
REPUALIC 0F THE PHILIPPINES

OFFICE OF THE PRESIOENT

Cagay an Economic Zone Authority OFFICE Qr Ivr q1 rD1y7,,

RECEIVED ..,

DATE / T,ME:

SUBJECT : REVISED GTIIDELINES FOR TIIRING OF EMPLOYEES BY

LOCATORS/INVESTORS AND OTHER CONTRACTORS THROUGH THE CAGAYAN

ECONOMIC ZONE AUTHORITY (CEZA)

Pursuant to the provisions of the Declared Policy of Republic Act No. 7922, otherwtse

known as the "Cagayair Special Economic Zone Act of 1995" the following guidelines are hereby

prescnbed for the guidance and compliance of all locators, contractors, investors and other

concerned in hiring of employees within the Zone.

ARTICLE I _ PROCEDURAL GTIIDELINES

Section l. Orientation of Locators. For this purpose, orientation shall refer to the

briefing of the locators/investors/contractors/sub-contractors (new or existing) by the CEZA

Labor Center on the updated guidelines, procedures and process of any labor related matters.

Section 2. Registration of Applicants. Pursuant to Section 152, of the

Implementing Rules and Regulations of the Republic Act No. 7922. all persons seeking

employment within the CSEZFP must first register and secrue clearance fiom the CEZA.

All applicants who seek emplo),rnent within the Zone must submit duly-accomplished

Manpower Regrstry Form (MRF). PreForma is attached as Annex "A" of these guidelines.

Section 3. Request for Recruitment Assistance To Fill-Up Job Vacancies. An

investor/locator/contractor shall address a formal request to CEZA by fitling up the Recruitment

Assistance Form (RAI). Pro-forma of Recruitment Assistance Form is attached as Annex "B" of
these guidelines.
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The locators are requested to assign their liaison officer for Labor- related matters.
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CEZA must be prepared to immediately address the manpower requirements of the

investors, locators and other contractors in order to hasten smooth commencement and operation

ofcompany. To carry out this responsibility, the CEZA shall do the following:

Determine the skills available and maintain a database and profile of the manpower

pool in Santa Ana and nearby towns;

b. Determine manpower needs of incoming CEZA investorVlocators, which can be

accomplished through direct coordination with the concemed investorflocator; and

Conduct a recruitment assistance activity on a monthly basis

a

c

Section 4. Evaluation of the Assistance Request. The CEZA Labor Center must

evaluate if the request for manpower of the locator/ investor is for a foreigrr national that has a

highly technical skill set. (Please refer to Section I I of this Revised Guidelines)

Section 5. Checking of Available Manpower. The CEZA Labor Center, upon

receiving the request for manpower, will check for the availability of qualified applicants fiom

the CEZA LEPO Database.

If there are no available qualified applicants found in the CEZA LEPO Database, the

Labor Center will post a notice ofjob vacancies through the following:

Srs.philjobnet.ph or the Public Employment Information System (PEIS) or any

updated system by the Deparment of Labor and Employment (DOLE).

b. CEZA Website, CEZA Santa Ana Bulletin Board, Santa Ana Municipal Hall, Santa

Ana Barangay Hall, Schools, and Social Media thru the Cagayan Public Employment

Service Office (CAPESO) Group on Facebook for at least (5) five working days.

Section 6. Direct Hiring Defined, Direct hting, for this purpose, shall refer to the

employrnenL/hiring of job-seekerVapplicants (whether currently employed by other compames

within the CSEZFP or not) to any position by the locator/ investor/ enterprise/ contractor/

subcontractor without going through the CEZA Labor Center processing.

a
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The rationale behind this policy is that the CEZA Labor Center, as established by CEZA"

has the authority to assist the investors/ locators/ enterprises in sourcing their employment/

m.rnpower requirements. To effectively carry out the task, the CEZA Labor Center discourages

each and every investor/ locator/ enterprise/ contractor to resort to dtect hiring. This policy shall

include all investors/ locators/ enterprises/ confactom/ subcontractors operating within the

Freeport Zone.

For this purpose, the CEZA Labor Cenler may allow direct hiring only in the following

rnstances

When an investor/ locator/ enterprise sought the help of the CEZA [-abcr. Center in

finding qualified applicant(s) for a certain position and the latter did not and cannot

provide qualified applicant(s) for the following reasons:

a No qualified applicant(s) in the CEZA LEPO Database;

b. No qualified applicant(s) responded to the job vacancies opened by the CEZA

Labor Center via posting online, around Santa Ana, and in Cagayan;

After all diligent efforts made by the CEZA Labor Center in frnding qualified

applicant(s), but to no avail.

Section 7. Job Fair. For this purpose, a Job Fair shall refer to the free-for-all

recruitment/ employment of applicants/ job seekers via campus- sponsored, commercial/

professional and community recruitment/ employment affair.

The investor/ locator/ enterprise may engage themselves in job fairs provided that a prior

notice to the CEZA Labor Center has been made: provided further, that representative(s) from the

CEZA Labor Center must be present during the conduct of the Job Fair.

c

In this regard, the CEZA Labor Center will notift the locator that they can proceed to

direct hire/ source/ recruit applicant/s: provided that the applicants they will to employ must lrst

register with the Labor Office.



Section 8. Endorsement of Applicants. lf there are qualified applicants in the

database, or qualified applicants who responded to the job postings, or qualified applicants from

the conduct ofjob recruitment assistance activity, the CEZA Labor Center shall submit a copy of

the qualified applicant's manpower registration form to the requesting investor/ locator/

enterprise/ contractor.

The investor/ locator/ enterprise/ contractor must inform the labor office if they need

more applicants aside fiom the applicants that was endorsed by the CEZA Labor Center.

The investor/ locator/ enterprise/ contractor must also inform the CEZA Labor Center of

the applicants who failed the initial screening due to lack of training or experience. (Please refer

to Section l2 ofthis Revised Guidelines)

Section 9. Interviews and Selection ofApplicants. Interviews, testing and selection

of qualified personnel shall be in the sole discretion ofthe investor/locator. CEZA Labor Center,

however, must ensure that the applicants pass the basic qualification requirements as set by the

investor/ locator, such as but not limited to: educational attainment, work experience, age, gender

requirement, etc.

Section 10. Employee Tracking System. All investorV locators must provide CEZA

with monthly report of employees' status, which shall include the list of hired employees and

employees deleted from their currently on-board personnel to keep Eack ofthe exact number of

employees of a particular enterprise in the Zone at any given time. Pro-forma of the Investors

Employment Report Form is attached as Annex "C" ofthese guidelines.

Section I l. Compliance with the Philippine Labor Code. CEZA shall rnonitor

enterprises'/ contractors' compliance with the labor standards of the Philippines to protect the

employees ofthe Zone. Attached as Annex "D" are the Salient Provisions ofthe Philippine Labor

Code on Labor Standards.

