
2 2 2011

Republic of the Philippines
DEPARTMENT OF PUBLIC WORKS AND HIGHWAYS

OFFICE OF THE SECRETAR
Manila

DEPARTMENT ORDER )

No. 1 7 ~
Series of 201zz:r~ ,yf,fl )

SUBJECT: POLICY ON THE THREE (3) SALARY
GRADE LIMITATION ON PROMOTIONS

Item No. 15 of Civil Service Commission (CSC) Memorandum Circular No.3, series of 2001, on the
subject: Revised Policies On Merit Promotion Plan, and the CSC-approved DPWH Merit Selection Plan
and System of Ranking Positions provide, among others, that an employee may be promoted to a
position which is not more than three (3) Salary Grades higher than his present position, except in very
meritorious cases. For clarity, the CSChas later issued several Office Memoranda to further expand and
clarify the same, particularly on what would constitute meritorious cases.

Thus, to have a common understanding and uniform interpretation and application of the said CSC
ruling, and to further promote morale, efficiency and integrity in the civil service, the following
guidelines in the three (3) salary grade limitation on promotion in the DPWH are hereby prescribed:

1. The policy on the three (3) Salary Grade (SG) limitation applies to promotional appointments to
151, 2nd and 3rd level positions, except presidential appointments.

2. Such promotional appointment may be considered meritorious if it falls under any of the following
situations:

a. When the vacant position is a lone or entry-level position as indicated in the staffing pattern of
the concerned office;

b. When the candidate is the lone applicant and/or when the next-in-rank employee(s) is/are not
qualified;

c. When the next-in-rank position/s, as indicated in the DPWH System of Ranking Positions,
is/are vacant; or,

-
d. When the qualified next-in-rank employee(s) waived, in writing, his(their) right over the vacant

position.

3. Exemption to the 3-SG limitation shall only be allowed if the concerned candidate possesses
superior qualification. The candidate should pass through a deep selection process, taking into
consideration his superior qualifications with regards to: a) educational achievements, b) highly
specialized trainings, c) relevant work experience, and d) consistent high performance rating.

4. Notwithstanding the authority delegated to approve/issue appointments under Department Order
No. 24, series of 2007, all proposed promotional appointments for exemption from the 3-SG
limitation rule shall be subject to clearance from the DPWH Secretary.

This Order supplements, amends and/or modifies related issuances and shall take effect immediately.

GELIO L. SINGSON _
ecretary -- -- ----
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14.2 EDUCATION and TRAINING
14.3 EXPERIENCE and OUTSTANDING ACCOMPLISHMENTS
14.4 PSYCHO-SOCIAL ATTRIBUTES and PERSONALITY

TRAITS
14.5 POTENTIAL

15. An employee may be promoted or transferred to a position which is not
more than three (3) salary, payor job grades higher than fhe employee's
present position except in very meritorious cases, such as: if the vacant
position is next-in-rank as identified in the System of Ranking positions
(SRP) approved by the head of agency, or the lone or entrance position
indicated in th,ea,gency staffing pattern.

:·:·-r·,:,,-~·~,\\ < "~ ' •.:~.:~ .•...•. \.~.,.,. ~> .~' -',-

16. An'employee should hav'erendered at least very satisfactory service for
the last rating period in the present position before being considered for
promotion.

i
;

17. An employee who is on local or 'foreign scholarship or training grant or on
maternity leave may be considered 1orpromotion.

For this purpose, performance rating to be considered shall be the
rating immediately prior to the scholarship or training grant or maternity
leave.

If promoted, the effectivity date of the promotional appointment shall
be on the assumption to duty.

18. Promotion within six (6) months prior t6 compulsory retirement shall not be
allowed except as otherwise provided by law.

19. A notice announcing the appoiQtment of an employee shall be posted in
three conspicuous places in the agency a day after the issuance of the
appointment for at least fifteen (15) calendar days.

,
20. The approved agency Merit Promotion Plan shall be used as one of the

bases for the expeditious approval of appointments, for attestation and
accreditation 10 take final action on appointments.

