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To

Online Pre-Employment Examination (OPE)

All Revenue Officials and Employees Concerned

I. BACKGROUND

The COVID-l9 pandemic has caused unprecedented challenges both for people and
society across the world. The pandemic has caused restricted mobility and interpersonal
contact in order to prevent further transmission of the virus. In the Philippines, many industries
have been affected and recruitment process is no exception. Its impact on recruitment process
across the country cannot be ignored.

The Civil Service Commission (CSC) issued Memorandum Circular No. L4, s ZA2O
Subject: Interim Guidelines on Appointments and Other Human Resource Actions for the Period
of State of Calamity Due to COVID-l9 Pandemic and it states that,

"2. Recruitment and Selection Process

Agencies shall adopt internal guidelines that will allow for online
recruitment and selection processes such as online competency
assessments, video conferencing for interuiews and HRMPSB deliberations."

As part of the recruitment efforts of the Bureau to ensure that all recruitment, selection
and placement processes (RSP) are all in accordance to the CSC rules and regulations wherein
merit and fitness are the basis for selection for hiring a qualified candidate, the Bureau has
been conducting paper-and-pen pre-employment examination nationwide. Ih March 2021, the
OPE has been introduced as an alternative to the paper-and-pen pre-employment examination
to cater Revenue Regions that require air or sea travel and/or considered as Interzonal Travel
by the Inter-Agency Task Force (IATF).

The OPE has been adopted to ensure that the limitations and negative impacts brought
about by the pandemic will not hinder the recruitment process of the Bureau. Likewise, the
OPE is being done to meet the Resource Management Group's Key Performance Indicator
under its priority program to expedite the recruitment process in the Bureau. The Bureau
would like to continuously provide job opportunities especially to those who have lost their
jobs during the pandemic while ensuring everyone's safety and well-being. Despite the
challenges brought about by these extremely difficult circumstances, the BIR chose to thrive
and develop innovative solution. Apart from this, the OPE has become an integral part of the
Bureau's Recruitment, Selection and Placement System under the Human Resource
Information System (HRIS) Project, whiqh is in line with the BIR Digitalization (DX) Program
for Enhancing Admin'rstration and support services of BIR.



II. OBJECTIVES

This Order is issued to:

1. Prescribe policies, guidelines and procedures that will ensure effective and efficient
OPE administration process while maintaining integrity and in compliance with the
existing CSC rules and regulations.

2. Adopt an objective and competency-based screening method with regards to the
conduct of OPE as alternative examination of the pJper and pen test in selecting
candidates to fill-up the vacant positions in Revenue Regions with restrictions in air
or sea travel and/or considered as Inteaonat Travet bylne IATF.

3. To identify the roles and responsibilities of involved peisonnel in the National Office
and Revenue Regions.

4. Ensure adherence to the equal employment opportunity policy on recruitment and
selection of employees where there shall be no discrimination on account of oge,
gender, sex, sexual orientation, gender identity, civil status, religion, disability,
ethnicity or political affiliations.

ur. scoPE

The policies, guidelines and procedures shall cover the OPE of all career positions in
the first and second level in Revenue Regions that require air or sea travel and/or
considered as Interzonal Travel by the IATF.

fV. POLICIES

1. The provisions regarding strategic recruitment and selection process shall be based on
the policies, guidelines and procedures stipulated in the CSC Memorandum Circular No.
24, series 20L7 re: 20L7 Omnibus Rules on Appointments and Other Human Resource
Actions (ORAOHRA) and RMO 68-2016 re: Delegation of Authority for Recruitment in
the Regional Offices and Amendment to Revenue Memorandum Order No. 36-2013
dated September 6, 2013 re: Strategic Recruitment and Selection process. This Order
shall be obserued with regard to the conduct of Pre-Employment Examination in
Revenue Regions that requires air or sea travel.

2' The OPE shall be the alternative examination of the paper-and-pen pre-emptoyment
exam to cater the applicants of Revenue Regions that requires air or sea travel or
considered as Intezonal Travel by the IATF. However, the OPE may be conducted upon
request of Revenue Regions.
For Revenue Regions that could not meet the conditions required for the conduct of
the OPE, their applicants may take the paper-and-pen test to be accommodated on a
coordinated schedule with the Career Management Section (CMS), personnel Division
(PD) in the Nationat Office. Applicant/s musisubmit a letter signifuing their willingness
to travel at their own risk, upon comptiance of quarantine protocois andTor obtained of
travel pass and/or medical certificate issued within a week before the exam.
The total number of at least fifteen (15) but not exceeding to seventy-five (75)
applicants per conduct of the_ O?E by the CMS, PD on a per Revenue Region basis.
However, the total number of applicants per conduct may be adjusted depending on
the recent IATF guidelines on the allowed number of people in miss gathering. Only in
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areas under General Community Quarantine (GCQ) or Modified General Community
Quarantine (MGCe) shail be artowed to conduct ttre-opr.

5. Only endorsed applicants by the Regional Office to the CMS, pD shall be allowed to
take the exam during the scheduted date.

6. The applicant has not taken the OPE nor the paper-and-pen test for the last six (6)
months preceding the date of exam.

7. If an applicant passed the pre-employment examination for Officer position and then
took either the paper-and-pen or OPE for Administrative Assistant or Administrative
Aide position, whichever is the most recent exam must take precedence.