The CEZA Labor Center, together with the representatives from the Departnent of Labor

and Employment Region 2 (DOLE R02) shall conduct compliance inspections at least once a

month, to assure full compliance.



Section 12. Issuance of Certificate of Non- Availability (CNA). Pursuant to Section

156, of the Implementing Rules and Regulations of the Republic Act No. 7922, a CEZA

Enterprise desring to employ a foreign national must secure the issuance ofa Certificate ofNon-

Availability (CNA) fiom the Office of the Senior Deputy Administrator though the

recommending approval of the CEZA Labor Center.

The Certificate of Non-Availability will be issued to the locators pronded that no Filipino

citizen is qualified for the highly technical skilled position.

Guidelines in Securing a Certificate of Non- Availability (CNA)

l. The investor/ locatorl enterprise/ contractor must submit a duly accomplished

Recruitment Assistance Form (RAI).

2. Upon receiving the RAF, the CEZA Labor Center must evaluate the RAF if it requires a

highly technical skilled foreigr national.

3. If so, the Labor Center will initial the CNA to be forwarded to the Office of the Senior

Deputy Administrator for his approval.

4. Upon receiving the signed CNd the Labor Center must notifu the requesting investor/

locator/ enterprise/ contractor for the releasing of the certificate.

Upon the issuance of the CNA, the locators must apply for a Cagayan Economic Zone

Authority Working Visa (CWV) for their foreign direct hires with the Visa Processing

Departrnent. No CWV will be issued without a valid CNA from the CEZA Labor Center.

Section 13, Training and Development of Manpower. CEZA shall ensure that

present and future employment requirements and stardards of investors are met. CEZA Labor

Center, shall design and implement training strategies for the purpose of employee development.

CEZA Labor Center shall collaborate with different government agencies and the private sector

in conducting training and development activities.



The CEZA Labor Center shall annually conduct a Training Needs Analysis ofall locators

to formulate and design training programs and activities fit for the workforce in the Zone.

Attached in Annex "E" is the Training Needs Analysis Form ofthese guidelines.

Section 14. Labor, Employment and Productivity Section. CEZA shall form a Labor,

Employment and Productivity Section (LEPS) which shall implement and oversee these

guidelines.

ARTICLE II. EFFECTIvIT\'

Section 15. Effectivity. This Administrative Order shall take effect on 1 January 2018 and

shall be published in at least one (l ) newspaper of general circulation upon signing.

Administrator and cer

L.L



@ CagayanYconomic
Zone Authority CEZA.ODEP.LEPO-FO I

Note: Please W ot print legibly. This Fona k no, for sale.

Age
Ad&ess

MANPOWERREGISTRY FORM

Date of Binh: Place of Birth: Sex _ Civil Status
Religion Height:_ hoguage spoketr
TeVCPNo Email Address:

ELICIBILITIESI
CSC/Board/Ber, othen untter hwr R!titrg Drte of Enm License Nlmber

EDUCATIONAL BACKGROUND:
Level Nsme & Addr$! of School DcgrcdCourre Ye3r Grsdutt€d/

Yerr Lrst Atluded
Hotrors

Rmeived

Grrduat€ Shdie!
Colles€

Vocrtio[rl
Secondry

SKILLS/ COMPETENCIES skills uired th or work ce,

WORK EXPERIENCES rt with tha mo3t rccrut otre

Signrture of Applicetrt

Drte :

Spccialization/ Expertirc Ycen of
Expcrience

[lachine/
Equipmcnt Used

Tradc/ Occuprtion

Position Name of Apencv/ComoanyIr!clurive Dlt€s

Page I of2

POSITIONDESIRED :_
PERSONAL INFORMATION r

N.mc_

ruse r€Arntr rhtat lf necc.slry

I hctrby ccrtify thit thc informrdor h.rch glrc[ by D rrc G{mplct!, tntc lrd corr€ct.

Primary



Cagayan Economic
Zone Authodty@ MANPOWER REGISTRY FORM

CEZA-ODEP-LEPO-FO I

ACTIONS TAKEN BY COMPANY'S AUTEORIZED REPRESEN'IATIVf,:

obe the
Namc of Applicant:

Position D$ired:

Date of Birth:

*This Form muit be lill€d-up by the Comprtryrs ERD and must be submitted back to the CEZA. Labor
Center,

NOT ACCEPTED

ACCEPTED
REMARI$r

AUIIIORIZED REPRESENTATIVE
N DATE AND SIGNATURE

Page 2 of2

tr
T
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Cagayan Economic

Zone Authority@ RECRUITMENT ASSISTANCE FORM

CSEZFP Enterprise No.

Date:

Sitnature:

Control No. :

Company Name:

Address:

Authorized Representattue:

MANPOWER REQUIREMENT:

C)Local (-,lForeign

Position: No. of Personnel to be hired:

Qualifications Duties and tunctions

U5€ another sheet for more positlon

Deadline for Submission of Roster of Pre-qualified applicants:

Job lnterview Date: _ to Time: From to

Job lnteruiew Venue:

DOCUMENTS REQUIRED FROM APPTICANTS

61

2 7

3 8

4 9

5 10

Processed by: CEZA-LEPO OFFICER

CEZA.ODEP.LEPO.F03



,/

Cagayan Economic
Zone Authority

COMPANYNAME.

@ COMPANY NEEDS ANALYSIS FORM

CEZA-ODEP-LEPO-FO7

COMPANY NEEDS ANALYSIS (CoNA)

CSEZFP ENTERPRISE NO.:

SKILLS NEEDED WTIEN
NEEDED'I

NUMBER
REQUIR-E,D

REMARKS

CoNA DONE BY:

SIGNATURE:

NAME OF RESPONDENT:

POSITION:

DATE:
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VI, GENERAL LABOR STANDARDS

COMPLIANCE CUIDE

Applicable Labor Standards Retail and Service Establishments Non- Agriculture

Employing l-5
Workers

Employing I -9

Workers

Minimum Wage

Holiday pay N/A N/A

Premium pay

Overtime pay

Night Shift pay N/A

Service charge

Service incentive leave N/A N/A

Matemitv leave

Patemity leave

Parental leave

Leave for VAWC

Special leave for women

13'h month pay

Separation pay

Retirement pay N/A N/A

ECC benefits

Phil health benefits

SSS benefits

Pag-IBIG benefits

Reference: DOLE's Handbook Workers' Statutory Monetary Benefits



DEFINITION OF TERMS

A. MINIMUMWAGI.]

Republic Act No. 6721 (also known as the "tWage Rationalization Act'')mandates the

6-xing of the minimum wages applicable to different industrial sectors, namely, non-
agriculture, agriculture plantation, and oon-plantation, cottage/handicraft, and

retail/sen'ice, depending on the oumber of workers or capitalization or annual gross

sales in some sectors.

