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CIRCULAR)

NI'MBER 06 )

1. r{.]RtssEl This Circular prescribes the mission, frrnctions,

responsibilities anA oiganizationof ttre Coast Guard Finance Centsr'

2.u[&$oH:Toprovidefirrnrrciatservices,arlministerreceiptard
disbtusement of fi:nffi *ppo*t to the Philippine Coast Guard mission and DOTC

related activities.

3.rt['4.CTI0r5$:Thegeneralfi.rnctionsoftheCoastGr:arrdh?inance
Center are as follows:

a. To provide 1tp commad with financial mrvices and management

assistance on tlre administratiog of reeeipt and disbursemeflt of PCG

funds.

To adrninister ard ensure t1m proper disbursement of gorernnrent

funds constituting cash paid out iither in currency or by check'

To arkninister the Integmted Paymll Managenrent system,andl ensufe

;;;lt p-r*r* of salaries ard alowancrs to IrCG trnifonrLed ard

civilian ernployees.

To coilect and receives palments of indebtedness or obligations due

totlegoveilrllleflt,rcportardremitittotlleTreasuryofthe
Philippines.

To administer a1d effect allowable salary tgtention ard dedustion as

eoiltributiol or paymeff of obligatbn ard remit it to the ccrgwzartt

private ard gtvernnrent entities.

To ilevelop platrs arxl progrems ta impnrve financial manatgement

system of the Center.

c.

d.

e-

i_oasr:glJABn r .INANCP cE urqn
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CIRCULAR. ) ..-.-,,

NUMBER,. ' .03)

REIMEi..!R.sEMENToFHoSPITALIZATIoNExPENSES
oF P;G-FEnicr-r rtr e1 nr'r o rH E'lR DEP EN DENr$

1' PuRPosE i 
-.-r *rana,, rrae

a.ThisCircularpr,escribestheguidelinesandprocedurestobe
followed in th.q |.u,,n"o],o*',Ent of hospitalization expenseS

in"ur.iJJ ov pcG'personnel and their dependents'

b.ToinstitutionalizethelogisticsupportsystemofthePhilippine
Coast Guard Medical'

2. DEFENITIOI{ OF TERMS:

Professional Service/Fees
-includeu,onuuttutionandphysicalexamination

!' T:il:?rT:,:ine rabo rarory and s pecia I d iag nostic proced ure

Hospitatization
- the rendition of medical attendance upon adrnission in any

governmentmedicalfacilitylhospital .l
,i

d. Direct DePendents .P

1) The legitimate sPouse

* 2) Minoi children (below 1B ydars of age)

3) Children above eighteen (18) years ?f ,"g" 
but are suffering

frorn'congenltal pl.rysical ;i mental disability acqulreq

before realhing eighteen (18)'

b.

_ .., 1-__, -. .a.!,__

/4) Pai'ents of



above afrd wtro are llvlng wrn allu'tJr L\JLqrrJ vvrv! '-:-

5) Parents, regardless of their age' of unmarried,.tfnon'"'

6)Minorbrothersandsistersincludingthosewhohavereachedlhe
ageofrnajoritybutaretivingwithu"ndlo'totallydependentfor
suPPort

e' Emergency 
ncident, man made or natural in nature

- any untoward or unforeseen t

"that may "ru[ 
tt'u l*puirmenUloss of life and limb

f. Service Connected in Line of Duty

- illness contracted or injury inci,iiuo while in the performance of one's

dutY or during actual tour of dutY

g. Medicare Commission
- The pniripplne ruuoi.rr* commission created under PD 1519 as

amended bY RA 7875

h. Beneficiary r-^-^r:+^,,^-rar pn i61q es
-anypersonentitledtomedicalcarebenefitsunderPDl5l9as
amended bY RA 7875

i. Medicare Benefits
-servicuu,ul'ti'*toillnessorinjuryincluding.dentalsurgeryor
operation *t i;h n**o* irospitatizatron subjecito reasonable Iimitations

as may be imposed by the t*#nilui 
"rganization 

or finances of the

FhiliPfine Medical Care Plan

3. MEDICAL REIMBURSEMENT: , .,

a.PCGpersonnelconflnedinanygovernmenthospitalcan,.availof
medical reimbursement on nis meiicat expenses which shall include

medicines, medical supplies,- tanoratory iees and other tests and

special pro*Oui*u wqrenbver these services are ngcessary'

b. PCG pensonnel confined in private;iospitals :?l-:Y"il of

reimbursementonmedicalexpenseswhensaidconfinementisan
emergency case anflto|- u*nii[;;*"1ud, _Medical 

expenses shall

inclu{e medicines, med.ical uriprilu, protesSlonal fee, laboratory fees'

hospital care and ambulanc* rLI"Gr. Hospital care expenses shall be

timited onryjJin*lo**ut rate for private fo.oms. 
The hospital bills shall

specify t,e umount of Medicrie |"lruno claimed and shall be deducted

fromthetotalhospitatexpenses.Thedifferenceshallbethebasisfor
the pr*purution tt' tn* ro,r"f,"ifo, prrpo*u, of claim i,$ rei mbursement'

/c. Direct dePendents



d.Majorsurgeriesarereimb-ursableatasumnotexceedingtenthousand
pesos tprri,ooo'bbi on th;;h-i hand' minor operations are

reimoursaore""ai'? r*orni' noi exceeding five thousand pesos

(P5,000.00).

