REPUBLIC OF THE PHILIFPINES
Department of Financa
BUREAU OF CUSTOMS
OFFICE OF THE COMMISSIONER
MANILA 1094

September 29, 2007

CUSTOMS MEMORANDUM ORDER
NO. S —2ne 7

1T,
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TO:; All Burcan Officials and Emplovees

SUBJECT: Revised Rules, Repulations and Procedures in Reassignment
and Designation of Personnel

Objectives:

1.

To implement more cffectively civil service miles and regulations on
reassignment and desigmation specifically CSC MC No. 2, s 2005 and
C5C MC No, 6, 5. 2005, Revised Rules on Reassignment and Candelines
on Designation, respectively;

To ensure that these personnel actions are utilized only to the interest of
the service; and

. To setup a more objective process of evaluating personnel for

reassipnment/designation.

Definitions:

1.

Reassignment is the movement of an employes across the organizational
structure within the same department or agency, which does not involve a
reduction in rank, status or salary.

Designalion is the assignment of an employee to perform the functions of
a position that 13 higher that s'her actual plantilla position.

. Reassignment and designalion are separale personne] actions but there can

also be an occasion that an employee may be reassigned and designated at
the same time. In the latter’s case, the rules and regulations for both
personnel actions as herein prescribed shall be complied with.

(Guidelines in Reassignment:

1

Reassignment can gither be with or without consent of the employees. TF
the reassipnment is with consent, it shall have no limit. However, if it is
without consent, reassignment shall be for a maximum peried of one year
only

Reassipnment of emplovees with station-specific place of work indicated
m their respeclive appointments shall be allowed only {pr a maximum
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period of one year. If appointment is not station-specific, the one year
maximum peried shall nol apply. An appointment is considered station-
specilic when the name of the particular division/port where the position is
located is specifically indicated in the face of the appeintment paper.
Station-specific appomtment docs not refer Lo a specified plantiila Rem
number since it is used for purposcs of identifying the particular position
1o be filled or occupied by the emplovee.

3. Reassipnment outside goographical location il with consent shall have no
limil. However, if it i5 withowmt consenl, reassignment shall be for a
maxinmum peried of one year only.

4. Such prescriptive period stated in Mos. 1-3 shall be specifically slaled m
the Customs Personne] Order issued. Flowever, such prescriptive periods
shall also be subject to renewal upon proper justifications,

5. Employces who shall bereinafler appointed shall not be considered for
reassignment, unless it is required in the exigency ol the service pursuant
to Section 703 of the TCCP, as amended, within a perivd of one year from
date of assumplion.

IV. Guidelines in Designation:

1. Employees to be designated carcer positions must be holders of permanent
appointments.

2. Employces to be designated Ror cerlain positions (initially for COO L
COO ¥V, Section Chiels) musl pass the cxamination, oral or writlen, as
may be heremaller preseribed by the Commisswoner of Cusloms.

3. For positions hereunder emumerated, the Rllowing minimum training
requirements shall be required for designation:
a.  Acting COO TTOOOD V:
a ]. Dasic Assessment Course
a2, WTO Vahation Seminar
a.3. AHTNMFN/CEPT (Tariff Classification Seminur)
a.4, Horder Enforcement of Intellectual Property Righis Training
I
8.5, ACOS/E-World Training Program
.6, Other trainings required by the Commissioner of Customs

b. Section Chel:
b.1. Supervisory Development Course

Seminars'workshops for other positions shall be defined by the Traming
and Development Division for approval by the Depuly Commissioner,
LAG.

4. Designees can only be designated lo positions within the level they are
currently occupying. They should also mect the minimum requirements of
the position to which he/she is Lo be designated in terms ol educalion, civil
scrvice eligibility and expericnce. However, Division Chicfs may be
designated o perform the dutics of third level positions. On the other
hand, Ukility Worker, 5G-1 and Messenger, SG-2 may only be designated
to Acling Security Guard position when the exigency of the service so

requires. =
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5. Employees can only have one desigration. Multiple designations shall be
allowed only m provincial poris wherein the operational lransactions are
low and the actual personnel complement is nol adequate.  However,
guidelines as berein promulgsted must strictly apply to his primary
designation. Iwher other desigrations, on the other lund. should he
properly juslified and should be for a specific period of time only.

6. Emplovees hereinafler appointed shall not be considered for designation
wilhin a perwd of one year from date of assumption. However, in the
exigency of the service, the Commissioner of Customs may order the
remssignment or designation of newly appoinfed cmployees to any other
portloffice even within the 1 year period provided umder the preceding
scntenee,

7. Employvess 1o be desipoated must have a Very Sabisfactory Performance
Rating for the last two rling periods and musi present a Certificate of No
Pending Case issped by the Legal Service, In the event that the Legal
Service fails to issue a Certification 1o that effect within 15 days fom
application, the said employee shall be deemed to have NO deropatory
record or pending casc therein.