B. IIOLIT)AY P,,\Y

Holiday pay refets to the payment of the regular daily wage for any unworked regular

holiday.

C. PREMIUM PAY

Premium pay refers to the additional compensation for work perfomred within eiglt (8)

hours on non-work days, such as rest days and special days.

D. O\,'ERTIME PAY

Overtime pay refers to the additional compensation for work performed beyond eight (8)

hours a day.

E. NIGHT SHIF'T DIFFERENTIAL

Night Shift Differential (|,lSD) refers to the additional compensation often percent

(10o.1o) of aa employee's regular wage for each hour of work performed between 10 p.m.

and 6 a.m.

F. SERVICE C}-IARGES

P'.1. $[ariog

AII rank-and-frle employees of employers collecting sen'ice chatges are entitled to an

equal share in the eighty-frve percent (857o) of the total of such charges. The remaining

fifteen percent (150u0) of the charges maybe retained by management to answer for losses

and breakages and for distribution to managedal employees, at the discretioo of the

management in the latter case. Service charges are collected by most hotels and some

restaurants, nightclubs, cocktail lounges, among otiers.

F.2. Payments

'Ihe shares of the employees in the service charges shall be distributed to tlem once
e!€ry two (2) weeks or twice a month at intervals f,ot exceeding sixteea (16) days. Where
the company stopped collecting service charges, the average share previously enjoyed by
the ernployees for the past twelve (12) months immediately preceding such stoppage
shall bc integrated into their basic wages.



F.3. Tips

Where a restauraot or similar establishment does not collect service charges but has a

practice or policy of monitoring and pooling tips given voluntarily by its customers to its
employees, the pooled tips should be monitored, accounted, and distributed io the same

maflner as the service charges.

G. SERVICE INCENTTVE LEAVE

G.1. Coverage

Every employee who has rendered at least orie (1) year of service is entided to Service

Iocentive kave (SIL) of five (5) days with pay.

H. MATERNITYLEAVE

H.1 Coverage

This bene&t applies to all female employees, whether married or unmarried.

I. PATERNITY LEAVE

I.1 Coverage

Patemity Leave is granted to all married male employees in the private sector, regardless

of their employmeflt status (e.g., probationary, regular, contractual, proiect basis). The

purpose of this benefit is to allow the husband to lend support to his wife during her
pedod of recovery and/or in nursing her newbom child. Govemment employees are also

entided to the patemity leave benefrt. They shall be govemed by the Cird Service nrles.

J. PARENTAILEAVE FORSOLO PARENTS

J.1 Coverage

Parental leave for solo parents is granted to any solo parent or individual who is left
alone with the responsibility of pareflthood due to:

1. Giving birth as a result of rape or, as used by the law, other crimes against

chastity;

2. Death of spouse;

3. Spouse is detained or is serving sentence for a criminal conviction for at least

one (1) year;

4. Physical and/or meotal incapacity of spouse as certified by a public medical
practitioner;

5. kgal separation or de facto separation from spouse for at least one (1) year:

Provided tiat he/she is entrusted with the custody of the children;

6, Declatation of nullity or annulment of marriage as decreed by a court or by a
church: Provided, that he/she is entrusted with the custody of the chil&en;

7. Abandonment of spouse for at least one (1) year;



8. Unmarried father/mother who has preferrcd to keep and rear his/her
child/children, instead of having others care for them or g{ve them up to a welfare
institution;

9. Any other person who solely provides parental care and suppon to a child or
children: Provided, that he/she is duly licensed as a foster parcnt by the Department of
Social Welfare and Development @SWD)or duly appointed legal guardian by the cour!
and

"Violence agaiost women aod th& chil&en," as used in Republic Aca 9262 (the "Anti-
Violence Against Women and Their Children Act of 2004'),"refers to any act or a sedes

of acts committed by any person against a woman who is his wife, former wife, or
against a woman with whom the person has or had a sexual or dating relationship, or
with whom he has a common child, or against her child whether legitimate or
illegitimate, within or without the family abode, which will result in or is likely to resuit in
physical, sexual, psychological harm or suffering or economic abuse includiog threats of
such acts, battery, assault, coercion, harassment or arbitrary deprivation of liberty."

L. SPECIAI LEAVE FOR WOMEN

L.l. Coverage

Any female employee regardless of age and civil status shall been tided to a special

leal'e benefit under such terms and conditions provided herein.

N'I. THIR'I'IIEE,NI'TI- MONTI] PAY

M.1 Coverage

All employers are required to pay their rank and fi-le employees thirteenth-month pay,

regardless of the nature of their employment and irrespective of the methods by which
their wages are paid, provided they w-orked for at least one (1) month during a calendar
year. 'fhe tlirteentl-month pay should be given to the employees oot later than
December 24 of every year.

N. SEPARATION PAY

Separation pay is given to employees in instances covered by Articles29S ad 299
(formerly Articles 283 ar,d 284) of the Labor Code of the Philippines. An employee's
entidement to separation pay depends on the reason or ground for the termination of his
or her services. An employee may be terminated for just cause (.e., gross and habitual
neglect of duty, fraud, or commission of a crime), and other similar causes as enumerated
under Article 297 (formerly Article 282) of the Labor Code and, geoerally, may not be
entitled to separation pay,dd on the other hand, where the termination is for authorized
causes, separation pay is due.

10. Any family member who assumes the responsibility of head of family as a

result of the death, abandonment, disappearance, or prolonged absence of the parents or
solo parent Provided, that such abandonment, disappearaflce, or prolonged absence lasts

for at least one (l) year.

K. LEAVE FOR VICTIMS OF VIOLENCE AGAINST WOMEN AND TI{EIR
CHILDREN



O. RETIREMENTPAY

O.1 Coverage

1. Employees shall be retired upon reaching the age of sixry-. (60) years or more
but not beyond sixty-fir,e (65) years old [and have served t]re establishment for at least

6ve (5) yearsl.

2. This benefit applies to all employees except:

1) Govemment employees;

2) Employees of retail, service and agricultural establjshnents/operations
regularly employing not more than ten (10) employees.

P. BENEFITS UNDER THE EMPLOYEES' COMPENSATION PROGRAIU

P.1. the Employees' Compensation Program

The Emplol'ees' Compensation Progtam @CP) is a govemment progtam designed to

provide a compensation package to public and private sector employees or their
dependents in the event ofwork-related sickness, injury, disability, ot death.

