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It has been noted that a number of appointments are being returned to the appointing authorities due to
non-observance of certain procedures or deficiency in supporting papers or requirements. This has resulted in
delays in acting on appointments. Moreover, this has often caused misunderstanding between the personnel of this
Commission and the transacting public.

To facilitate action on appointments and to effect economy in operations by saving valuable manpowers, the
Commission pursuant to Rule V of the Omnibus Rules Implementing Book V of Executive Order No. 292 has
prepared the attached list (see below) of requirements which if not complied with will result in the outright
disapproval of the appointments.

Please be guided accordingly.

Adopted: 6 Aug. 1992

(SGD.) PATRICIA A. STO. TOMAS
Chairman

Checklist of Requirements in the Preparation/
Processing of Appointments

A. Appointments submitted to the Civil Service Regional/Field Office should meet the following requirements
listed below. Non-compliance of such requirements shall be a ground for disapproval of said appointments.

YES

NO

1. Has the appointment been submitted to CSC within thirty (30) days from date of issuance (the date
appearing on the face of the appointment?)

2. Has the position to be filled been published in a newspaper of general circulation pursuant to RA 7041?

3. Does the agency have an approved qualification standards?
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4. Has the appointee been screened/evaluated/ recommended by the Personnel Selection Board?

5. Does the agency have an approved Position Allocation List (PAL)?

5.1 If yes, is the position of the appointee included in the approved PAL?
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ABOUT BATAS.ORG

Study smarter at BATAS.org
The Philippine bar review and law-school companion built around how your brain actually remembers.

The complete Philippine law library - free for everyone.
More than 100,000 Supreme Court decisions, Republic Acts, and executive issuances - full-text searchable, browsable
by category and year, and always free. No paywall, no login. This PDF came from it.

Audio case-brief lectures.
Any decision becomes a podcast-style lecture - facts, issues, ruling, and doctrine - with read-along highlighting and a
hands-free presentation mode. Study while commuting, working out, or resting your eyes.

Bar review built on the science of memory.
Complete, sequenced courses for all eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

The full law-school curriculum.
One subscription unlocks the entire J.D. curriculum - every subject, every lesson, with your progress tracked down to
the paragraph so you can pick up exactly where you left off, on any device.

Mock exams that tell you where you stand.
Timed multiple-choice exams graded instantly, with per-subject score breakdowns and focus suggestions that point you
at your weakest topics first.

A study planner that keeps you on pace.
Set your schedule and BATAS tells you every day whether you are on track for bar day - and exactly which lesson to
take next.

Start free at https://batas.org
The law library is free forever - and your first lesson is one click away.

The text of this document is an official public record and remains in the public domain. Formatting, presentation, and compilation © 2026
batas.org.
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