21. All government agencies shall submit their Merit Promotion Plan to the
Civil Service Commission which shall take effect immediately upon
approval. All subsequent amendments shall take effect immediately upon
approval by the Civil Service Commission.
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mil No, 06 < 2005~l'''''

M\lIMt'J on th!(t Ap12Hcatlol1 pf the PQ!lGLJ'}.." lh~.Jnri1a·
Salarv ~rl)l>;l;1j blmi~t111oi1....2nProiw:~1hm

C.SC REGIONAL AND FIELD OFflCr: lJIRECTOR$

A&ld~ from the rneritcrlou~ Ca$~5 ~::rlurrl:%PJi8din the t\vo Pi0JViouS O~';lg\ th(~
Cornrl'is$lot'l hall aiM cOflsidiilf&d the following s\tuatloM jJo falling wlttlln the
exception from the 3-salary grace limitation on prom ot\or;'. '

If th:i! appr;ir.tm""ni involv;:;s l'nor~ th",n th~ :;;~lar!gn.ide limit. ml;ii\~ 4\
tJ\o,Qi1gh evaiu<:1tioh of It)a rf)annar and m!l(it of the issuance of th0 appointment vis·
iI"vi$ the ,'@<jli>cne or justiflca\iom.! of \l1$ llppoin\ing iiluthcrity, If the issuance of the
appointment f~lIs under allY of the meritorlou$ cases or Is ba,,~d on, meritorious
consideration, approve the appointm'ent' If all the o~h6r requirements have been

Gomp.lled 'Nlth,

3) when the appointee Is tile lonG applicant
i;l) when \1<'\) quallfl\')el f10xtAn-r4nk efilp!QY!JGS WQ!v"d thair right over tiie

vacant position in writing
c) when the next-in"rank position, as IdentIfied in U1G egelicy System of

Ranking positions (SRP), is vacant
d) when noxt·tn.rnnk 13not qualilled
e) \;vrH~ilthe qu@U'tted liext-jn-i~lik did 1'10i apply

To put the polley in its proper perspective, th~ COli,rnli?,slon further clarifies
that tho thr,ge-Mlm'j grade limitation on promotion i$ not s hsrd end fast rule Md,
there1or$, Should 1I0t be made the so\e basie for the diseppm'i,;:l of ~n appoIntment,

'but should be \Clksn <1$ an· \iii.iicilbr of pO$$lble abuse of discretion In ~he

appointment proceBs.

