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GUIDE TO FILLING OUT THE PERSONAL DATA SHEET (PDS)

Warning:
Any misrepresentation made in the Personal Data Sheet and the Work Experience Sheet
shall cause the filing of administrative/criminal case/s against the person concerned.

Please fill out each of the fields in the PDS when applicable.

Note:
. The PDS may be accomplished using the MS Word format or MS Excel format.

. In the MS Excel format, all the tick boxes will automatically be marked once
clicked.

. The PDS must bear the signature of the employee and date of accomplishment at
the bottom of every page.

. Entries in the PDS may be filled out through handwriting or via typewriter/computer.
If handwritten, entries should be in block capital (e.g. PRINT) format using a pen.

. All information should be provided accurately.

. Do not leave blank entries. Put N/Aif not applicable.

. For purposes of application to a vacant position, the additional sheet for work

experience should be accomplished. For the purpose of updating personnel
information in the PDS, the Work Experience sheet is not required.

Personal Information

. Er'ﬁployee’s name is to be filled out in the following format: surname, first name,
name extension (if any), middle name.

5 Dates are in numeric format: mm/dd/yyyy

. Specifics should be given to “Others” response in the civil status field.

. Agency employee number refers to employee |D number in the current agency.

. For holders of foreign/dual citizenship, please select from the dropdown list the

foreign country where you were born/naturalized or type/yrite the same in the
space provided therein.

Family Background

. Names of spouse and parents are to be filled out the following format: surname,
first name, name extension (if any), middle name.

. Mother’'s name is her maiden name, or name when she was single or before
marriage.

. List full names (first name and surname) of ALL your children.

. Date of birth is in numeric format: mm/dd/yyyy

Educational Background

. Indicate FULL name of schools. DO NOT ABBREVIATE.

. For Elementary Level, indicate ELEMENTARY if graduated.

. For Secondary Level, indicate HIGH SCHOOL if graduated under the old
curriculum: or JUNIOR HIGH SCHOOL or SENIOR HIGH SCHOOL if graduated
under the K-12 curriculum.

. Indicate in FULL all courses taken in college (e.g. ASSOCIATE IN ARTS, AB
ECONOMICS, BS PSYCHOLOGY).




