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A MEMCRANDUNM ORDER

No. 40 2008
SUBJECT . REVISED PPA paa RAM ON AWARDS AND INCENTIVES
_____ FOR SERVICE EXCELLENCE {PRAISE!

in line with the Revised Policies on Empioyee Suggestions and incentive Awards

(1 S

Svstem (ESIAS) provided under CSC Resolution No 010112 cated 1C Ja nuar\f 2001
and CSC Memorandum Circuiar No. 01 s. 2001, the Philippine Ports Authority
nereby adopts the herein Program on Awards and incentives for Service
Excellence to be referred to as PPA PRA|SE.

. OBJECTIVES

it is the policy of the Philippine Ports Authority (PPA) to adhers ¢ the principls
of providing incentives based on performance. innovative ideas and sxempiary
behavior. in this pursuii, the PPA PRAISE aims to:

1.1 establish a mechanism for identifving, selecting, rewarding and providing
. incentive o ceser\nng employees at the start of ea..h year,
1.2 igentify outstanding accomplisnments, best practices of amplovess on 2
continuing basis:
1.2 recognize and reward accomplishments anc innovations periodically or
as the need arises;
14

provide incentives and interveniion to motivate emplovees who have

contrloured ideas, suggestions, inventions. discoveries, superior
ccompiishments and other oe'sona! efforts

il. SCOPE

The PPA PRAISE shall apply to all PPA officiais and

smployess in the zaresr
and non-caresr senvic
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DEFINITION OF TERME

2

(€3]

:,b-

w

«

AWARD - rscogrnitfon  whicn nay  DE MONSEry or  non-monesian
conferrec on individual or group OF indiviguais Tor ideac, SUGUBSlOnS
inventions. discoverias. SUpSMor accomphisnmenie, £XemD.ary Dehavicr

heroic deeds. sxiracrdinary aCI8 OF SEMVICESs In e DUDNC THerest wnich
sontrbuies o the efficiency, sconomy, mprovement [ govemment

operations which iead te organizational produc fvity.

CAREER - positions in the civil service characierized bv {1) entrance
based on meri: and fitness to be determined as far as practicabie by
competitive examination. or based on highly technical gualifications; (2’
opportunity for advancement to higner career positions; anc (3) security of
tenure,

D
)

CONTRIBUTION - any input which can be in the form of an ides or
performance (See aiso Idea type and Performance type contripution).

aiF Ly

found or learned for the first time which will improve public service
delivery.

DISCOVERY - is the uncovering of something previously existing but

IDEA TYPE CONTRIBUTION - refers to an idesa. a suggestion or an
invention or discovery for improvement to effect aconomy in operation, .
increase production and improve working conditions.

INCENTIVE - monetary or non-monetary motivation or privilege given tc
an official or employee for contributions, suggestions, inventions, ideas.
satisfactory accompiishment or demonstration of exempiary benavior
based on agresd performancs standards and nems of penhavior.

INVENTION - the creation of something previously non-sxistent wnich will
benefit the government.

NON-CAREER - positions expressly deciared by law to be in the non-
career service: or those whese enrance in the service ig characterized by
(1) entrance on bases other than those of the usual tsste of merit and
fitness utilizad for the careser service and {2) tenure which is limited 10 the
duration of a particular project for which purpese employment was made.

PERFORMANCE TYPE CONTRIBUTION - refers to psrformance of an
extraordinary act or service in the public intersst in connsction with. or
related tc one's official employment; or outstanding community service or
neroic acts in the public interest, or sustained work performance for &
minimum period of one year which is over and sbove the normal position
reguirement of the individual or group.
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BASIC POLICIES
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PEA PRAISE COMMITIE

SUGGESTION - igss or proposal which VES WOTK DEerCrmance
systems angd DroCedures an SCONCMY 17 rauons that will benefit ins

=i HT
government.
SYSTEN - the sgency awards and incentives Drogram 107 SMDIOYESE