Q. PHILHEALTH BENEFITS

Q.1. the National Flealth Insurance Program

The Nationa.l Health lnsurance Program Q.JHIP), formedy knos,n as l\{edicare, is a

health insurance program for SSS members and their dependents whereby rhe healthy

subsidize the sick who may 6nd themselves in need of financial assistance when they get

hospit,lized. The Philippine Health Insurance Corporation or Phil Health is the

mandated administrator of the Nledicare program (now knos'n as NHIP)under the

National Health Insuance Act of 1995 S.epublic Act 7875).

R. SOCIAL SECURITY BENEFITS

R1. the Social Securiry Progam

The Social Security Program provides a prckage of benefits in the event of death,

disability, sickness, matemity, and old age. Basically, the Social Security System (SSS)

provides for a replacement of income lost on account of the aforementioned
contingencies.

S. PAG-IBIG BENEFITS

S.1. the Home Development Mutual Fund (HDMF)

The Home Development Mutud Fund, othetwise known as Pag IBlG@agtumlungan sa

kinabukasan: Ikaw, Bangko, Industriya at Gobyemo)Fund is a mutual provident savings
system fot private and goveffiment employees and other eeming groups, supported by
matching mandatory contributions of their respective employers wi*r housing as the
ptimary invesmrent,

FOR FULL REFERENCE, YOU MAY \'ISIT V\X\X/.DOLE.GOV.PH



TAL.FI NOTE:

I. IUAGES

a

a

a

The current minimum u/age rate in Rdoo 2 is Php 340.0o/day. (Please risit the

CEZ,A Labor Center or the Department of Labor and Employment Region 2 fot l-ny

updates tegarding the wage order.)

All minimum wage eamers in the private sector are covered by wage orders,

regatdless of their position, designation or status of employment and irespective of
the method by which tbeir wages are paid.

Excluded from the coverage of the minimum wage law are the following:

1. Household or Domestic Helpers;

2. Persons employed in the petsonal sen'ice ofanother;

3. Workers of registered Barangay Micro Business Establishments @NIBEE

Basis for computing the minimum vage on the normal wotking hours shall not
exceed eight (8) hours ofwork a day.

The basis for entidement to COLA is whether or not a vorket is paid the basic pay.

Accotdingly, a worker who is not paid the basic pay is not entided to the COLA.

The transfer of personnel to areas outside the NCR shall not be a valid gtound for
the reduction of tlre v'age rates being enioy'ed bv the workers prior to such transfer.

The workers transferred to the National Capital Region shall be entided to the

minimum wage rate applicable therein.

The minimum wage for workers who, by the nature of theL vork have to travel, shall

be those applicable in the domicile or head office of the employer. The minimum
wage rates of workers working in branches or agencies of establishments in or
ouside the NCR shdl be those applicable in *re place where they are stationed.

Exemptions from wage order ate allowed: Ptovided, that the rvage otder expressly

provides for exemption. The follorving exemptible categories: (f.lWPC Amended
Rules on Exemption)

1. Distressed establishments;

2. New Business Enterprise;

3. Retail/Sen'ice establishments regularly employing not more than ten (10)

workers; and

4. Establishments adversely affected by natutal calamities

The maximum duation of exemption is one (1) year ftom effectivig' of the wage
order.



All workers paid by resulg ioduding those who ere paid on piece wotk, "takay", or
task bases, shall be entided to receive not less than the ptescribed dzily minimum
wage or a propottion thereof for votking less than eight (8) hours.

I\finimum wage earners shall be exempt from pay'ment of income ta-x. (Sec.2(2) of
RA 9504 National Intemal Revenue Code)

The tax exemption on minimum wage covers holiday pay, overtime pav, night shili
differential, md hazar.d pay, if any. 6A 9504 and BIR Revenue Memotandum

Circular No. 23-2011)

!rAGE- RELATED BENEFITS

Eight (8) hours is the normd work hours in a day.

60 minutes or t hour time-off for regular meals should be provide by the employer.

It is non- compensable.

A test day of 24 consecutive houts or 1 day for every 6 days of work should be

scheduled by the employer upon consultation r*'ith the wotkets.

There are 72 tegolrt holidays under Executive Order No. 292 as amended by RA
9849:

The condition so that an employee will be entided to holiday pay:

1. He/ She should be present on the wotkday immediately preceding the tegular
holiday;

a

a

a

II

Nerv Year's Dav January 
'l

Nlaundy Thursday Nlor,ablc Datc

Good Friday N{ovable Date

Araw ng Kagitingan April 9

Labor Dar Mav 1

Indepcndencc Dav Junc 12

National Heroes' Day Last Nlonday of August

Eid'l Fir t\lovable Date

Eid't Adha IVloveble Date

Bonifacion Day Novembct 30

Christmas Day December 25

fuzal Day Decembcr 30



a

2. He/ She should be on leave of absence with pay on the day immediately
preceding the regular holiday.

The holiday pay of an employee fot any unworked tegular holiday, 100% of the
employees daily wage rate.

Fot work performed on a regulat holidan plus 100% or a total of 200% of the

emPloyee's daily wage rate.

Premium pay refers to the additional payment for work within 8 hours on rest days

or special days.

Plus 3070 of the daily basic rate or a total of 730oh fot work performed on rest dav or
special day.

Plus 50% of the daily basic tate or a total of l\Ooh for q,ork performed on a special

day falling on the employee's rest day.

Plus 30% of the daily basic r te or 
^ 

total of 260Vo fot work performed on a regular

holiday falling on the employee's rest day.

Overtime pay refers to the additional pay for work performed in excess of 8 hours a
d"y.

Plus 25% of the hourly rate for work performed in excess of 8 hours on ordinary'

d"y.

Plus 30% of the hourly rate for work performed in excess of 8 hours on test day

special day or regu.lar holiday.

Night shift differential refers to the additional compensation fot rx'otk performed

from 10:00 o'clock in the evening to 6:00 o'dock in the moming.

Plus 10% of the houdy rate for work between t0:00 o'clock in the evening and 6:00

o'clock in the moming.

I-eave beneEts that an employee is entided to under existing laws:

1. 5 days service incentive leave with pay for employee who has rendeted at least 1

yeat of serv"ice. (Article 95 of the Labor Code, as amended)

2. Nlatemiry kave of 60 days for normal delivery and 78 days for caesarian section
delivery for every pregnant employee in the private sector, whe*ret marded or
unmarried. A female employee should be an SSS membet and must have paid at
least 3 monthly contributions within the 12-month period. (X.A 1161, as amended
by RA 8282)

3. 7 days Patemiry kave for all married male emplovees in the private sector
regatdless of status of employment. The purpose of this benefit is to allow the
husband to lend support to his wife during het petiod of recovery and/or in
nursing her newbom chiid. EA 818?