&, Designations can be madc either to positions with appointecs or to vacant
positions. For positions with appointees who temporarily cannot perform
the functions of the position (on leave, scholarship, special assignments,
sugpension, ctc.), the desipnation should synchronize with the absence of
the appointes, provided, that in no case shall a designation excesd one
year. For positions without appoinless, designations may be made for a
pericd not exceeding one year,  Accordingly, such period should be stated
in the Costoms Personnel Order issued in favor of the designees. To the
conlrury notwithstandmg, all designations for a hmited period shall be
subject to renewal upon proper justifications.

9. Designees cannot be granted the salarics of the positions they are being
desipnated to, except for allowances that go with the performance of
funclions, such as BATA,

Procedures in Reassignment and Designation:

Step 1 Issmnce of favorable recommendation’endorsement - In every
reassignment/designation, a  prior recommendalion  with  suflicient
justifications of the receiving and releasing offices should be secured, unless
for clear and justifiable reasons, prior favorable recommendation canmot be
obtained due to irreconcilable differences or strained relation, as the casc may
be. For this purpose, the re-assignee/designee shall execnute an affidavit stating
the reason for non-compliance to the foregoing requmement.

Supch recommendation should be signed by the concerned Dhistrict
Collector of Customs/Service Director. The concerned District
CollectonService Director shall be accountable for making recomnendal ions
that are not in accordance wilth this Order and olher related civil service rules
and regulations.

Step 2 - Evaluation by the Administrative Division'Human Resources
Munagement Division - The Admmistrative Division HREMD shall evaluate
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the request with refercnce to compliance with the above punlelines on
reassignment and/or designation.

Step 3 - Writlen examination, for designation purposes only — Initially for
Acting COO 11, COO 'V and other Section Chief, the applicant stall take the
comesponding qualifying exammation as the Commissioner of Customs meay
provide. Other positions may be added to the above-mentionad positions as
the Commissioner of Customs may deem necessary. For this purpose, only
thos= who pass the examination shall be qualified for designation.

Step 4 - Preparation of Memorandum of recommendation by the
Administrative Division/Tluman Resources Management Division citing the
results of evaluation in Steps 2 and/or Step 3 hereof.

Step 5 - Issuance of Customs Personnel Order (CPO) by the designated
authority as per Section V1 of this Order. :

Step 6 - Assumption of personnel — The employee duly issued with
Resssignment and/or Designation Order shall assume the position within five
{5) days from issuance ol the order. In addition, he shall comply with other
requirements such as bui nol lmied to, office clamnce, turn-over of
responsibilities, transfer of leave card, submission of assumption report, and
others as maybe required in the CPO transmittal leiter. Failure to comply with
the order can be a ground for disciplinary action. Likewise, the concerned
District Collector andfor Division Chief shall be held accountable and
responsible for the immediste implementation of a duly issued Customs
Persomnne] Chrder.

Authority for Issuance of Reassignment/Designation Order:

1. Reassignment andior Designation Orders of personnel from the level of
Customs Operations Officer V, $G-20 or equivalent Section Chiel and
higher shall be aspproved by the Commussioner of Customs uopon
endorsement of the concemed District Colectors/DircctorsTheputy
Commissioners and recommendation of the Deputy Commissioner,
Tnternal Administration Group. The appropriate Customs Personnel Order
shafl be prepared and numbered by HEMID.

2. TReassignment and/or Designations Orders of personnel from the level of
Customs Operations Officer IV, 5G-18 and below (rank and file)
involvizg movement from one Service/Port to another shall be approved
by the Deputy Commissioner, Internal Administration Group upon
recommendation of the conccrped District CollectorsThrectors.  The
appropriate Customs Personne| Order shail be prepared and numbered by
HREMI.

3. Reassignment and/or Designation Orders of personnel from the level of
Customs Operations Officer TV, SG-18 and below (rank and file)
involving movement within the Collection Districts and its subporls only
shall be approved by the District Collector of Customs upon
recommendation of the Depuly Coliector for Administration/Chicf,
Administrative Division, The comesponding District CPO shall be
preparcd and numbered by the Administrative Division, with a copy
immediately furnished the Office of the Commissioner and HREMD for
post evaluation and recording.
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4. Reassignment and/or Designation Orders of ESS and CIIS personnel

involving movement within ESS and CIIS onits in the differcot
Poris/Subports below the District Commander level, shall be approved by
the Depuly Commissioner, Intelligence and Enforcement Group upon
recommendation of ther respective Director.  The appropriate Customs
Fersonnel Onder shall be prepared and numbered by HRMID,

. In all cases, [milure of the concerned officials to act upon the

requestindorsement as referred (o in the preceding sentences within 30
days from receipt of the said requestindorserment shall be deemed to have

becn approved in fofo.

. The conlrary notwithstanding, the Commissioner of Customs may in the

exigency of scrvice, issue DesignationReassignment Orders without the
neccssary approval of the concerned Burcau officials as provided above,
pursuant to Section 703, of the TCCP as amended.

Separability and Effectivity Clause

This Order supersedes CMO Z3-200]1 apd CMO 2-2005 and all other
Memoranda and Orders that are inconsistent with the provisions of this Order.

This Order shall be applied prospectively.

Effective immediatelv.
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