4. REIMBU RSEMENTI'PROCEDU RE:

a.Prepareanitemizedvoucherforclaimofreimbursementwtrichshall
include the following documents:

1)originalinvoicereceiptsofmedicines,medicalsuppliesand
services received within tnu ii** inl patient was confined based on

the attending physician's prescription'

2)TruecopyoftheMedicalcertificateand/orClinicalRecord

3)CertificationoftheCoastGuardMedicatthatthectaimistrue"and
conect'

b,ThevouchershallbesubmittedtotheofficeoftheChiefSurgeon,
PCG' The Command S,'g;; -n,ri-"-.t,ry-'hu correctness of the

claims. Before recommenoifi-g-upproval for claim, they shall ascertain

that the sickness, disease or injury was:

1) ServiceMork Relatqd or

2) Not incurred in or contracted

duty.

i,t

during his absence' ariO not in line of

c'Thevouchershallbe-forvarded'toCG.lferapprovalandappropriate
indorsernent t;*e;-ol ro,. t"noinl ]-riiotiiv 

'ot funding shatl be in

""rotOun* 
with the following classification:

1)ServiceMorkRetated-Thisincludesallcasesofillnessorinjury"t 
incurred wirile performing actual duty

12) Emergency case

I



Emersencv case -- .,-]::;r?; Y*?,,,|ffi 
immediate

2) EmergencY uase '"ilif; and limbl
irLatment netessitation the savlng o

3)ElectiveCase-scheduledsurgicaloperation'e'g'
cataract extraction' goiter operation' etc'

5'EFFECTIVtrTY:ThisCircularshalltakeeffectuponpublication'

EY COMMAND OF COMMODORE FAJARDO PCG:

cyst,

OFFIC

VIR
LTJ

CIA JR
PCG

DAMIAN L CARLOS

cnpr PcG (GSC)

Cnl"f of Staff, PCG

Coas rd Adjutant

_to

Gu

!,t



Department of Transportation- and Comm1n1",fl91: -
PUNCJNGHIMPILAN TAruOO BAYBAYIN NG PILIPINAS

(Headquarteis f nilippine Coast GuAd
139 25th Street, Port Area

1018 Manila

25 January 2000
CG.1/CGA

CIRCULAR
NUMBER 04

1. GENERAL - The Officer Fitness Report is desig.ned to provide the PCGn

with information of the quality of its officers as pertains to tompetence' mot'ality

professionalism anO otfrer aipects of- leadership 
expected of an officer in' order to

accomplish his duties and responsibilities' ,

2. PURPOSE - The purpose of this evaluation report is to rate every officer

for each period of active service except while on.leave prior to retirement' thus

providingabasisofcomparisonamongofficersinorderto:

a. provide a measure of an officeds value fitness to pursue a career in

the coast Guard and to the service which shall be used as one of

theb'ases.forsuchpersonnelactionsaspromotionsand
seParation.

b.Haveofficersutilizedtobestadvantagebypropertraining,
classification and assignment'

a. Fitness - refers to the qualifications 
9f ,an 

officerfor the job in

terms of his academic preparation, experience, mental and physical health'

b. service Reputation - refers to the demeanor and character traits

of an officer in relation to his job as he is known to his unit, intermediate

headquarters and/or whole command'

WHOM TO BE RATFD:

a. * 
An officer Fitness Report (oFR) shall be rendered on each PCG

officer of all grades, except Flag officers in the active sevice'

a

4.

Pagelof9Pages



Officer-on training at CGTC and other local naval/military
schools,--@ade in two (2) coples.

.,.,,c. Officer on training at foreign marLfiiTe/naval/military
schools, Fitness Reports from the head of the institution sffi611 be requested by
the CGAO, PCG in two (2) copies

d. Officer on training on local or foreign civilian schools,
Fitness Reports from the head of the institution shall be requested by CGAO,
PCG in two (2) copies.

. e. On officers on duty outside the PCG or who are serving
immediately under non-PCG officials, Fitness Reports shall be requested by
CGAO, PCG, from the head of the office, organization, or agency in two (2)
copies.

5. BY WHOM RENDERED. - OFR shall be rendered by a rater
and an endorser. The rater is the immediate superior and is responsible for
the immediate supervision, under the permanent chain of command or staff
structure, of the rated officer ( the officer on whom the report is submitted).
The endorser (CO) is the immediate superior and is responsible for the
immediate supervision, under the pertinent chain of command, or staff
structure, of the rater. Officers in detail with local or foreign civilian schools, or
on detail with civilian agencies, shall be rated on OFR by the designated
repor:ting officers of such schools or agencies.

Examples:

RATED OFFICER
J

AC of S, CG-1
Admin O
MSOIDGO/EO of ship
Staff,CGTC
Staff CGDistricts

6 RENpTTTON.
{

a. Periodic
dates as follows:

RATER

CofS
Dep CG-1
Ex-O
Asst Supt
Dep Cmdr,CGD

INDORSER

Dep Commdt
AC of S, CG-1
CO of the ship
Supt
Cmdr, CGD

- lt shall be rendered for periods ending on

Page 2af I pages



Period Endino

ENS-LTJG
LIEUTENANT
LCDR and Above

7. - Entries on items 1 to g

il,:,t:s" I^11, _?nty 
typevwitell wrth ribbons 

",rri"n ffi ;,:# H:"ffill .,:itii"i 
"ni'il."'i.,""ir 1; I;"ilJ' r:d;T'T;Cn..lnrcar'o /aa a^^Ir^-rr-r::*f:i: S.',:91,:"ble) olvn nanowriting. Rny cnanlEr'", ffir,ll,T Iniibe initialed by the rater or'enOorsei, 

"= 
,ppi"piiril,.

ln the event that additional space is required for entries underItem B (Duties Assi$ned, etc.) and part x (comments), an extra sheet sha, beattached as a corqlinuation.