Conditions for entidement



1, He is an employee at the time of the delivery of his child;

2. He is cohabiting with his spouse at the time that she gives birth or suffers a

miscarriage;

3. He has applied for patemity leave uith his emplol'er within a reasonable

period of time; znd

4. His wife has given birth or suffered a miscarriage.

7 days Solo Parent l:ave is granted to a solo parent to enable him/her to perfomr
parental duties and responsibilities where physical plesence is required. EA 8972)

Conditions for entidement:

1. He/sbe has rendered at least 1 year ofservice, whether continuous or broken;

2. He/she has nodfied his/her employer that he/she will avail himself/herself of it,
within a reasonable period of time; and

3. He/she has presented to his/her employet a Solo Parent Identification Card,

which may be obtained from the DSWD office of the city or municipality whete
he/she resides.

10 days kave for Victims of Violence against Vbmen end their Children (VAV C) is

granted to women employees who are victims of physical, sexual, psychological harm

or suffering, or economic abuse. The leave benefit shall cover the days that the

woman employee has to attend to medical and legal concems. BA 9262)

Conditions for entidement:

The victim woman employee should present to her employer a certification from
the barangay chairman (Pr:nong Barangay) or banngay councilor (Barangay

Kagawad) or prosecutor or the Clerk of Coun that an action relative to the

matter is pending.

Special Leave for \Uomen of 2 months vith fuU pay who have rendered continuous
aggregate employment service of 6 months for the last 12 months, foilowtng sufger,

caused by ginecological disorders. (RA 9710)

Service charges tefer to the amount collected by hotels, testaurants and similat
establishments.

85% of the total of service charges shall be given to all rank-znd-file employees and
75o/o mzy be retained b1' manegement to answer for losses and breakages and for
distribution to managerial employees.

The disuibution of service charges shall be distributed once every 2 weeks or ru.ice a
mon*r at intervals not exceeding 16 days.

The amorrnt of 13dr month pay shail at least be 1/12 of $e total basic salaty.eatned
for the year by any rank-and-file employ-ee. It should be given to the employees not
later than December 24 of every yeat.

a

a



Retirement pay is the amount given an employee who has reached the ap;e of 60 years

for optional retirement and 65 years old for compulsory and who has sen'ed the

company for at least 5 years in the senice.

Retirement bene6t compute as Minimum retirement p^y = 22.5 days x daily rate x

number of years of service

For questions or queries, you may visit the CEZA l,abor Center at the I-EPS CEZA
Complex, Brgy. Centro, Sa. Ana, Cag;ayztr, Philippines 3514. Or you may also visit the

Department of Labor and Emplovment Region 2 (DOLE R02) at the Regional

Govemment Center, Carig Sur, Tuguegareo City, Caggym, Philippines 3500

a



DIRE,CTORY OF OFF'ICES



CONTACT NUMBERS EMAILADDRESS

CE7-A }IANAGEN{ENT OFFICES

Administratot and
CEO

636-577 6 inlo(gccza.t:rrv.pL

Senior Deputy
Administrator

Office of the
7 47 -7 561 inio@iccra.stx'.1:h

ce of the Depuw
Administrator for Operations

of6 636-5778 info(dceza..gor'.ph

Of6ce of the Deputy
Administrator for Administradon

636-5780 info@ce za.gov.ph

N,TINISTRATIADCE,ZA No oFFICES

Depatmeot Manager for
Support Services

636-5780 info@;ceza.21ov.ph

Dcpartment lvf anager foi
Plaming and LfIS

6i5-2392 info@lceza.gov.ph

Human Resoutce Division 636-5780 ccza_hrd@1,ahoo.cor.n

Finance Sen'ice Dirision 687 -2466 icfo[Zjceza.gov.ph

Legal Of6ce 636-5778 inlir@ceza.gor'.ph

Property/Supply Division 687 -2466 iatb@ceza,gol'.ph

MIS Drvision 636-577 6 mis@;eza.gov. ph

CEZA OPERATIONS OFFICES

usiness Development and
Marketing Division

B 635-2392 nfo@cczz.gcw.ph

CWV Section 747 -3058 info@ceza.gov.ph

Port Operations Section (02) 7o3 7360 info@ceza.gov.ph

Community Services Division (oz) 703-7360 info@cezagrv.ph
Secudqv and Disaster Division (02) 7o3 7360 info@ceza.gov.ph

Labor and Employrnent
Productivitl Section

(02) 703-7360 jalepoceza@gmailcom

and Environmenta.l
Safeq' Division

Industrial (02) 703-7360 info@ceza.gov.ph

Emplolment Region 2 @OLE
R02)

Department of Labor and

Office of the

OTHER OFFICE

(078) 304-508-5 d( iefi\@gnailcom
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MEMORANDU M

FOR SECRETANY RAUL t. TAMEINO

Administrator & CEO

SUBJECT CAGAYAN FREEPORT: TOCATORS' TABOR RETATEO GUIDE

DATE January 31, 2018

Submitting herewith our cagayan Freeport: Locators'Labor Related Guide. The guide includes the
following Administrative orders:

1. Revised Guidelines for hiring of employees by investors/locators and other contractors through

the Cagayan Economic Zone Authority (CEZA); and

2. Revised Guidelines for filing, hearing and resolving of labor related complaints.

This Guide was prepared by our LEPO Officer Mr. Polo Saint Vincent Rodriguez in cooperation with the
undersigned. The same was already reviewed by Atty Frederick Fausto Madriaga lll and Atty Joy

Alameda.

For your approval and signature of the attached Administrative Orders.

DO C. CR

ial Assistant to ACEO &
C-DA for Ad min istration

APPROVED BY:

Ad ist o

-,ffi.m:;
Head, Technical Assistant/olc Sta Ana &

Tuguegarao Offices



MEMORANDU M

FOR SECRETARY RAUL I. I-AMBINO

Administrator & CEo

THRU ATTY BYRON G. SAN PEDRO

Senior Deputy Administrator

SUBJECT CAGAYAN FREEPORT: LOCATORS' TABOR RETATED GUIDE

DATE January 31, 2018

Submitting herewith our Cagayan Freeport: Locators' Labor Related Guide. The guide includes the
following Administrative orders:

1. Revised Guidelines for hiring of employees by investors/locators and other contractors through
the Cagayan Economic Zone Authority (CEZA)

2. Revised Guidelines for filing, hearing and resolving of labor related complaints

This Guide was prepared by our LEPO Officer Mr. Polo Saint Vincent Rodriguez in cooperation with the
undersigned. The same was already reviewed by Atty Frederick Fausto Madriaga lll and Atty Joy

Alameda.

For your approval and signature of the Administrative Orders.