4

The PEA4 PRAISE shall encourage creativity, innovativeness, efficiency
integrity and progductivity in the public serwvice by rscognizing and
rewarding officiais and empioyees, individually ot in groups for ther

suggestions, inventions, superior accomplishments and other "n'““na‘

{
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sfforts which contribute 16 eﬁrczenvy sconomy, or other improvemsant
government cperations, or for other axtraordinary acte or services in mr—
pubiic interest

The PEA PRAISE shall adhere to the principle of providing incentives and
awards based on parformance, innovative ideas and sxempiary benhavior.

The PPA PRAISE shall give emphasis on the timeiiness of giving award or
recognition. Aside from conferment of awards during the traditional or

planned cersmenigs, the spirit of on-the-spot grant of recognition shall be
institutionalized.

The PPA PRAISE shall provide both monetary an¢ non-monstary awards
and incentives to recognize, acknowledge and reward productive, creative.
innovative and sthical behavior of employees througn formal and informat
mode.

The PPA PRAISE shall recommend for approval of the PPA Board of
Directors thru the General Manager the amount of cash award to be given

The PPA :‘RAI:F snail be the basis of the grant of Productivity incentive
Bonus (PIB), other awards and incentives.

COMPOSITION

4. HEAD OFFICE PRAISE COMMITTEES

General Manager or authorized repraseniauve -

-5

Chalmersaon
Manager, Human Resource Management Dept. - Vice-Chairperson
Manager. Strategic Planning Dept. - Member

Manager. C:ontroilersmr* Dapt

e T 2

Manager, Lega! Services Deptl.
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Two {2; Employes Re;;-re;%emmv """ whno shall pe
chosen by PANTALZ fl

ang second &eue* ,whu ;-mais serve for
period of two (2} vears.
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Far continuity of operations, PANTALAN may
assignate an

Manager, Ferscnne! Division

Staff of Perscnnel Reiations Section,
Farscnnel Division, —uman Resource
Wianagement Depanment

ISE COMMITTEE

Fon Distict Manager

Manager, Resource Managament Division
Manager, Technical Services Division

Two (2) Employee Representaiives who shall be
chosen by PANTALAN (one each from the

first and second leveis) who shall serve for &
period of two (2) vears.

For coniinuity of operations, PANTALAN may
designate an alternate membperirepresentative.

Administrative Section, Resource Management
Division

PMO PRAISE COMMITTEES

2
D.
C.
d

®

Port Manager

Manager, Resource Management Division
Manager. Port Services Division

Two (2) Employee Representatives who shall be
chosen by PANTALAN { one each from the

first and sscond leveis) who shall serve for a
period of two (2) vears. '

For continuity of operations, PANTALAN may
designaie an aiternaie member/represeniatve.

Administratve Section, ke
Division

ource Management

alisrmats MEemosr or fepresanaive.

fember
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Wiember
Member

Member
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Chairperson
Wiember
Miembser



RAISE Commutise of the Head Dffice snhal ne rescol \gibie o the
development of the awards anc incentive system of PPA As such e
Jommities of Heaa Gffice shall perform the foliowin c_, BBES,

-~

- astabiish a system of incentives and awards ¢ rscognize and movae
employaes for their performance and conguct,

- formulate, adopt and amend internal ruies. policies anc procegures i
govern the conduct of its activiies which shali inciude the guigsiines |
evaluating the nominees and the mechanism for recognizing the awargess,

- datermine the forms of awards and incentives © be granied;

- develop, produce, distribute a PPA PRAISE Manual in accordance with
CSC-approved FPA PRAISE and orient Head Offica personnei on the poiic)
guideiines;

- address issues relative ic awards and incentives within fifteen {1
from date of submission;

- impiement the program on awards and incentives for the penefil of Heac
Office personne!