Page3ofgpages

31 Jarutary
2A F&ruary
30,lylarch

b- Rerief of Rated - rt shail be rendered upon relief of therated officer from_his primary duty assignment in any uniformed Coast Guardunit cr in a civilian agency oi vvrren the iated omCei is placed on TDy or DS inanother unit for more tnan *rirty (30) days 
"; $";ifi"d by orders.

c' Rerief of Rater - Upon rerief of a rater as specified byorders f;om his ordinary duty.

d. On special occasions as follows:

(local or foreign) duty outsiJlln" f;f;o'ntetion 
of training dutv'as a student

individuar is so dericient f3'ro,,,Un??' ,ll,'rJff*i#':Tdl, 
tf 

,f,i&ril!reassignment, adverse personner action, or oiscipiinary action.

m a n n e r or pe rrorm a n ce 
", 

li,lr,, H3Xi*'In.,H #i3' ?,lr#,i r[L,'"X,,:: #:special report.

(rate_r)oiesoiismissins,r,{1'*",.L;Htiffi;iJfr "#rffJgt?tlf ,:,f""il.,Trendition of the last report, ,"po.t* shall be i"niodo as of the date of theincident on ail perronner nor*;t-ly irted by such inoiriorar by the officer whocould have been the endorser.



Officer Fi

i'l
when compreted, the original shail be foruarded to the cGAo,PCG and the duplicate to theiJminipErronnJ or the different coast GuardDistricts or command of the rateJ officer. For the iechnical service units of thePCG i'e' cGJAqs, MC, DS, cis,..NC, the originar shail be forwarded to thecGAo, PCG and the dupricai" snail be returneiio ir.,* units concerned.

, rn 
":r? the report contains unfavorabre entries that needreference to the rated officer, G report shall be fonaarded as prescribed inparagraph 10 berow. Reports sharr reach tn"Io;rtant, pcG not later thanthirty (30) days after the r*t o"t" of the plrioil"ported. Any report notfonryarded within this time rimit tnair be accomp"rLo by a vw-itten expranationof the reason for the oelay. wn;;y reason of a mission or other emergencyconditions, a Fitness Report is noi compreted u*i, due, the responsibrecommander shall ensure that the report is completed and submitted at firstopportunity.

since conditions of stress are the most important test of thenecessary quarities of leadership, it is or paiamount importance thatcommanders render reports at the e_arriest possiorelime. The Adjutant, pcGand the Admin/Personnel officers of the oi#"rlnt coast Guard Districts shailmake arrangements for-.th" pop"irtion and ronnnaioing of Fitness Reportsrendered' by reporting officers'or Jcnoots and civilian agencies.

not enough bases on vumcrrEEifthe officer, ttems ss,and X shaJJ not be fiiled up).

a. rtem 1 - Enter the name of the rated officer exacily as itappears in the official roster of the pCG. -

b' ltem 2 - Enter the rated officer's permanent grade. rf theofficer.is hording a temporary god;, inoicate in'p"i#in*ri=
c. ltem B - Enler the rated officer,s Rank/Grade.

d' * ' ltem 4 - Enter the rated officer's unit and station.

1_ (lf there are
Parts Vl, Vll, VIll, lX

Page4ofgpages



e: " lt e_the_

rendered for him in that unit, or the date following the last Orv 
"ou"l"d 

by the
last Fitness Report if he has previously been rated in the ,,qm" ,rit, ,p to the
end of the period the report is accompiisneo. lndicate atsoltfre nr*6", of days
the rated officer performed the duties covered by the report and such other
status such as sk, DS, TDy, etc., assumed during the period of the report.
specifically enter the day, months and years and hiJ duty days.

f. ltem 6 - Enter the reason for the report mentioned in ltemNo 5 stating the nature of report vvhich could be periodic, special, relief of
rated officer, or for promotion.

g. ltem 7 - Enter present duty tifle.

h. ltem 8 - Enter ail duty assignments assumed by the
rated officer for the period covered of the repb.t; sta-tus of the OrtV p*ition as
to whether it is primary or additional (given'in addition to his primary or mainduty responsibility), period rendered'r-n such duty, and the autho rized ltO
grade for the duty position.

i. ltems g-33 shall be filled by estimating the level at which
the rated oflicer would perform in each type of duty by rating him in a scale of
one (1)to five (5) as described in the Legend. ionsidereach item in terms
appropriate to rated officer's grade and branch. Boxes are marked with a-tick(1)' Tick-off NO (Not Observed) only if the nature of contacts make it
impracticable to mai.e an 

"ppropriate 
rate or if the raterlendorser has no

kn-owledge about the performance, suitability or service reputation or p,elai.j
officer.

j. ltem g - Rate officer,s knowledge of the job or
specialty taking into account the depth, currency and breadth thereof.

'4..

k. ltem 10 - Rate the officer's degree of consistency,
accuracy and effectivity in judgement/decision making.

l. , ltem 11 - Enter rating of officer's ability to plan, prioritize
and organize work timely and creatively.

m. ltem 12 - Enter raiing of officer's abirity to manage
manpower, material and fiscal resources. *

n' *lfem 13 - Enter rating of officer's teadership skills in terms of
initiative and sense of responsibility.

o. ltem 14 - Enter officer's ability to handle stress as may
be characterized by his stabirity, flexibility and dependability. ,

l.