RDO C.nlt
ial Assistant to ACEO &

OIC-DA for Ad ministration

TAURENCE M. UMAYAM

Head, Technical Assistant/olc sta Ana &
Tuguegarao Offices
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This Guidebook was produced by the Cagayan Economic Zone Authotity
(cEzA).

It is a compilation of all the current pertinent rules, regulations, procedures
and guidelines for labor related matters as of date of release and therefore

are subject to review and amendments from time to time by the CEZA.

Readers are encouraged to verif with the Labor and Employment
Productivity Office or the CEZA Management the curent and latest

updates of all the provisions therein.

$anuary 2018)
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The Cagayan Economic Zone Authority (CEZA) v-elcomes ),ou to the Cagavan

Freeport.

As an investor in this Freepoft, you are nour part of the vibrant and dynamic

business c[mate at the crossroads of intemational shipping routes between t]re
lWest Coast of North America, Far East and Southeast Asia. As a valued member

of a thriving business communiq' and foreign investor, you can look forward to
fulfilling business experiences afld growth opportunities here.

CEZA, as a govemment owned and controlled corporation (GOCC), is committcd

to address the high unemplol'ment rate in the Philippines, particularly the

immediate surroundings of the Freeport.

CEZA, through the Labor and Employment Productivity Office (I-EPO), shall

trcat your company fairly and with utrnost transparency, and provide professional

assistance and timely response in keeping with highest standards of ethical

business.

CEZA, through the LEPO, is ready to assist 1'ou in providiog manpower aod other
labor related matters with speed and ease as possible.

It is worthy to mention, too, that the CEZA has been consistent in his mandate in
maintaining industrial peace, halmony and productivity with the Freeport. In this

aspect, your cooperation and compliance shall be most vital.

Pulpose of dris Guidebook

This Guidebook is intended for the use of all CEZA locators, it provides a clear
view of the general rules, guidelines, process and procedures in labor related
matters for the operation of your business.

It also provides the investors with up to date administative orders and other
updates coming from the Department of Labor and Employment @OLF).

For new investor, this Guidebook provides the simplest and critical details for
labot related matters, including which the LEPo is tasked to delivet after-care
investor services and assistance in addressing particular concerns.

For cxisting investor, this Guidebook serves as a reference to the process and
procedures vial to the continuity of operations.

Introduction



GIiNERAL INFORILATIoN

THI1 CE7.A,

The Cagayan Economic Zone Authoriry (CF,ZA) is a government ov-ned and

controlled corporation that was created by virnre of Republic Act 7922, otherwise
known as the "Cagayan Special Econorntc 7,one Act of 1995". It was authored by
Senator Juan Ponce Enrile, a native of Cagayan Province, and approved by thcn
President Fidel V. Ramos. It has becn tasked to managc and supervise the

development of the Cagayan Special Economic Zone and Freeport (CSEZFP).

Ftom 1997 up to the present, CEZA continues to initiate several projects to
promote development in the CSEZFP. As an economic zone, it aims to develop
the whole area into a self-sustaining industrial, commercial investment, financial
and tourism-re creational center and, likewise, with suitable retirement / residential
areas. As a Freeport, it operates as a separate customs territory similar to Hong
Kong Singapore, I-ubuan in Malaysia and Hamburg in Germany. It is envisioned
to be a major transshipment point for trade in the Asia-Pacific rim. In this light, it
now opens itself to interesting business opportunities with attactive incentives and

advantagcs for interested investors that would like to register in CEZA. These

developments are all deemed toward atuacting legitimate and productive local and

foreign investrnents and, thus, creadng employrnent opportunities in and around
the Freeport.

OURLOCATION

The Cegtyan Special Economic Zone and Freeport (Cagayon Freeport) is located
at the northeastem tip of the Philippines surrounded by the waters of Balintang
Channel, China Sea and the Pacific Ocean. It covers the entjte Municipaliry of Sta.

Ana and the Islands of Fuga, Barig Mabbag in the Municipalitl of Aparri in the
Province of Cagaym - with approximately 54,118.95 hectares of urban, suburban
and agto-industrial lands for prime development.

It is strategically located between the Pacific Ocean and China Sea and enjoys
ptoximity to lucrative overseas market such as Taiwan, Hong Kong japan, Korea,
and the People's Republic of China. It is in fact situated at the crossroads of
intemational shipping routes berween the West Coast of North America, Far East
and Southeast Asia.

The cagayan Freeport operates as a separate customs territory similar to Hong
Kong, Singapore, Lubuan in Malaysia and Hamburg in Germany.

T\e cagayan Freeporr is approximately a 45-minute flight from Kaoshiung
Taiwan's largest industial and shipping center, and onry a few minutes longer from
Hong Kong.



VISTON:

"Cagayan Special Economic Zone arid Freeport is an international gateway and

hub of diverse afld sustainable industries and dynamic economic activities in Asia
Pacific, which catalyzes inclusive growth and local development in Northem
Philippines."

MISSION:

"To develop, promote, manage and operate the Cagayan Special Economic and

Freeport Zone ts a vibrant investrnent hub for transshipment/ logistic services,

agro- industrial business, and attractive tourist destination in order to generate new
and local foreign investment, income and emplol-rnent parallel with the

development of infrastructure system to priority industry players."



LOCAL MANPOWER

SECTION I



A. MANPOWERPOOLING

Objective:

To be efficient in recruitrnent assistance to the locators in providing qualiEed manpower.

OfEce-In-Charge

Departrnent

Office l,ocation

Contact Number

Business Hours

TAI(E NOTE:

The investor/ locator/ enterprise may
engage themselves in job fairs;
ptovided that a prior notice to the
CEZALabot Center has been made;

Provided 6rrther, that representative (s)

from the CEZALrbot Center must
be present duing the conduct of the

Job Fait.

I-abor and Employrnent Productivity Section

Operations Departrnent

CEZ{ Complex, Br1ry. Centto, Sta. Ana, Cagzyan 3514

(02) 703- 7360

Monday- Friday (8:00ANt - 6:00PM)

(lrlo Noon Break)

a

PROCESS FLOW

MANPOWER POOLING

START

CONDUCT JOB RECRUITMENT ASSISTANCE

ACTIVIW

RECEIVE MANPOWER REGISTRY FORM (MRF)

FROM APPLICANT/S

EVALUATE

ENCODE

FILE

REPORT

END



Objective:

To be able to assist in providing qualified manpower, and address the acquired manpower needs of
the locator in the Freeport Zone.

Office-In-Charge

Departmeflt

Office Location

Contact Number

Business Hours

TAI(E NOTE:

I-abot and Employment Productivity Section

Operations Departrnent

CEZA Complex, Brgy. Centro, Srz- Ane., Czgzytn 3574

(02) 7O3- 7360

Monday- Friday (8:00ANI - 6:00PIIQ

(l,Io Noon Break)

'Ihe Recruitmcnt Assistence Form (RAF) is

dornloadable at t.,irr'.i!Z!..i!)1tph

The locator can send the duly-accomplished
RAF to U|::t,,,, ,2.:!f;rr.r I t, ,nr or thq can

submit dirccdy at thc CEZA Labor Ccotcr.