) davs

wi

Likewise, the PRAISE Committes of the PDOs./PMCs shall be responsibie for
the implementation of the PPA program on awards and incentive in their

respective responsibility centers pursuant to the PPA PRAISE policy guideiines.
Further, the Committee of the PDOs/PMOs shali perform the foliowing:

- geveiop, produce, distribute 2 PDO/PMC PRAISE Manual in  accorgance
with the CSC-approved PPA PRAISE and orient PDO/PMC empicyess
an the policy guidelines,

- document best praciices, innovative ideas and success storiss which will
serve as promotionai matenal, 0 encourage participation;

- regutarly monitor and evaiuate the PPA PRAISE implementation in thelr
respective arez of responsibiiity every year and rscommenc to PPA HO
PRAISE Commitiee essential improvements to ensure iis suiability to PRPA

VI TYPES OF AWARDS
77 NATIONAL AWARDS

PPA shall participate in the search for deserving emplovess who v D
included in the screening of candidates for awards given Dg other
governmeni agencies. private entties, NGOs and other award giving
bodies such as the:

711 PRESIDENTIAL OR LINGKOD BAY AN MMA?Q - conferrad on an
mndividua! for consistent, dedicated perormancs sxemplifying the

best in any profession or accupation rasu l'{m’" in the SU""'""SI-JF

et T
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AGENCY (PPA) AWARDS

OUTSTANDING PUBLIC OF ’E"iﬁh."‘"ﬂa OVEE OR DANDGAL Nis
ed

~r o T i
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DAY AN AWARD -

government wno o aem = ZNG ConGUCT 57
ner of VA L ame A rore of the sight (5

Liis o (S

the basis of hig of
e of

norms of ’nc—,'navssr describad = ‘ ic Act No. 8713 or the Coge
-. i | £ | H L= -
of Conduct and Ethicai Officiais ang
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CIVIL SERVICE COMMISSION OR THE PAG-ASA AWARD -
conferred on a group of individuals or 1gam who nas demonst ratec
sutstanding teamwork and cooperation. which resulted in the
successful achievement of its goal or has greatly improved pubiic
service delivery, sconomy in operation, improved working conditions of
otherwise bansfited the government in many other wavs.

=13

OTHER AWARDS - given by other government agenciss. privaie
institutions or NGOs t¢ an individual or team for contributions of an
idea or performance that directly benefited. the government.

[N = =21

PPA shall develop and initiate the search for deserving emoloyeses whoe ma
be
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luded in the screening of candidates for awards to be given such as:

BEST EMPLOYES AWARD - granted to an individual or individuals

=

who axcelied among peers In 2 funchzvna! group, ;}osmo.. or
profession. A cash award of not less than the amount provided under
relevant existing laws shall be given to outsianding empioyees pius 2
certificate of recognition.

GANTIMIPALA AGAD AWARD - given outright to smployses

commended by clients for their courtesy, crompiness, efficiency and
dedication to duty.

SXEMPLARY BEHAVIOR AWARD - o=s=a on the =ight (8) norms &f
conduc: as provided under RA 8718 {Code of Conduct and Sthical
Standargs). The awaraee will automaticaily pe nominated bv msac
Office PRAISE Committse to the Dangal ng Eayan Award.

SININTUANG  KAGITINGAN SANTIMFALA s award i@ in
acognihon 3%’ an exceptional act of courage, bpravery ang vaior

i O : L -8 L
demonsiratec by an official or =mpioves bevenc his/her cificia

i bawadal
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nis/ner own prepery.

7.5 SININT . TAN SANTIMPALZ - graniec 1o an oficle: 27
sm'_;::i“u = 8] i an excaptional service rendered :"‘--‘-"-'f!:')a“:.“, nis
ar ner official furctions ang that such servics Srotl Lo e
DO USers anc pert Community.