The Commission h~s observed that da1>pitethe Issuance of CSC OM No. 6, ~.
2003 and OM No. 38, s. 2004, which clarify the policy on the three-$alary gl'1'3de
lImltatlOl'\ en promotion, ther8 ars ,,@ many CSC Regional Offices and field Offices'
thatautomatlcaUy disapprove appo\ntml';li\a cover~d' by \l1e ;lsld policy without
'!jtucty\ng f\lrther the reasons for suel1 appointment$.
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whQ('i prot~S\i;H'lt'g pO;!litioi'i is s!;;;c mCi'~ thwll 3~SG leV/lilt than thij protested
'pesition,

~~~~
l'V\I'\INA CONST ANTINO.DA ViO

Chairman
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OM No. 06 , 5, 2005

. = :..:..:..:.

C.SC REGIONAL AND FIELD OFFlCr: DIRECTORS

8!ivhsorv on the A~Dllcatlon· of the pQtiev on. .tilt Thru-
Salarv @n~d~Ut!Jit~tlOI1onProU1Qthm

OFFICE, MEMOi'tANDUM

RQPubllc of the Phlllppines
Civil Service Conul1ission

Con$1ltUllooHills, galoSOnil Pomlxmso complGx, Dlllmon 1126Ql;Glon CRy

...c.

Aald~ from tha meritorious cases \'!r\umer$.tad lrrtha r..VQ Pfllvia.ua OM~j the
Com",i~$lot"l .haa also .cQn~jder~9 the following sItuations as failing within t\1~
exception from the 3-ealary gn\loG limitation on promotiQn: .

a) wMn the appointee Is tl,e lone appllci;ltit
oJ when lh~ qualified flext~lJHan\, emploY$"S Wf\lved their right over the

vacant PQsltlM in writing
c). when. trye next.!n.rank position, as Idel'ltlfiedintlie e~et'\CY, Sy~tern of

Ranking Positions (SRP)jis vacl.'lnt
d) when next-in-rank is rlDtquallfled
e) when tne quz.iiflecl nextcln-r~nK dkll'iCt r!lpply

" .... The Gommission hl;lS observed tnatdespite the Issuance ofCSCOMNo. 6. G.
~iit'iP/200~andOM No. 38, 5.2Q04, which clarify the po!ioy.on thethree-sal$I'Y grade

!\mmlt~tlbnonprom¢tion, there are still many CSC Regional Offices and Field Offices'
t:~~t9rnatl¢$IIY.disapprove appoIntments covered' by •\1'1$ asld policy without
.yi~gJt,lrtherthe reaSQns for such apPointmenta,

To put the polley in It$ proper perspective, tM Commls$lonfUrther ci~lrifje!.l
I .,' that thethr(la.Mlarysrade limitation 011 promotion is not ,9 hard and fast rule and,
p:t,there1or$;$hou1d not b$ made tl~esole basis for the disapproval of anappo\ntment,
~~"f;~i'butaD,Ol,Jld he taken a$ an' Indicator of pO$~lble abusa of discretion In tlie

:;(: '. appointment process. '
\i_;
'f••':_:(.';,;~',; If tr,~ appointment involves rnor~ than tr,~ l,>alary grade limit•.maKe ,a
(.", .. thorolJt1,11evaluation of the manner Qnd ms(it af the Issuance of th~appolntmentvls"
;'t"~'vi!~~ere~!Oons orjustit1caUQns of thel1ppolntin9 auth9rity',IHheiSsua.nce OUh$
;'fii:1<l'iPPOintrnentfall~ under any of the meritoriQuS cases or Is ba~ed¢l1. mer1tcl\ious
';:~" consideration, approve the appointment" it all the other requirements have bean
~, GOffip'\iad with,



WhM prctl!l8Uml'3 posiUoi'l is s!;:;c morG thull 3,SG Icw(Ol, than ih/(j protest&:l
"pesitlon,

Please be guided accordingly,

~~~~
KAiRINf4 CONSTANTINO-CAVID

Chairman

~... '... . ,~
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OM No. J§..., s. 2004

~",;s.

e Three"Salan Grade Limitation'

OFplce MEMORANDUM
~(:;;

Republlo of the PhilippInes
..~.ivll Service Commission
.n HlIls•.8atasang Pamblll1Sa Complex. OHlman. 1128 Quezon elly1:. ~"".:

taCtlo~,the Commission de.ems it proper to further c1ari.fy th.e above-

C'-REGfONALOFFICE AND FieLD OFFICE

appointed in the governnwnt service for the first time, either to a
a non-career servfce positioM, shalL also be exempted from this

haspotedthat despite the issuance of CSC OM. No.6, s .. 2003
'"flf,tffe'ifhree':safarygrade /lmltatlpnon promotion, the RegIonal and
riediactions on appointments involving the promotion of employees
rEf than three salary grades higher than their present positions ..

'CS61~,9M.No.. 6,6. 2003, the three-salary grade limitation on
'Illmitith~ situation wherein a favored employee may be r-romi"ted to
.e organization, to th~ disadvant~ge of qualified employee$. It also
.n.s'Nt'l.,re tht:!s~Iectlon of candIdates for promotk?n is Hmlted. to

I1j#~tj§nal un/tor agency, thereby preventing the Infusion of fresh,
...ern;tiEiritservlce. Thus, the thre~"salarygrade IimltaUon should be.'

