalinas va 14 pa azaoy, deaw ba ay:

aiabaranas nz ALIN MAN 33 0i2a Dalwans sitomwas paskalanns wazhyale salabasnz banss O
makasalamuhia 308 isavg, COVID-19 positive*; AT

b.Hueds pa pakekalevha ne kanbnlanz medical clearance para 3. patwane siatewas™)

5. Have you within the last 14 days had close contact with a COVID -19 poutive or person who had
close contact wath a COVID -19 positive? *;
ey pakasalaronka ba ba 23 pakalings va 14 paarssw pa COVID- 18 poutive o fagnz may D ]
pekasaizmnibang COVID-19 positiveT)

6. Have vou provided direct care for a pahiert with probable or confirmed COVID-19 case without
using proper perscnal protective equipment for the past 14 days? (Naz-alaza ba hang probable o {:J D
knmpionadane pasyate pa may COVID-195 ng pakasit b2 TRNANE personal protective squipment 53,
vakalipas.va 14 azan®)

*Close contact (Nakasalanuha): Within one (1) meter distance in for more than fifteen (135) mmutes (May distansane di hilugi a1
matro pang.bizit 53.15 saluwe)-

I hersby authorize PHILGURANTEE to collact and p the data indicated herein for the purposa of effecting control of the
COVID- 19 infection.] understand that my personal :nfmmatwnmpmteclndbymlm’ﬁ Data Privacy ACT of 2012, and that [ am
required by RA 11465, Bayanihaw to Heal as One Act, to provide truthful imformation.

Sig

PGC-HRODD-QP-14 Rev. 01 a= 20 July 2021
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Phll |pp|neG Ef;ci-ntee (_Zofp()_fatio_r1
13. FORM EMPLOYEE INFO SHEET
=n PHILGUARANTEE

f Phidippine Guarantes Corpsralion

EMPLOYEE INFORMATION SHEET

For Employee 1D Production Purposes
(Please Print Legibly All Data}

ID NUMBER [ |

EMPLOYEE NUMBER | I

LAST NAME | ]

FIRST NAME I '

MIDDLE NAME I |

GSIS NUMBER | |

BIRTH DATE | |

TIN NUMBER | |

HOME ADDRESS

TELEPHONE NUMBER | |

BLOOD TYPE | J
2X2 COLORED
PICTURE WITH
SIGNATURE OF EMPLOYEE WHITE
BACKGROUND /V
Date Issued
PECHRODD-QRP-10 Rev. 02 as af 16 Octaber 2020

//

23, /5'8



PHILGUARANTEE

Philippine Guarantee Corporation

14. FORM General Assessment Form ExMan.

;e;*\\ PH%

LGUARANTEE

e Conporation

e ct Agplict

GENERAL ASSESSMENT FORM
{FOR EXECUTIVEMANAGERIAL INTERNAL APPLICANTS}

This assessment &5 being canducted o providz fesdoack on the genersl sbility and stinbutes demonshrated
by the sbove-name spplicant in the performance of his'her functions. The points given shall be included in
the penersiion of the anplicants. pueral assessment resull which will be presented on HRMPSE deiberation,

Instruction: Please provide your recommendation e= objectvely es possible. Plesse encirda the
isle point store
CIMENSION POINT RECOMMENCATICN REMARKS
SCORE

Analytical Abilities 2 | Highly RecommentedRecommendsd

(et inlogrel seeckor. 44 | \odarafely Recammended/

ressoning &nd ansioges| Reccmmendad il Reservations

8 | Minimady to Modesstely Recommended!

Recommended with Strong Resenvetions

2 | Minimaly Recommended! Recommended
ith Ve Resanvsbons

Highéy Recommended Recommended

ol TR P em—
wﬂ e Recommendad wih Reservatons
J § | Niimsly to Moderaiely Recomeended!
Resommendsd wilh Strong Reservabons
2 | Minimaly Recommended Recommended

wim‘.p’eri Straﬁ Reserighons
Constientiousness 20 | Highy RecommendediRecommended

helpfuness, 14 | Modersiely Recommended
responsitly, sef Recommengd wih Resenatons
dscipine. orderiness] § | Mrmaly b Voderately Recommendedl

Agreeableness (honesly.
humity, understending)

HiFage

RO b1 G Gt

2.4 5/u5i8

[ealmness. emetionsl
mturty, capacity o
withstand strese)

Thinking Strategically
and Creatively {"Sess the
dimensionsly, cralts
innovstive soutions,
between situstions or
things, and comes up wis1
rew idz3s)