Should the locator desire to cmploy e higlr\
technical skilled forcign crnploycc' thcy must
app\' for the issuancc of e CcrtiEcatc of
Non-Availability ftom the CEZA I-abor
Center.

The locator/s are ftee to direcdy hire/
source/ recruit applicant/s with the
f-olloving circumstzoccs:

o Thc CEZA Iabor Ceorcr failcd in
finding qtralifi ed applicans.

No applicant/s respurded to the
job postings made by the CEZA
I-abor Center

PROCESS FLOW

RECRUITMENT ASSISTANCE

START

RECEIVE RECRUITMENT ASSISTANCE FORM (RAF)

EVALUATE

CHECK AVAILABILITY OF MANPOWER

ENDORSE APPLICANT/5

RECEIVE FEEDBACK REPORT

UPDATE DATABASE
o

o No qurlificd applicant/s in *re
LEPO Database-

Prorided, that the applicants rhcy wish to directly
cmploy must tirst registcr to the CEZ\ I_abot Center

o The locator/s must inform tic CEZA l,abot
Ceoter if t}tcy nced more applicants aside
ftom the applicants that wcrc cndorsed by

END

B. RECRUITMENTASSISTANCE



C. MANPOWERINVENTORYREPORT

Obiective:

To monthly monitor the satistics, demogtaphics, as well as the starus of the workforce inside the
Freeport Zone.

Office-In-Charge

Department

Office l-ocation

Contact Number

Business Houts

TAKE NOTE:

Labor and Employment Productivity Section

Operations Deparrnent

CEZA Complex, Brgy. Centro, Sta Ana, Cagryan 3514

(o2) 7o3- 7360

Monday- Friday (8:00AM - 6:00PN{)

Q.{o Noon Break)

The locator/s shall submit a monthly
invcntory report to the CEZA Labor
Center.

The locator/s shall provide a hard
and soft copy of the inventory report
to the CEZA Labor Center. The
hatd copy must be submitted to the

CEZA Labot Center, and the
locator/s may send their soft copy to
ialepoccza(algmail.com

PROCESSFLOW

MANPOVER II\MNTORY REPORT

START

NOTIFY LOCATOR/S

RECEIVE REPORTS

UPDATE DATABASE

SUBMIT REPORT AND RECOMMENDATION

END

o 'I'he forms will be ptovided by the
CEZA Labor Ccnter.



D. I.ABOR ARBITRATION ASSISTANCE

Objective:

To enswe industrial peace and harmony between employers and employees within the Freeport
Zote.

Office-In-Charge

Deparunent

Oft-ice I-ocation

Contact Number

Business Hours

TAKE NOTE;

The CEZA Labor Centcr shall receive

complaints relative to labor disputes.

The labor complaiot may be in a
writtea or typed format and a
supporting evidence must be included
in fte report.

The complaint must be subscribed and

swom to before a Notary Public or any
person authorized by law to administer
oath.

No complaint hvolving labor disputes

shall be filed with the NLRC without
the endorcement of the CEZA Labor
Center which certifies that all efforts of
conciliation or settlement have failed,
or that the setslement reached has been
repudiated by the parties. Such
repudiation shall be suflicient basis for
the eldorseinent ofthe complaint to the
NLRC.

Labor and Employment Productivity Section

Legal Of6ce

Operations Departrnent

CEZA Complex, Brgy. Centro, Stz. Al:a,Cag y^n 3514

(02) 703- 7360

Monday - Friday (8:00AI\t - 6:00PN{)

(No Noon Break)

PROCESS FLOW

I.ABOR ARBITRATION ASSISTANCE

START

VERIFY

TRANSMIT TO LEGAL OFFICE

RECEIVE RECOMMENDATION

NOTIFY BOTH PARTIES FOR PARLEY

REPORT TO LEGAL OFFICE

MON ITOR

END

RECEIVE LABOR COMPLAINT REPORT



E. MANPOWERTRAININGANDDEVELOPMENT

Objective:

To provide the locators md/ot CEZA organized groups, with manpower possessing the necessary

abilities and skills for them to be qualified and 6aed to nzork within the Freeport Zone.

Offrce-In-Chatge

Departnnent

OfEce Location

Contact Number

Business l-Iows

TAffiNOTE:

I-abor and Emplo]"rnent Productirity Section

Operations Deparunent

CEZA Complex, Brgy. Cenuo, Sta. Ana, Czgayan 3514

(02) 703- 1360

Monday- Friday (8:00ANt - 6:00PI\4)

@.{o Noon Break)

The CEZA Iabor Ceoter must provide
a Company Needs Analysis (CoNA)

Form to all locators' Human Resource

(HR) personnel.

The CoNA is conducted at the last

quader of the year.

In conducting the training, dre CEZA
labor Center urill only assist in the
coordination, facilitation and

supervision of the training.

A copy of the evaluation scores will
also be fumish to the locator/s.

PROCESS FLOW

MANPOWERTRAININGAND
DEI'ELOPMENT

START

CONDUCT COMPANY NEEDS ANALYSIS (CoNA)

CONSOLIDATE RESULTS

DRAFT TRAINING PROPOSAL

SUBMIT

CONDUCT TRAINING

RECEIVE EVALUATION

SUBMIT SUMMARY REPORT

MON ITOR

END



Available Forms

* All forms arc frce and oot for sde.

For more information" you may visit the Labor Ceflter located at the LEPS CEZA Complex, Brgi. Centro,

Sta. Aaa, Capgy'an.

FORl\IS HOWTO GET FOR WHERE TO SUBMIT

Rccruimrent
Assistance

Fomr (RAI)

L\\ !-! !:4rj1!r!jll or
IIPS, CEZA Compler,
Brgy. Cenro, Sa. An4

Cagayao

I-ocators rgho are

requesting for
manpo\/ef.

OI

at thc LF.PS (.E2,\
(.r>mplcx, Rrgr-. Sua. ,\na,

Cagalan

Manpower
Rdstry Fomr

O{RD

I-EPS, CEZA Complex,
Brgy*. Centro, Sta. Ana,

Cagryn

Applcants who seek

employn,ent in the

Freeport.