7.2.5 T‘:%N! ITUANC PAGLILINGKOD SANTIMPALE - this awarc 8 1
recognition of an exemplary act of service of an official or empioyes
evonc nis or her official functions and thai such sarvice svinces 2
clear act of honesty, truth and ”"I-;‘—,G[T in desziing with his ne
subordinates. peers and superiors in the crganizaion as well a8 wilh

DOt USSrs Of pon clients

ZEST ORGANIZATIOMAL UNIT AWARD - graned © e 00

organizational unit which may be a seclion, division, depanment
district office, port management office on the basis of meeiing the

Porprp

organization’s performance targets and other pre-determined criteria.

4
i
o

OST ECONOMY MEASURE AWARD - granted (¢ an smplovese
team whose confributions such as ideas, sugg gestions, inventions,
discoveries or performance of functions resuit in savings in terms o7
manhours and cost or otnerwise benefit the DDA and govemmsm as =
whole. The monetary award shail not exceed 20% of the moneiary
savings generated from the contribution.

720 SERVICE AWARD - conferred on. refiress whether under optional or
compuisory retirement schemes held durng a fitting ceremony on of
hafore the date of retirement. The award shall consist of a gift (cash or
nm—cash) o be determined and recommended by the Head Offics
D'F’A! £ Commitise to the General Mana ger subject ic approval of the

PEA Board of Directors and a Plague of Appreciation containing the
citation and signature of the PPA General Manager.

~l
12

10 OTHER AWARDS - cover awards for “chéevemeni of PP,
and empioyess other tﬂan those described in ltems 7.2.1
which may be identified later by the PRAISE Ccm ittes and which the
PPA& may decige {0 give.

Vili. TYPES OF INCENTIVES

=24 shall continuousiy search. screen and rawarc desenving smpiovess i
motivate them 1o improve the quality of their performance and nstill mcwhmn“ i
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LOYALTY INCENTIVE - granted ¢ an 2mbioyee Wil
conmtinucusiv and satistactorily the Authosity for

recipient shall be entitied 10 & ¢ awarg per!

il ant e BEl . RSO S g s st
pursuzm 1o o Memaorandum  oifcuial MO o SRR
Wilor e e (les s R { Tt e P
Memorandum Circular No. 06-2002. Succsacing awaras
=1

n
svery five years thereafter. Beasides cash, awards in «inc

PER-—QRMANC INCENTIVE - given to an empioysSe wnc nas obtained an

tanding or Very Satisfactory rating based on the TSCT approve d PPA
?eﬂorﬂ'\an:e Cvaluation Svstem for the last twe (2] auwwswe evaiua‘a:r
periods. The incentive award shall be in the form of it increass in

accordance with the provisions of the Joint CSC-DBM Circular Ne. 1. s.
199C. (Provided. that the total number of recipients o7 siep hc-'-sr*zﬂnte
based on merit in any one {1) caiendar year shali not be more than ter
percent (10%) of the total number of perscnnsi and provided further ii.a-.
recipients of two (2) step mcrements shall not excead three percent
(3% thareoT).

{ ENGTH OF SERVICE INCENTIVE - given ic an empioyee who has
rendered at ieast three (3) years of continuous satisfaciory service in the
same position in the form of step increments n acc ordance with the

provisions shall be incorooratccé in the salary adiustments foliowing of the
Julm CSC-DBM Circular No. 1. s. 188C.

H )

fmrprpe]

nerformed at isast satisfartorily for the year covered in accordance with

BPA PES approved by CSC. This incentive shail be in aczcordancs with the
existing PPA policies and guideiines.

PRODUCTIVITY INCENTIVE - given io all PPA emplovees who have

CAREER AND SELF-DEVEiOPMENT INCENTIVE - grantad in recognition

of an empiovee who has satisfactorily completed a2 course or degree within
or cutside the country at one’s expense. A gift and plague of racogniiion

shall be given to qualified emplovees during PPA anniversary celebrations.

