PERSONNEL ACTION SHEET

PERSONNEL DATA

	Name
	
	

	Address
	
	

	SSS No.
	
	TIN
	

	Employee No.
	:
	Department
	

	Position
	:
	
	

	Employment  Status
	:
	Date hired
	


PERSONNEL ACTION

	(Position)
	FROM
	
	TO
	

	(Status)
	FROM
	
	TO
	

	(Department)
	FROM
	
	TO
	

	(Salary)
	FROM
	
	TO
	

	
	
	
	
	

	
	
	
	EFFECTIVE DATE
	

	
	
	
	MO. BASIC SALARY
	



SUCH MOVEMENT IS SUBJECT TO FOREGOING TERMS AND CONDITIONS AND THE PROVISIONS OF THE COMPANY POLICY MANUAL. YOU ARE EXPECTED TO SHOW PROOF THAT YOU ARE CAPABLE OF EFFICIENTLY FULFILLING THE DUTIES AND RESPONSIBILITIES INCUMBENT UPON YOUR PRESENT POSITION.


CONGRATULATIONS!


AND WE TRUST THAT YOU WILL MERIT THIS MOVEMENT


         President





Chairman

CONFORME:

_____________________________


_______________________









      DATE