LEPS CF.ZA Conrplex,
Brgv. Sta. Ana, Cagayan

Manpower
Invcntory

Report (N{IR)

IIPS, CEZA Conrplex,
Brp-. Centro, Sta. An4

C.agayan

I-ocators fot
monthly monitoring

of employees

Fot Hard Copies:
I-EPS CF:,ZA Complcx,
Brgy. Sta. Ana, Cagayan

Fot Soft Copies:
Irlel) li.c( )lT'l

Company
Needs Analysis

(CoNA)

LEPS, CEZA Complex,
Brgl'. Centro, Su. Ana"

C,agayarr

Locators to be

conducted at the last

quarter of the year

LEPS CEZA Complcx,
Brgy. Sta. Ana, Cagavan



SECTION II
FOREIGN MANPOWER



A. ISSUANCEOFCERTIFICATEOFNON.AVAII-ABILITY

Objective:

To ensure that the Cenificate of Non-Availabiliq' (CNA) is being issued to the locatots provided
that no Filipino citizen is qualiEed for the highly technical skilled position.

Offrce-In-Charge

Deparmrent

Office I-ocation

Contact Number

Business Hours

TAKENOTE:

a

Labor and Employment Productiviq' Section

Of6ce of the Senior Deputy Administrator

Operations Deparrnent

CEZA Complex, Brgy. Centro, Sta. Ana, Cagtl'an 3514

(02)703- 7360

Monday (8:00AI\[ - 6:00PIt{)

Q.{o Noon Break)

The Recruitrnent Assisance Forrn

S.AF) is downloadable at the

rrl-rv. ccza.gor,.Ilt

The locator/s can submit duly-
accomplished RAF via email -
jalepoceza@gmail.com or they can

submit ditecdy et the CEZA Labor
Center.

The locator/s must inform the

CEZA Labor Center should they
wish to employ a highly skilled
foteign national.

The CNA is thc Iirst step in securing
a CLIZA Working Visa.

PROCESS FLOW

ISSUANCE OF CERTIFICATE OF NON.
AVAILABILITY

START

RECEIVE RECRUITMENT ASSISTANCE FORM (RAF)

EVALUATE

DRAFT THE CERTTFTCATE OF NON- AVATLABTLtW (CNA)

TRANSMIT TO THE OFFICE OF THE SENIOR DEPUTY

ADMINISTRATOR (OSDAI

RECE IVE SIGNED CNA

RELEASE

END

a



Documents and Fees

For more information, 1'ou may visit the CEZA Wbrking Visa (CVnf Section located at

the 76 floor, Westar Bldg., Shaw Blvd., Pasig City. Or you may contact this number 747-

3058.

CEZAWORKING VISA

DOCUMENT FEES

Certificate of Non- Availabiliry (CNA) None

Provisional Permit to \ffork (PP!O us$s0.00

CEZAWorkingVisa (CW\D us$100.00

Cancellation Order Php 1,000.00

CEZA i-Card US$200.00 Qyearc)

Re- Stamping Php 1,000.00

Lost Visa @amaged or Lost Passport) Php 1,000.00

Certification Php 250.00



SECTION III
FORMS, ADMINISTRATIVE ORDERS, GENERAL

LABOR STANDARDS
This scction providcs a sample of thc forms, updated administrative orders, and other labor
related laws.



\J
Cagayan Economic

Zone Authority

Company Name:

Addrers:

RECRUITMENT ASSISTANCE FOR]VI

CEZA.ODEP-LEPO-FO3

CSEZFP Enterprlse No,

Date:

Signature:

Control No. :

Authorized Representative:

MANPOWER REQUIREMENT:

Loca! Foreign

Position: No. of Personnel to be hired:

Qua lifications Duties and Functions

Use another sheet for more posltion

Deadline for Submission of Roster of Pre-qualified applicants:

Job lnterview Date: _ to Tlme: From _ to _
Job lnterview Venue:

DOCUMENTS REQUIRED FROM APPTICANTS

1 6

2 7

3 8

4 9

5 10

Processed by: CEZA-IEPO OFFICER



Cagayan Economic
Zone Authority

MANPOWER REGISTRY FORM

CEZA.ODEP.LEPO.FO I

PERSONAL INFORMATION:
Name:
Address :

Level Name & Address of School Degree/Course Year Gradurted/
Year Last
Atlended

Honors
Received

Graduate Studies
College

Vocational
Secondary
Primarv

Date ofBinh: Place of Birth: Sex: Civil Status

Religion:_Weight:_ Height:_ Language spoken:
TeUCPNo. Email Addrcss:

ELIGIBILITIES:
CSC/Board/Bar, others urder specirl laws Rating License Number

EDUCATIONAL BACKGROUND:

SKILLS/ COMPETENCIES Indicate Iic skills uired throu trsinin or work ex nence.

WORK EXPERIENCES rt wilh the most r€cent one

ruse separat€ sheet if necessary

I hereby cenify thrt the informatiotr herein given by m€ are complete, true and correcL

Signature of Applicant

Date:

Trade/ Occupation Specialization/ Expertise Years of
Experience

Machine/
Equipment Used

lnclusive Dales Position Name of Agency/Company

Nole: Please lype or print legibly. This Form is not for sale.

POSITION DESIRED :

Age: _

Date of Exam



v
Cagayan Economic

Zone Authority
MANPOWER REGISTRY FORM

CEZA-ODEP-LEPO-FO I

ACTIONS TAKEN BY COMPANY'S AUTHORIZED REPRESENTATIVE:

be accom the
Nsme of Applicsnt:

Position Desired:

Dste of Birth:

*This Form must be lilled-up by the Compsny's HRD and must be submitted back to the CEZA Lrbor
Cetrter.

NOT ACCEPTED

ACCEPTED
REMARKS:

AUTHORIZED REPRESENTATIVE
DATE AND SIGNATURE

tr
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Cagayan Economic
Zone Authority@ COMPANY NEEDS ANALYSIS FORM

CEZA-ODEP.LEPO-FO7

COMPANY NEEOS ANATYSIS (CoNA}

CSEZFP ENTERPRISE NO.:COMPANY NAME:

CoNA DONE 8Y:

SIGNATURE

NAME OF

SXILTS NEEDED WHEN

NEEOED?

NUMBER

REQUIRED

REMARKS

I

FOSInO :_
NATE.-



V. ADMINISTRATI\E, ORDERS

List of CEZA AOs for Labor- Related Matters

1. CEZAADMINISTRATI\TE ORDERNO.OO1

2. CEZA ADMINISTRATTVE ORDER NO. OO2

REVISED GUIDELINES FOR FILING, HEARING AND RESOL1TNG OF
I.ABOR- RELATED COMPI.AINTS

For more hformation, you may visit the LEPO CEZA Complex, Brgy. Centro, Sta. Ana,

C^B y*.

REVISED GUIDELINES FOR HIRING OF EMPLOYEES BY
LOCATORS/INVESTORS AND OTHER CONTRACTORS THROUGH THE
CAGAYAN ECONOMIC ZONE AUTHORITY