OTHER INCENTIVES - which the Head Office/PCO/PMOT PRAISE
Committee may recommend on the basis of special achisvement
innovative approaches {o sqnment“ axemplary sarvice o the pubiic and
recognition by an outside group of a particular achievemen:

o
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PRAISE Zommitise
racommeandation wnich shall
Zommitize

Likewise PDC PRAISE Committee shall aiso scresn and svaiuate orospacive
nominess in the PDO Proper and submit same tc the Head Office PRAISE
Commities.

The Head Office PRAISE Committes shall review anc validate the PDOU |
Committes’'s recommendation as well a3 evaluate prospaciive nominess
Head Office. After thorough scresning, review and svaiuation. the ‘
PRAISE Committes snall recommend to the General Manager for
approvai/conferment the most deserving awardess.
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The Head Office PRAISE Commitiee shall determine a"lcl recommend to the
General Manager the amount of cash award and/or torms of awards aﬁf‘*
incentives to be given. The cash awarc shali be sumect tc the approval of the
PPA Board of Directors.

Each PDC and PMO PRAISE Committee shall submit to the Head Office
PRAISE Commitize their propesal and recommendation on the internal ruies.

policies and procedure to be adopted in administering the PPA awards and
incentives.

FORMS OF AWARDS AND INCENTIVES

10.4 COMPENSATORY TIME-OFF - granted to an employes who has worked

beyond his regular office hours on & project without overtime pay.

102 “SALU-SALC” TOGETHER - meai hosted by superiore or supervisors for

103 DPERSONAL GROWTH OPPORTUNITIES - incentives whi

emplovees who have made significant contributions.

ich may be in the
membership in

ckages and oiher

form of attendance in conferences on official busines
professionai organizations, books, journals, {@pss, Tavei
2arning opportunities.

m w

104 TROPHIES, PLAQUES AND CERTIFICATES - non-mongstary incenuves
given as memento for outsianding ,_:uomplm yment or ant gained

through personal effort.
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MONETARY AWARD -~ awarc in e 10RT o7 S28h giver I an awardes

EaGdd b (=1 A & bl
the amount of which mav be aeterminad by the PPA PRAISE Committes
and recommended for spproval of the (Gensral Manszger, subiect ©

zppitcable lawe. rules and reguiations on ihe mater.

L [1¥
e s —— L pEw e Shsare Fiir
an awargee upoen recommendation by the ~2L PRaizn Lommitues 1o

the approvai of the General Manager, subiect ©© appiicable iaws, Tules
and regulations on the matter.

i0.6 TRAVEL BACKAGES - incentives in he form of official ravel given ©

10.7 OTHER INCENTIVES - incentives in kind which may oe in the form of
merchandise, computers, pagers, cellular phones, rsserved
space, recognition posted at the Wall of Fame, fsalure in agency
publication. magazine subscriplions anca othere.

FUNDING

b
=

At ieast 5% of the Manpower Deveicpment Funogs shall be aliocated Jor the
PRAISE and the same shall be incorporated in the PPA Pians and Frograms
and Budget

Xii. EFFECTIVITY

Thic Revised PPA PRAISE shali take sffect upon approval of the General
Manager and subsequent approy,a,i,eﬁhe Civil Service Commission-iNational
Capital Region. S

e
This Memorandum-Order rescinds or revokes circuiarsfissuances inconsistent

. . b
herewith. . j//;"’

/
[

ATITY. OSCAR M. SEVILLA
eneral Managsr

| have avaiuated the herein agency PRAISE and found it to be in accordance wilh
the provision of CSC MC No. 1, s. 2001 and may now be impiementsd.

C8C aAssistant Commissioner
(Signature ovsr Printed Name)
f’ ¢ P
CTY N S ¥ ~ (R
m_‘:‘ ,t}-’?‘_/fi‘b h_i ‘/‘:;: ., :; o -'JC'&
Y (Date)
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