Page5ofgpages



skills which should be clear, articulate and confidently delivere$.
1t

q. ltem 16 - Enter rating of officer's vrri.trlen communication
skills wlrich should be coherent, logical and substantive. '''l'

r. ltem 17 - Enter officer's rating on Human Relations as

may be manifested by his respect for his subordinates and his acceptability.

s. ltem 18 - Enter rating of officer's Loyalty to the PCG

mission.and its given functions.

t. ltem 19 - Enter rating of officer's Self-discipline, taking
into account his initiative in relation to his duties.

u. ltem 20 - Enter officer's integrity and moral courage as
may be manifested by his uprightness and ethical behavior.

r. ltem 21 - Enter rating of officer's physical endurance to
meet the demands of the service.

s. ltem 22 - Enter rating of officer's ability to build the morale
of others especially his subordinates.

t. ltem 23 - Enter officer's rating on Command Presence.

u. llem 24 - Enter officers rating on Foresight as may be
determined by his ability to look ahead and prepare for the
futureicontingencies.

v. ltem 25 - Enter officer's rating on Confidence wftich is
characterized by his ability to perform assigned tasks without
depending/relying on others for assistance.

w. ltem 26 - Enter officer's rating on Fairness or his ability to
treat his fellow officers and subordinates equally regardless of one's
ranl</designation and/or affi liation.

x. llem 27 - Enter officer's rating on Forcefulness as may be
manifested by his leadership skills.

y.. ltem 28 -'Enter rating ot omceis Sobriety which may be
gauged by minfrhal use of or abstinence from intake of liquor.

z. ltem 30 - Enter officer's rating on Punctuality. Rated
officer must always be on time not, only in activities but also in meettng
deadlines

Page6of9pages



-- . ^a ltarn 31 - Fnfar nffir-er's rating nfLPhyci.'al ApPeaf-ance*€fs
manifested by his neatness. 

.r-
bb. ltem 32 - Enter officer's rating on Physjgue which shall be

based not solely in terms of physical endurance bri{ on his physical
appearance, particularly his built.

cc. ltem 33 - Enter officer's rating on Bearing as may be
manifested by his good grooming, posture and the manner in which he carries
the PCG uniform.

, dd. ltem 34 - Enter awards received by the rated officer
during the period stated in ltem 5.

ee. ltem 35 - Enter admonitions and punishments meted the
rated officer during the period concerned. These include administrative
sanctions. State reason(s) for the admonition/punishment.

ff. Part Vl - Endorser and Rater shall mark the appropriate
box that would best describe the officer's performance in terms of complying
with requirements.

gg. Part Vll - Rater and Endorser shall rate the officer's
Overall Potential which may either be any of the fbllowing: (1) Superior or
Ahead of the Pack, (2) ln Pack, or (3) Behind the pack.

hh. Parl Vlll - Rater enters his endorsement as to whether
the officer concerned should be promoted ahead of contemporaries, promoted
with contemporaries or should not be promoted, as the case may be.

ii. Part lX - CO shall enter his Recommended Assignment
for the rated offlicer, specifically stating his strongest qualification, the job
suggeste(".and the organizational level of the assignment.

jj Part X - Any comment which may increase the objectivity
of the rating, including strengths and weaknesses not covered elsewhere in
the report which distlnguish the rated officer shall be entered in the space
provided. Comments must be factual and specific.

lf there are any enclosures such as commendations or reports of any
adverse performaneq attach a copy of each on the report. The number of
enclosures shall be indicated in'Arabic numerals.
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_,__kle. **part xl B er,s nafnq-gradg,
PCG Serial Number, duty assignment and organization. En*er the date of
accomplishment of the report. Reports shall be persginally signed in

longhand. .ii/

ll. Upon receipt of the Fitness Report, the rated officer shall

examine the ratings given him and shall sign over his printed name. His

signature shall signify his acknowledgement of having read the report and the
talt tnat he was appraised of his performance and right to make a statement.

Any statemenUdissenting comment shall be forwarded to the Commandant
(Attn: C9-t I

9. ADMINISTRATIVE GUIDE. - To educate and guide the raters
or endorsers, following are the parameters with their adjectival equivalents.

Ratinq

5 Outstanding (Well
Above Standard for" 
Part lll, Role Model
For Part lV)

4 Excellent (Above
Standard for Part lll
and Unquestionable
for Part lV)

3 Average (Meets
Standard for Part lll
Better Than The

" Rest for Part lV)

2 Below Standard
. (Barely Acceptable

ln Part lV)

t Unalceptable (Far
Below Standard in
Part Ill and Questio-
nable and Unaccep-
table in Part lV)

Adiectival Eouivalent

- The rated officer excels prominently
and conspicuously in all activities of
his unit. He stands out in suitability,
service, report time and performance.

- The rated officer maintains a high
standard of performance in all areas
of his job. He contributed very well to
other areas.

- The rated officer meets normal
requirements and job standards. May
need further training and self
improvement if he is to assume
higher responsibility.

- The rated officer is deficient in

suitability and service reputation.
Sometimes fails in imPortant job
requirements. Badly needs further
training and self--improvement' to

.. boost his little growth potentials.

- The rated officer is grossly deficient
in performance and service
reputation. Usually fails in alljob
requirements. Must be attrited.
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NO (Not Observed)

10. UNFAVORABLE ENTRIES. whenever a Fitness Report contains

entriesffieconsideredinanySenSeunfavorable,thereaSonS
for the entry shall be staied. The rater shall refer the entire report directly to the

rated officer for his remarks. The rated officer shall immediately return it to the

rating cjfticer by endorsement with his remarks peqtaining to the unfavorable

entri6s only. The report shall then be fonvarded to the endorser by the rater with

his remarks with reference to the remarks on the rated officer. lf the endorser

has new unfavorable remarks on the rated officer, the entire report with its
endorsement shall be referred directly to the rated officer, a brief memorandum

explaining the remarks shall be attached. Likewise, for a rating o'f 5
(Outstanding), justification(s) by the rated/endorser shall be attached to the OFR.

