REPUBLIC OF THE PHILIPPINES
DEFARTMENT OF FINANCE. .
BUREAU OF CUSTOMS

MANILA

CUSTOMS MEHORANSUM ORDER ,
“HO. . 90 .

10 ALL BUREAU OF¥ICIALS & EMPLCYEES
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SUBJEGT: COURTHSY C

JATGU IN THE BURSAU OF CUSTOMS .

.
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; Purswant to CSC MG lios 15y €. 1990, the Bureau 6£"3
o ptoms'hernby~adopta the nourteny Campaipgn of the Civil
tervice Commicsion, to' ba known aa “Ang Hagalangy Bow'e

mey operationalide thie haMpafgn; the following -

puldelines are hereby amescribeds

1, OBJECTIVES

1. 'fo encournge buresu of Custome peraennel

to render prompt & courteoun aervice to

the public.

5, To establish o feadbuck mechanies through . °
ahdch clionts can immedintely report’
instonces of courteous o prompt service,

or itn oppozite.

"3, Mo e:tublizh a recognition & rewaxd aysten

for promnt & courteous turenu personnel as
well as a szanction mechenisn for those who
exnibit discourteous an1 ineivil behaviors
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IT. MECHANISH

i :‘ghﬂ Public-‘. Aaﬂi._;te_ﬁca counter. (J‘ACl :

* a. A Public Assiutance Counter (PAS) shull be
autublished in the Cffice of the CommiZa '
aloner and in each of the Buresu's (13)
colloction pictricta. The PAC should be y
1ncated in the ‘lobby or any place accensible
to the public to merve as the information
$aedbock center of the programe. .

be Tach Géuhter shnll be monned by an Offiser
of  the Day (0D), to be denirnnted by the

“nomuiscioner (for Centra

1 office)/or the

. piutrict Collector (for each Collecties
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,hiétrict). vonthly schedule of ODs should be .
submitted to the Chief, Public Information

Assistonce Divieion effective July ly 1990 °
and every nonth thwreaft?r. The OD ahall have

the follewing functionsa?

i. AnSWGI‘-quthiQng from Wﬂlk-in puhlid *fé¢

provide information reguired by the
~visitors : -

41, semind and/or encourage the public to

give their feedbzek on the quality of
_servico rccelved by accomplishing the
proper forms & wsing drop boxes for
the purpose; :

ji3. Give directions as to location of

facilitien of the BOTH- “

iv. Refer ¢lients to appropriate offica‘oﬁ

officiale or cmployees

officers of the Day shall be required to

 attend seminar on how to manage the P.:Co

2, The Feedback Forme:

fastructional pocters which contain feedback

directions to the public shall be posted in
conspicuous places in .government offices. These
will corry detuchable feedback forms which shall

be

of tiwo kinds: The courteous Service Form

(Annex A) nnd iteport of Discourtesy lorm (Annex -

2)e .,

noth forms shall contain epaces for the

followin;: informationt

6. iiame of employee who has: shouwn courtesy..
or ‘iiricourtesy; i M

b Offi¢6/departmeﬁt/diéisién.of”the'umployeet'

¢, inture of tramcaction; :

" de Dnto of transactions

In nddition, Form B shall contain space for a

ahort explanctien of the incident involving a

. aim

courtoous eiployee.

Individuul clisnts shall £11 up Form A %o

congratulate a courteouna employes for prompt and
gourteous service or Forp 3 to repert untoward
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";ncident involving a discourteaug employade

21T RECOGHITION, AJARDS OR aalirIon

"4, pecognitvion '

: The Most Courteous Bmployeos shall be recofg=
nized by posting*hia/her picture with her/his
nane office & other personality tralte in the
lobby ox most conspicuoud place in the bullding.

1f there io a consistent and continuous feed=
paok of courteous aervice, by an euployee for o
period of on® 3oar,‘he/mhe may be awarded a
Most Courteous amployee of the Year,

2. Ahkency Anardsz

phe award for the Monk courteous Amployee of
the vonth shall take the form of a sommendation
to be sipned by the Cowmmissioner or any other
prize which may be precommended by the Coordinator.

He/she mny ukso be nominated to the annual
search for the Cutstanding public officinls &
umployeen under g1 6713, an awards progras veing
adninistered by the 05Cs : SR :

7., Sanction

niseourteous employees or those nume Imployee
Moat Mantin: of sourtesy because of sonsilztent

 feedbuok of dizcourtesy shall be meted administrs-
tive % disciplinaryrganctions to be detevmined by .
existing laws & other pertinent rules & repgulationse

Any omployee reported for diseourteous behuvio®
ghall be required tu exnlein,
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Thiu,urder7sha11 take offect 1 July 1090 .and shall last
until revoked. ~ ~ ‘ : :
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