
REQUIREMENTS FOR APPLICANTS



REQUIREMENTS FOR APPOINTMENT

ORIGINAL APPOINTMENTS / 

SWAPPING OR TRANSFEREE (Other Division)

BLUE FOLDER – Senior High School

YELLOW FOLDER – Junior High School

GREEN FOLDER - Elementary

2 copies - Form 212 (revised 2017)  notarized   with Passport size ID   

photo w/ nametag   ALL ORIGINAL  AND UPDATED (may 

be handwritten or computerized)

2 copies- PRC ID & Report of Rating (authenticated by PRC) 

if ID is for renewal; submit a certification from PRC that ID is  

still on process, claim stub, and photocopy of old ID (ALL 

ORIGINAL)   Stamps (all original)

2 copies - CAV (1 original, 1 photocopy)  * NC & TMC Certificates (For 

TVL Track)



REQUIREMENTS FOR APPOINTMENT
2 copies -TOR & Diploma (authenticated by School Graduated)

2 copies - NSO/PSA Birth Certificate (1 original, 1 photocopy)

2 copies - Marriage Contract (female only) (1 original, 1 photocopy)

2 copies- Statement of Assets, Liabilities and Networth (SALN)

2 copies- BIR Form (1902 or 1905), TIN Verification Slip or any proof of having TIN

2 copies- NBI Clearance (1 original, 1 photocopy)

1 copy - Clearance or Certificate of Employment from Previous Employer2 copies - Urinalysis, Drug 

Test, (CBC) Complete Blood Count and X-ray 

(1 original, 1 photocopy)

1 copy - Neuropsychological exam and Neuropsychiatric exam to be taken 

only at SPMC-IPBM, Claveria, Davao City (kindly secure the Referral letter at 

Personnel Section)

2 copies - Medical Certificate (Form 211) signed by Division Medical 

Officer  (1 original, 1 photocopy)

1 copy - Omnibus Sworn Statement (notarized)

NOTE: All requirements must be placed in one folder (1 set on the left side and another set on the 

right) and must be arranged according to the list above. Please use Paper Fastener on the upper 

portion of the paper.



GUIDE TO FILLING UP OF PDS



































FILLING UP OF FORM 212 (PDS 2017)



SAMPLE AUTHENTICATED PRC ID AND BOARD CERT.



REMINDERS:

1. Use your current surname esp. if married. Just attach marriage certificate.

2. In using paper fasteners, place it on the upper portion of the document.

3. Submit your completed folders of requirements 

4. Results of Neuropsychiatric and neuropsychological exam may be delayed, It is advised to only include your 

schedule or receipt of the NEURO-EXAM.

5. Once the Neuropsychiatric and neuropsychological exam results are already completed, Submit it right away 

to the Office of Administrative Officer V.-Ms. Rosalinda Dionio. Do not open the sealed result of the exam 

otherwise it will be considered tampered.

6.  Do not use plastic folders with slider.

7.  There are respective colors of folders for every group of applicants; for Elementary use  Green folder,

for Junior High School use Yellow  folder.

8. Medical Certificate will only be signed by Dr. Earl Canastillo if all NEURO-EXAM results are submitted to  Ms.

Dionio.  Please ask referral forms at Personnel Section to be accommodated at SPMC-IPBM, Claveria,  Davao  City. 