11. RELEASE OF |NFORMATION. Fitness Reports shall be fumished only

to personnel boards and career management authorities for use at District level

and above, for personnel actions. Any officer on active duty or his authorized

representative may examine his Fitness Reports file at any time by applying in

person at the Cobst Guard Adjutant's Office, HPCG, or at the Coast Guard

District's Admin/P ersonnel Office.

12:: FORMAL IIISTRUCT|ON. The CGTC shall include in the cunicula

of atl otficer couries Oelng given therein, at least two (2) hour formal instruction

on the proper preparation and accomplishment of the Officer Fitness Report.

13. RESCISSION. - Circulars, rules and regulations inconsistent with this

Circular are hereby rescinded.

BY COMMAND OF COMMCDORE FAJARDO PCG:

OFFICIAL DAMIAN L CARLOS
CAPT. PCG (GSC)

' chief of staff, PCG

VI IA JR
PCGLTJ

-J
,4

- The ratedlendorser has no

knowledgq/ about the
performanc6, suitable or service
reputation of the rated officer.

Coast
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1018 Manila

25 Janua/Y 2000

CG.lICGA

CIRCULAR
NUMBER U3

ENLISTMENT 
AND RE'ENLISTTSENT

I, GENERAL PROVISON

1. AUTHCIRITY;

a' EO 477 dated 15 APril 1998
a' Lv 

'-^- 4n aated og Nov 75

b. PCG Circular Numher 10 date'

:*^ rn nrescrib€ policies goveming Enlistment

,,.0 *"* "lH's3[:?:T#r 

to pres

l:J"l?#:';'#13"-'n"

lfl0 lle-sL"-'" '

3r,,,," 'il
RANK

pnvonnoe svMeol
MCPO

Ee scPo
EB cPo
E, Po1
E6 . * Pcz'
E5 Po3
ia sN1

Ez sNz
E1 B, Enlistment AuthontY

J



A.FORMS:Thefollowingformsshattbepreparedandaccomplishedfora' 
e nu re-entistment:

Enlistment Record

Service Record

Soldier's Qualification Card

Soldier's lndividual PaY Record

II. ENLISTMENT

An applicant for Enlistment must possess the

f;l 6-.wln g requ i re m er{s :

u. H] is a natural-born oitizen of the Philippines;

b. Unmarried and without dependents'

c. Must possess at least seventy-two (72)

(college);

a.

b.

d.

5 E N L r srM E Nr B q +Rq 
: r T ^f:l'j' :f f; l$l 

""J 
PJ#,'|"? "t""' .i{ilf'EJ

- 
thrll b- resPonsible for accepu

entistment. C'CC shall crea,* ,nofi'ii'n"ni F:''iO 

'composeO of at least

three (3) pCG do-*m,rrio*d o+i;HlJ q cniet"pJtv'ottit*' a1-siuned

*i*,-oic o- 1, tJ# lF.q'I :E"T:'1"f *:*; "IS.'i'*i' 33T';"'fl3
;;;is;u1"d bY cPcG and -a 

t'

screening ano oJrinlration of applicants'

ThePCGEnlistmentBoardshallprocessapoticationsforenlistment
and to,*"o*i"nJ nol'?g:*ii:$tY,L'S #ffiJfif .'X#H,g
lpiri"l,ion, the approvat or drsi'vf,rlr-' -r." eolro shall also process

with the Provisions of thts u

#pri"rit'it f or re-enl i stment'

units 9f iertiarY studies

/d. Not tess than

t



Not less than twenty-one (21) but not more tnan
the case of males, or not less than twenty-one
twenty-five (25) in the case of females;

,, '\

fmdffiy:S-r X1-26 )*Yea rs" I n

(21) buj'not more than

rl
,. ;i,;

a.

h

e. Not less than seventy (70) inches in height (barefooted) in case of

males, or not less than sixty-four (64) inches in height (barefooted) in

case of females; ',1/

f. Of good moral character and habits,

g. Able-minded, physically and mentally qualified under existing

regulations for Coast Guard Service.

DISQUALIFICATIONS: The following are disqualified from applying for

enlistment:

Those who have definite psychoneurotic tendencies, is a chronic

alcoholic, or a drug user/dependeni;

Have been found to be intemperate or incontinent, or a fraud by

psychological examination;

c. Have been found to have homosexual tendencies or has been

determined by medical/psychological experts to manifest such behavior

while in the active service;

d. Have been discharged from ihe government or civilian employment on

, any condition other than honorable;

e. Have a pending criminal, civil or administrative case;

f. Have been imprisoned under final judgement of a court for the

commission of an act involving moral turpitude or for conviction of any of

the crimes against national security and the law of nations, crimes

against the fundamental laws of the State, crimes against order, or

crimes against Public morals;

g. Have been found to be a deserter or felon.

RECRUIT TAAINING. New enlistees shall be made to undergo recruit

t@iodofatjeastthree(3)monthstobeconductedat
such training centers and in accordance with such programs of instructions

as the Commandant, PCG may prescribe. Enlistees who fail to

satisfactorily complete the recruit training program shail lmmediately be

honor"ably discouraged.

iThe Commarldant



ffi.i.-,ia -_- r.i :ri T jteae'ii:n

The Commandant, PCG mav in his discretion" waive .the r"eggirad-
recruit training for those who have previous military training.

.,,

The authorized enlisted strength which
enlistmenUre-enlistment is that embodied in the
base, or budget strength.

the basis for
TDEITD, troop

Enlistment over and above the authorized strength shall be made only
on specific authorization by the Enlisting Authority. Enlistment in grades E-

1 and E-2 may exceed the authorized strength of those grades.