Recammanded with Reservabons

8 | Moimaly o Moderstely Recommeanded!
Recommended wih Srong Reservations

2 | Minimaly Recommended Recommendeg
ith Very Sirong Reservations

Highly RecommandedRasemmended

| Moderstely Recommended’
Recommendad with Resenvations

§ | Minimaly to Moderstely Recommended’
Recommended wah Strong Raservations

2 | Maimally Recommended! Recommended

| Mogerstely Recommended!
Recaemanded wilh Reservations

§ | Mmimaily to Modersiely Recommended/
Resommended wik Sirong Rasenations

1 | Winimaily Recommenced! Recommended
with \ezy Stong Resenatites

Highly Recommended Recommended

14 | Moderately Recommanded!
Recommended with Reservations

§ | Minmaly to Modersigly Recommended’
Recommended with Sirang Reservetions

2 | Minimally Recomemended! Recommended
with Very Strong Reservaions

H{Q‘Jy commended Reconmended

mﬂ clmc mhm 4 | Moderstely Recommended! Recommendas wih Resarvations
enablng enviroomentthat | § | Mismally to Modersiely Recommended
nurture 3nd sustain Recommanded with Srong Reservations
periormance based, 2 | Mnmally Recomeended Recommendea wih Very Stong
g i Rt




PHILGUARANTEE

Leading Change

Philippine Guarantee Corporation

PHILGUARANTEE

Phrillippine Guarantee Corporation

Highly Recommended/Recommended

{generates enthusi 11
and momentum for
organizational change;
engages and enables
groups to understand,
accept and commit to the
chal enda}

and Inclusive Working
Relationships ({ability to
successfully leverage and
maximize opportunities for
strategic influencing within
the arganization and with
externsl stakeholdears

Creating and Nurturing
High Performing
Organization (Crafts a
high performing
organizationsal culture that
is purpose driven, results
based, chent focused and
team coriented})

14 Moderately Recommended/ Recommended with Reservations
Minimaily to Moderstely Recommended/
Recommended with Strong Reservations

2 KMinimally Recommended/ Recommended with Very Stromg

Reservations

14 Moderately Recommended/ Recommended with Reservations
8 Minimaily to Moderately Recommended/
Recommended with Strong Reservations
2 Minimally Recommended/ Recommended with Very Stromg
Resarvations
20 Highly Recommended/Recommended
14 Moderately Recommended/ Recommended with Reservations
a Minimally to Moderately Recommended/
Recommended with Strong Reservations
2 Minimally Recommended/ Recommended with Very Strong

Reserations

TOTAL

Assessed by

Group Head
Date:

3| 2FPage

TR -0

Rev: SOLEGST 2 June 2021

28wl S




PHILGUARANTEE

Philippine Guarantee Corporation

15. FORM General Assessment Form Rank and File.

PHILGUARANTEE

Ciugrantes Comoration

Hlame of Agploset

GENERAL ASSESSMENT FORM
(FOR RANK-AND-FILE INTERNAL APPLICANTS)

This assessment is being condusted o provide feedhack on the general abilty and atinbutes demonsirated
by the sbove-name applicant in the perfomence of hisher functions. The points given shell be included in
the generstion of the aaclants, Suatad assessment result which vall be presented on HRMPSE deliberstion.

Instruction: Piease provide your recommendation 85 objectvely 85 possible. Please encicle the
sooroptiate poi 9

REMARKS

GENERAL ABILITY

Verbal Reasoning i | Highly Recommended Recommendad
{shiity for comprehensiod ™33 ogersiely Recommendeté
ant judgment) Recommended with Resenstions
§ | Minimally to Moderstely Recommended!
Resommended wih Strong Reservelions
0 | Mirimaly Recommended! Recommended
with Y/

7y Srong Resanvgiions

Analyical Abilies 30 | Highly RecommendedReccmmended

{ebilty in logical sslacson, ™44 | Woderstely Recommended/
fessgning anc ansiagies) Recommendad wilh Reservations
8 | Minimally to Moderstely Recommended!
Recommended with Strong Recervalions

Numerical Reasoning
{sbééy o salve rumericel
prablems ee inerpret
date)

Recommended wifh Shong Reservations

0 | Minimally Recammended’ Recommended

with Vﬁ Srrm-i Reservaiions

Conscienbousness 0 | ighty RecommendedReccmmended
(helpciness, 14 | Modesslely Recommended!
WIWL selt- Resommended wih Reservations
didipine, ordefiness|] T | Winimally to Moderstely Recommented!
Resommenged with Streng Reservations

PBUHRGEGFE R sl e IR

20en VeaS8

seekng) Minimally to Moderaiely Recommendadl
Recommended with Sirong Reservations
Menimaily Recommended/ Recommended
with Very Sirong Resenisbons
(Openness to Experience Highly Recommendzd Recommended
{bpenness io creafiviy, T—
g j Recommended’
T‘ Kiess, and Recommended wih Reservations
whies} Wieimaty o Noderaizy Recommenced
TOTAL
hssessed by,
DivisionDepartment Head
Dale:
PECRRODTFGE Lo d R e

&
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