;or; 6fposslble favoritism or abuse of cliscretion rather than as an

tthrea-sqlary grade IIrnJt<.1tionsHall apply onl)} to promotion. Thi$
)eipply to the followIng personnel actions which Involve issuance of an

.sfar
i1;tplpyment
pointment

assfJ'lcatloh

'Land, as defined In Section 4. (d), Rule III of the Omnibus Rules on
hemovemimt ofemp!0Y.f!9 from one position (0 ai1othGI' which is



~;;j{OSltiOfi ;", W1IQU8 andlrx highly sp~dclnZ8d, such as A.ctuar;<!ll ;;;11<:.1~-~~YaCornmunica~or ~o$ftlons;
:"~~~.If~·:
- tgq~and/or highly specialJzed positions are thosa with highly specialized' arid

.V~dutfes requiring specialized education, training or skills, which may hot be
'!rgdthrough formal education, training programs, or 6)(peri€ir1ce gained frorn

J¢e·wide positions.
;~·:-f~·~',

.,- .••::i'~

~};~:~~;~~'~i~'~:~~;~da!J~;~~~~ri:' ::~7tIC~";i~~~~;r~~~'~"::;loklog ;of(.,
;~ ~

,.,ducatlonal achievements
....~.-....;.f~1h.' . ,. ',1" I '
;"':i~~~~OfdYs~eC2~nZ®t:J '~r~~rHnas
~:~~~i~alav$ni \i\fork· e:;:~:h:;;r~0nCG~'

{j£;?_,~.r;~$tenthigh perforrn~nc;9 r3'ilngfrankin'9
!~J.~?:.:.••..

;J;Vqcar.t position belor'l'gs the CkiS@d eSJrGer :sys~:0m,
-~.", ~--'..
:.;:;~.-:,}.; " ,

'""'>a'lll~tion of appo!nlr(\@ilts, Which fnvciv·e promotion 10 a position that io rnore than
-,.§!y.grade higher than the appointee's present position, Hle CSC Regional and

~:,.,~~sare enjoined to exeti effort to furHler evaluate them tefon::: disapproving the..~~~t~~~:.'~.,., ..•.. -
~\..

- 'f9n,. to facilitate review and evaluation of appointnl8nts, the CSC RGfJloncd 2nd
"~'mbesare likewise enjoined to require lilgencies under their jurisdiction to wbmil

R~::Th8agency S!~P shall be used 8S one of the bases fer determining \Nhether
1:observ0 tIle policy on fhe three-ss!ary grade I!mit2.t,.)n on promotion as
'(O'r under CSC MC No, i, 8. 2001,

- -"~~.---..,~.~===-...,.-----~~-~~~~~~~~-



v./ho are qu~~jh';
pC:Jltion .. ''\

JnSi;:;e!~:j;

i~~.L'LCSC.I:t;.EG'[Or~JA~L ()~~~.Ff:CE~S,'Fi'!.-![I-JD 01:tlF'E'C~atI\:3~
AND ALL CONClt~IlNED

ygJ.}~~{:£.~~'~ioJ~~~fr.f)~~illL£~t~S~ai()'~r"v ij;'~-~~i:J:1e ~.,j1il'~a t.;.~10QJ,LwOJ"
J~rj}f;~lot~on,1~n<!TrftH4$fcr

E:eputJUc of tilG Pitll!pplnas

Civil S rviee COJl1u.Til;:;slon
C0:1stitutlon HHls. 8atasang Pambansl'l Campier;\. Dilimsi:, 1126 OU'~Zl)frG~!y

I~has b:~enobserved that the prO~,li3iGn v/ork3

;::.: ; I::; /J,;ore f}1i~rJi /hree ($) s<..t!ai]/, or joLt tl/an lhIJ
"'~~;~}r;l'vP J; n::".l?(!-,--,~~"i l'OSJ'1I'O-' Ti:'1/'(""'t2~J)j~ l':n ...}t~M) .....-·u:n- (";(;""'i('}ll" ('.(I(,:P<;;' .<,_.'~r-r"'I'.1 !:;.1..'.-

c:12-1 .•a...J"" ••./-.,...._ •••..•.:... 7 .••.·.Jv,~i 1:<" l' '{J _./1. \"'.01 ...:.:...::....l·~L'!"\v(....:~!~.!._::.:._.::~~~.~, ...I.ll"... _,~