4. TERM OF ENLISTMENT: Enlistment in the Regular Force shall be for a
term of three (3) years.

All enlistment in force at the outbreak of war or other grave national
emergency, or entered into during its continuation, shall continue in force
until iix (6) months after its termination or until expiration of the term'of
enlistment whichever is later, unless sooner terminated by the Enlisting
Auihority

The term of enlistment of a person due to expire while facing a criminal
case pending in a civil court involving offense committed in the
performance of military or official duty or directly attributable to such
without misconduct on the part of the enlisted individual, shall be extended
until final resolution of the case. The relation of the oflense to the service
shall be determined in accordance with regulations governing restoration
tolor relief from duty status.

The term of enlistment of a person due to expire while enjoying his/her
accumulated leave prior to separation, shall be extended until the
expiration of such leave.

The term of enlistment of a person who cannot be discharged under
the existing laws or regulations on the date of its expiration due to
sickness or injury contracted in line of duty, fortuitous event, or other
justifiably unavoidable cause shall be extended to the day when the
discharge can be effected. When hospitalization is necessary, it shall not
exceed one (1) year.

Nothing in this rules and regulations shalf operate to prevent the
discharge prior to expiratibn of term of enlistment (ETE) in accordance
with existingrregulations.

PRIORITY lN ENLISTMENT: In recruiting, priority shall be given to the
following applicants, provided they are in qualified status for enlistment:

la. Outstanding trainee



o-ur+and-ins-gelr'ggglSell3tes

Thosepossessingspecialskillsandiortechnicalqualileationscrltically
needed in the PCG' .u!'

''iit

Certified true coPies of the

a. PCGATB

b. Certiiicaie of Live Birth

c. Marriage Contract of Parents

d. DiplomaiCertificate of Completion

e. TranscriPt of Records

f. NBt Clearance

g. PNP Crame (C-2)

h CGJA Clearance

i. RTC Clearance

j. MTC Clearance

k. ProsecutorlFiscal's Clearance

L MaYor's Clearance

m, Local Police's Clearance

n. BarangaY Clearance

rc. R tecnnician whose

T.oRIGINALENLISTMENT:'originalenlistmentshallbemadeingradeE-1,
excepi as Provided hereunder:

a. An inactive reserve bfficer may be enlistEd i! ?ly grade up to E-6'

providd that tfre difference Oetweln the individual's age and the actlve

service does not exceed twenty-#izol-y*ur=.r T?1" 
or twenty-five (25)

iffemale,andthatheisheisinqualified.siatusforenlistment.



6. le-in*the---
PCG may be enlisted in any grade up to E-6, provided thgt the difference

in the individual's age and active years of service, ff 
"ny, 

does not

exceed tweniy-six (26) years if male or twenty'five,.5dars if.female, and

that he/she is in qritit,eO staius for enlistment, and piovided further, that

the individual passes the applicable technician's examinations provided

for the grade in which he is to be enlisted

c. Any former enlisted person of the AFP who has at least two (2)

consecutive years of enlistment may be enlisted in grade E-1, provided

that he/she possesses a technical skill of which the PCG is in critical

need, provided that the difference in the individuat's age and active years

of service, if any, does not exceed twenty-six (26) years if male,or

twenty-five y"urr if female, and that he/she is in qualified status for

enlistment.

B. EFFECJIVE DATE oF ENLTSTMENT: Enlistm.ent shall be made effecii'e

on fne date ;t iss,-tance of orOers unless otherwise specified, but in no case

shall it be retroactive.

III. RE.ENLISTMENT

r@:Re-enlistmentshallbemadeeffectiveonthedateof.e@mofenlistmentlre-enlistmentoronthedateof
discharge if the previous term of enlistmenure-enlistment is sooner

terminaled, provided the re-enlistment on such date is in qualified status

and actually assumed his/her position, otherwise re-enlistment shall take

effect on the date of issuance of order.

2. NOT A MATTER OF RIGHT: Re-enlistment, being a renewal of the contract

of enlistment, ,hrii-bEE application and subject to approvai by the

Commandant, PCG in aciordance with policies prescribed in this Rules'

Re-enlistment is not a matter of right for the enlisted individual. Nerther is it

a matter of personal consideratiori. The interest of the military service shall

be given primary consideration'

3. GRADE ON RE-ENLISTMENT: o

a. An entistJd individual may be re-enlisted in the permanent grade last

held if such re-enlistmenf is made on the day following his discharge'

lb An individual wtto



6. -An-ih?ivia'ilal''tMid'-Heii*sErveA. dt lpast two (?:ConSdCi:rtiVe""'ter"ms of,

discharge may be re-enlisted one (1) grade' lower th#in the pbrmanent
grade held at the time of hislher discharge

An enlisted individual who has not been enlisted by virtue of a pending
criminal case before the civil court, but was subsequently acquitted or
whose case is provisionally dismissed, may be re-enlisted in the
permanent grade last held if such re=enlistment is accomplished within
sixty (60) days follOwing the date that hislher legal counsel obtains
judgment of acquittal or the provisional dismissal of the case.

An enlisted person who has served a tour of active duty as a reserve
officer may, within sixty (60) days after reversion to inactive status be
re-enlisted in the permanent enlisted grade last held provided that
he/she has completed at least two (2) years of continuous active
commission seryice, he/she may be re-enlisted in the grade next higher
than permanent enlisted grade previously held and provided, further'that
he/she has not been reverted for cause.

e. An enlisted person who has been admitted as a cadet of the PMA, PAF
. Flying School or other military, air or naval school and-subsequently

discharged from any. such school, may be re-enlisted in the permanent
grade last held prior to such admission, provided such re-enlistment is
done within sixty (60) days after the date of his honorable dischar:ge.

f. Re-enlistment in any grade may exceed the authorized strength of that
grade in a unit by the number of cumulative vacancies that exist in a
higher grade(s).

4. WHEN AND HOW TO FILE: Application for re-enlistment shall be filed at
Ieast six (6) months before ETE and shall be endorsed by their respective
commanding officers to the enlistment authorily who shall approve or
disapprove such request upon recommendation of CG-1.

ln order not to disrupt re-enlistment proceedings, no enlisted personnel
shall be transferred or re-assigned within six (6) months prior to hislher
ETE from one unit to another.

IV. FINAL PROVISIONb

1. REPEALIIIG CLAUSE: Confl'icting publications andlor policies inconsistent
with the provisions of this Circular are hereby repealed

d.

12. Effectivity



2. EFFECTIVITY,-ThisCircularshalltakeeffectuponpublication.

BY COMMAND OF COMMODORE FAJARDO PCG:

OFFICIAL DAMIAN L CARLOS
CAPT PCG (GSC)
Chief of Siaff, PCG
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4.oBcauleaTElx;TheCoastGuaIdFinance,:'r*'isorgarriztedas
follows: '{f

accounts of designated DO ard SDO'

Commander, Cnast Guarl Finflnce Center

Deputy Comnmrder, Coast Guard Financ€ Center

ai["i"i***ive, Srryply, &{anagement e'!w Check Branch

lntegrated Payroll Managemart SysUem Branch

Disbursement Btanch
Collection and Rernittance Brarch
Coast Guflrd Savings ard Inan Associatioru Ittc'

a.

b.
c.
d,

fl
o

1)

2)
to
of

3)

4)

s)

6)

7)

s. rumcusryal, n4lAtIOIISlttr:

a. The Commander, Coast Guard Finarpe Center shall prescrib€ ttE

drrties 
ilP Brarrh chiiefF; and

of tte Deputy commaflder, coast cuafd Finance center ard t

otguni* rir lm*" with tlrc approval of the Commandant' PCG'

b. The Philippine Coast GuaId savings and Loan Association' [nc" is

undertte functionat sgpervtionofthe Commarder, Coast Guald Finance Center'

5. FIITI4$@:
a. Co,$S*n{ern eoilrt Guafd Financp-Qpnter:

Exerclge rnrmal corumard auttrority ard responsibiiities.

Assist the Commandant, PCG on all matters pttteiolog

financiai services and management on ttE administration

rec.eipt and disbursement of PCG furds'

$uprvise tlre pro.nrulgation and implententation of proaedures,

Int "tlo*, 
directivis, plans anrl progmm on all matters

p*r,"ini"g it finaociat services and management on the

iA*initrution of receipt and disbursement of PCG funds-'

oversee supervision of the Philippine coast Guand sriviinp attd

Loa* Associatioru Inc'

Recornnrend to the Ac of s,-cc-l, aetiorts relative oit tlre
**igrr*trrt and training of CGFt person*el'

superv.ise the effective and efficient perfrrmarrce of tt}e clenter.

Ferftnn such other duries as may be assigned by the

Commandaut, PCG'



2)

3)

1) Assist the Commaruler in the implerrenlation^of polic:ies and

,rgr,lrt.* and exercises norn ai conldand firnction$ in his

abserrce.

Plans, organizes, directs, coordinates, control and srpervise the

activities* arrl operations of tlE CGFC Branclres to) insure

e.fficiency.

Aclvise tfue commancler, CGFC on matlers aftecting f-unancial

rnanagement in order to provide 
- -the 

Cormnarxlaott' PCG

nec,essary inforuration for decision tnaking'

AdmiL$estisn

1) Develop prccedures fur a coordinaterj adrninistrative serndces in

support to dilferent CGFC branches'

z) Administers, supervises anrl coonliflaks all personnel aspects of
the Center.

3) Maintsin personnel recor'ds, publish orders for assignmen$, relie{,

rotation, leave of personnel anrl atl€d to their career

develoPment, morale and welfare'

4) Superrlses the maintenance of files'' 
cornmunications, logbooks on incoming

corresprderrce.

$sualn$lstis$:

1)FrcorreS,stQfesandissuesupplies,craterialsandeqrripnrerrtfor
the C*nter.

2)PrepareRIVS/MRSofsr.ppliesandequipmentintendedfurrthe
unit.

3) Responsible in maintaining logisticat and equipment

rrquiremerfis ofthe Center- &

Develqp plans arxl programs objective re-!1tiv1to thq

mamgetnerrt and systern improvernerfi of the Center'

Undertake regular inspections and management suf,vey of the

recold:s ard
and CIutgPing

1)

2)



4)

s)

-eJtti"g methods, procedures and system'
*'*

3) Examine the administretive P{ op"ftig , ?y1rj-tion 
trrf t}re

Center and make recommendatio* fo4ffi*vement'

Iv{aintainandupctatetheCenter,sorgarrizationandotherrrnanrral.

Prepare the annuai Operating Program ancl Burlget ardl PPRA

report of tlre Center.

6) Provirle &ssistance in the bonding ofdesignated DO and SiDOs'

Pav Qheck Segliltn

1) Distribute arxl issue checks ofall PCG personrrel'

2) Ilistribute ard issue zubsistence allowance of personnel rassigned

afloatto authorized APnt Officers'

3)MsilClass"E"allotnentfornrailingandissueallotnnentfor
pick-up.

1\

2)

3)

4)

5)

6)

d. Inteerated.Eaytolt Manaeement Sgstery-JIPMS) Brauch:

Etsurethetimelypreparationofpayarrdatlowarrcesandpriflting
;;h";k;;i ru,*;r"t 

"ed 
and civilian persorurel'

hepare palrolls of salaries of PCG uniformed ard civilian

ffif,,i,*i6, t roi"g urrd ott*rr*lated financialtransactions.