.:{;f;[; VaCCtfi! [Jo,siliofl is lJe.yt-in~r{Jnk as j{ltJl.Jt{/lefl in lhe ~:).Is'}.':.:nt j((U]jejJl>r

c#'\"·;l:;,P~S (~S~~'1:J"'))(l[;J.)rr)ve,~:/ i~.v tIle j!e('J~!(?;'r ....', /.hi~' ~)/" d.';:[rCj1Ce

~T:'Q5i{i(),;1 ;]]{i/c(::fed" ill tile ,jg'en~)/ ,Yft95/Yi(~T

TJC lnaifl objective of the abcrVi:;;:Pl'o\:1sh'Hl IS 10 t~le situation \vh~~rej!l f~l\;Ul\;d

:-~ -: ::'S2S ~;;8.y be prorncteJ to 2: "v~~ryhigh po~:itir.)n Ln th~ .org2nizatioI1, [(}
-_::::--'''_-;'~.I,,~OP' n"-"' j_ ••l ..•.'!)'t.r'"le· A (,:;..•.y, ...l!(""':·-;"j.::-C:~•• Jt~ o.iQ.e::"'~ "'~!"''''0' :;'{) ·)"··':":;·~:'!.n{. ~.. ;t?11:1'i1.;"Y1~ 1'~;'11':~r':":l.;-'; t_:,~1t:~·-"-e"" vi y ~·;:..t.-~~t:l".l '••..!dl-lU}yv:J., _~ :.·H.;V 4'~4r.v 1.... i iv.'V 41, .,;·,i"'r..->d •...il'l-l.J V" .v.-.v1L! __ ,r

.•' '.-' - 7" .• ; ~- .. ,'i:' " '\ ! 'I " • 1 ~ t 'I ~

~=:'e.::'::;i1or C(Jn\11dat~~ILor prornotlon IS umaea to err~pi~):f;.;esl"rVltnJD tne orgEtnlZQUOnn.t

r::.::.--.- .-:=,.'-~.-.: ... -.•..

~,-~-::.. They· have to go step by st~p~ in f:Gcordnnce y\dth the 8boVE~ }J.\ovisicns

This me,'i)orandiliTi l:J rl1erBDY bDcause th0 need to e;,;pii.nd ;/nG c!orir\: (
-=;.- 7,~·:'-..-:si:Jr;..$ Df CSC [~rc4;> on 1r\/cldd con3dtut~:;: a.s t1 !i1eri1Qr~cu.s ca'SB 'Th~
'?~-~~~::;2y.nd Field 0tl1ces, in regard to their r;.;;vil~\v and .';lvduaticm of appoi;;.tm011ls,
~--f5:cs:dterefore take 1l0te oftne f;-:;l!oyving ["'.lidelines (lii 'jd!;d in CSC f!_(~sulution >:u
-~.i'::;."::~~§dE.ted ];:r:~vrJ 21.), 2CO::':- v

---
-~?-



For your information and guidance.

6. The v.acant position belongs t.othe closed career system.

indicat~d In the atTenc\!1;> .J

Edi.tcaticna! Rchievemertts
Highly specialized trainings
Relevant work experience
Consist~nt high perfcrmanc~ ~ating/ra.nking

The position is unique and/or' highly speci alized, such .as Actuarial
posiHo!1siand .Ai1"l:vays Communicator;

The position belongs to the doarth c:ltegoIY, such as ryfedicul
Officers/Specialist positions and Attorney positions;

•

The candidates passed thro\.~gh a deep selection process, taking into
consider:tUo!1the candidates' superior' qualifications in regard to:

The position occupied by the person is next~in-ralJk to the vacant position,
as identified in Merit Promotion Phm and the System ofRarJdng Positions
(SRP) cfthe agency~

The position is a lone, or entrance position, .as
staffing pattern~

5.

~:-.-~ or ~n~f t,he ~o!l~bg wc~ld con.stitwt~,..a; a ;-nreritvrrou:J ease, excepted from
-'!r_ ~ sari ~ce limitation on prcmotlon ~nct tra115Tet: .

:r?

, ,.

" 200;
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