Prepare monthly payslip of !d!ld1al pertonnel and enrure that

it is given to ,orr..""'d individual together with the pay ard

allowance check

Effect allonable salary retention a1d deduction due for

contribution o, puyt [* Lf oUtig*tiott submitted by the crollection

and remittance branctr-

Effectttrewithholdingofincometaxonsalariesardrniagesof"d;ffiir, *or"",^fi* *i*t itr wirhholding tax tabte urrovided

by the BIB- e

Ensure proper accounting and printing of pay checks of PCG all

personnel.



of policies and instn:ctions to
,!'

B) Undertake check signing on pay ard allow*nce continuous form
clrecks and report all sancelled, spoiled -aSchimed chec;ks'

9) Coordinate with Staff for Persor.rrl CG-l and other PCG unit's
changes in pay status due to asSignments, promotiorso detmotions,

, appoinfinents, atd etc.

Allotmgnt Sectlo.rt:

1) Process rcquests of allotments anrj undertake necessary irrcrease

and changes as rcquested.

Dislr&utisp Jeoliog:

1) Ensure proper accounting and timely sortmg of lpay and

allowarrces ckcks of all PCG personrel

2) Sort pay ckcks by units based on the payroll regiist7 and

erfnrst fi) ttE teller of the CGFC for further distrihrttion to

tlre liaison of the different Coast Guard Districts.

Reco$! #E sO plv-en d Ulltties. Sectlon :

1) Ensure tll4t 4ll orders and captured in coordination witlh Admin
Brancll CGFC for the updates and changes of IPMS rc$stry'

2) Ensure that ali records perhining to the operations ald
managemerd of ttw IPhdS are properly stortd/kept

3) Elsgre tlrat all supplies, materials and equipment relatesJ themo
are aharays available and maintained'

e. Pisbugemeut BrqScI:

PrpcessinqL$gC]EqE:

i) Process disbrasement vouchers on different claims andl ensures

that all claims against gorernment fonds shall be suplrcrted with
' complete documents in accordance to rules and tegulatiorus'

2) Ppovidq,gssistance in the preparari<lns of TEwDVs ofinersonnel

on local and foreign travel.

3) Pmcess vouchers fOr cash advances and ensures that reports qf
docurne,nts Os supportiflg papers in the liquidation of cash

advances are sub,mitted prior the grauting of anotlher cash

advance.



h.

4) Maintain cashtlookq and ot1rcr Si.r.,,* rectords of
disbgrsement fiansaction and eruurp gliat tlrese repofis are

submifled. tn cognizant offices. ' ,tr

5) Recorirmerd policies concerning marggelnent u4Pnrvenrant of
rec€ipts and disbursement of fimds.

fndexins Section:..#

1) Maintain index car{ of all claims submitted for payment;to avoid
double paymenl

2) Enstue tlrat index cands arc duplicated in the computer fbr bach
up recorrd pu{poses.

3) Check 4.11 submitted claims to preclude overpflymert

4) Coorrdinate/inform processing section on matt€rs ;affecting

financial tmnsactions gJbmitted.

*II)S/TC$4 setttop

U Prepare MDS check of all furxled claims with NCA

?) Reeorrcile records with accounting concerning furd actfrvities to

prec ltrde averdra{l of paynrerts.

3) Respomible in ths preparation of mnther ctnck of all 0}1 clairns

in coondination with CG-6.

4) h4fliotaincash book of check issued.

5) Require all claimants to srgn at the nnrive{ portion r:f the DV
pricrr isstrar*e of ttre check'

6) N{ake sure t}rat correspording OR arc issued by

contractors/dealers uihen claiming their clrecks-

"&EsJtacfisL$trliss:

1) Ensrue that elt pairl voucters arc prsperly abstrasted and

submitred on time Lt the of Auditor's office (a:riginal)'

Accounting Office (duplicate) and Dfl0's rccorrds (triplicate).

2) Abstract paper shall be binded with a loose leaf and properly

secured.

3) Report to POIC arry voucher affecting delay in the ahstratct

Co{lsesgs +pd Rsmit@cq 4ryns[:



2)

3)

4)

Process rcquest ofdeductions fu, aercsiryf,na
paymant/repayrnenb of loars tc govendfent and authorired
lending institution

lv{aintain cashbook'for collections remitted to ttre Bureaur of
Treasury and related reports ofrransaction to conergl toffices-

AII collechd cash should be secured in a vault.

All publication in conflict with this Circular rye

1)

2)

Process and pay salary loan applications of member borrower.

Mainain recorls of members ard their amourt of capital
contributions as indicated in the passbook.

kp.dr the daily transactions and keeps the book ofasrounts as
basis in *re prepration of periodic financial stiatements for
submission to tfu Board of Trustes.

coordinate with IPMS deduction of loans and collect ruonthly
remittance of same for records ard elentual deposit with tlre
authorizrd depo sitory bank.

Accept and release daily deposit and withdraranalq respectivelg
of members.

6) conduct infonnation drive ro prterrti*l rrcrnhors f* pxprnrl
rrrerrrholslrilt,

?) Pertrnn.tlm tluties us the lttssiderrt anuur the c,ererrrl iMurnger
may direct.

3)

4)

s)

7. RESSTSS_L(}II:
hereby rescinded.



i"ti." .tit*f rrPon, Pirtticatitio

BY COPIMAND OF COMMODORE FAJAR@;
.!

,4{

OFFTCIAL:

VIRGILIO N GARCIAT JIL

LT.IG PCG

Coast Guard Adjutant

Enclosures:

1. OrganizatiomlChsrt
2. Personrrel Ailowarxe
3. EquipmentAllowance

DAMIAN L CAI{IOS
CAPT PCG(GSC)
Chief of Stafi PCG

BESTRICTED