B. The Human Resource Management Section (HRMS), Administrative and Human
Resource Management Division (AHRMD) and the CMS,-PD must have a dry run at least
a day before the actual conduct of OPE which shall be through a video-conferencing
application, preferably via Zoom. This is to ensure the smooth conduct of the OpE.9. An OPE Orientation shall be facilitated by the CMS, PD prior to the OpE thru video-
conferencing application. The orientation shall discuss, among others, the foltowing:a. Brief background of the BIR structure and compensation and benefits

b. Recruitment and Selection process
c. OPE policies
d. Rules in taking the OpE

10. The validity of the OPE test results and interview of the applicants shall be retained for
five (5) years from the date the test is administered or from the date of any personnel
action relating to the testing, whichever is later, except in case of reorganization or any
other similar event.

11. Testing, interuiew and line-up process shall not exceed ten (10) working days from the
date of the OPE.

12. The Forced-Rank List (FRL) of OPE applicants shall be separated from those who took
the paper-and-pen test.

V, GENERAL GUIDELINES AND PROCEDURES

1. The Regional Director shall submit a letter addressed to the Deputy Commissioner,
Resource Management Group (RMG), Attention: Assistant Commissioner, Human
Resource Development Seruice (HRDS) requesting for a conduct of the OpE in their
respective regions, indicating the following:
a. Total number of vacancies per position
b. Total number of examinees per position
c. Preferred date/s for the OpE

2. The HRMS, AHRMD of the Revenue Regions shall submit to the CMS, pD the List of
Qualified Applicants (Annex "A') for core positions such as Attorneys, Revenue Officer
I - Assessment and Revenue Officer I - Non-Assessment. Other entry-level positions
may be given chance to take the OPE depending on the number of vacancies of such
positions indicated in the request letter as approved by the Deputy Commissioner, RMG.3. During the dry-run, the following concerns must be discussed:

a. The conduciveness of the examination venue set-up.
b. The accessibility and place of installation of the Internet Protocol (Ip)

wide-angled camera.
c, Test-r'un of the equipmeri 1i.u. sound and audiovisual devices) for the

pre-em ployment orientation.
d. Sensitivity of proctoring service
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e. Number of subtests per positions
The applicants must sign in the attendance sheet at the exam venue. The email address
and other information must be checked for any correction.
The applicants shall not be allowed to bring their bags and all other things, especially
their cellphone and other gadgets, inside the testing room. The Revenue Region sfrait
provide a certain place where the applicants can safely leave their belongings.
The applicants can only visit the washroom after each subtest.

FUNCTIONS AN D RESPONSIBILITIES

The Human Resources Management Section, Administrative and Human
Resource Management Division (HRMS, AHRMD) shall:

a. Call-up applicants regarding the exam date and venue a week before the schedule
by letter and/or email (Annex "B');

b. Submit to CMS, PD the soft copy of the Regional Template (Annex *C') of the
applicants at least one (1) week before the schedule with complete information
based on the result of screening of received documents.

c. Provide the venue and the follo-wing equipment prior toihe conduct of the OpE:. Testing room/venue that can accommodate the total number of applicants,
considering the social distance measure in the area based on their level of
community quarantine. The venue must be conducive for testing, welt-lit
and properly ventilated, and must have nearby clean comfort rooms to be
used by the applicants.

. Laptops and/or desktops with web cameras equal to the total number of
applicants who will take the exam (1 computer per examinee), preferably
running Windows 7 or higher operating system and with web browser such
as Google Chrome. The web camera must have a resolution of at least
720fps.

o Stable internet connection with a speed of at least lOmbps or higher
depending on the number of applicants who will take the exam.

' Two (2) IP wide angled-cameras that are installed in thefront area that will
capture all the examinees and at the back that captures the laptop/desktop
monitor screen. An IP camera is a type of camera that can be accessed or
viewed online for live superuision and documentation of the CMS, pD.

. The details and specification of the IP camera and applications/software
needed for access must be submitted to the CMS, PD five (5) days prior to
the date of the OpE.

. Other materials for the examination proper:
- Attendance Sheets (Annex .D,)
- Registration table
- Bond paper (for applicants'computation)
- Projector and Sound System (for orientation video); and

d. Ensure that all the exam access links of the subtests required to the applied position
of the applicants are received by them on the day of the exam. Likewise, the HRMS,
AHRMD in coordination with QMS, PD must ensure that the applicants were able to
answer all the tests required to their applied position.
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2. The Career Management Section, Personnel Division (CMS, PD) shall:

a. Verifu the names in the list of qualified applicants submitted by the HRMS, AHRMD
if they are eligible to take the OPE based on CMS Database;

b. Generate final list of examinees and fonvard softcopy of Attendance Sheets to
AHRMD;

c. Seek the approval from Security Management Division (SMD) for the IP camera
application/software. The application/sofLware shall be downloaded to the BIR
laptop for monitoring of the examinees during the OpE;

d. Send the exam access links to the primary email address of the applicants on the
day of the exam;

e, Coordinate to the seruice provider/contractor of the OPE should there be a problem
prior and during the exam proper;

t. Generate the Employment Test Results (EfR) of the applicants;
g. Send the exam result to the applicants via email notifying them if they passed

(Annex "E') or failed (Annex "F); and
h. The following must be submitted to the AHRMD:

1. Summary List (Annex "G')
2. ETR (Annex "H')

VII.REPEALING CAUSE

All revenue issuances or peftinent portions thereof inconsistent herewith are hereby
modified, amended, superseded or repealed accordingly.

EFFECTIVITY

This Order shall take effect immediately.

)*%
CAESAR R. DULAY

Commissioner of Internal Revenue

'nII o4szg 1

.i i -r.,'ir_rS u-Gi. ofvlHdfr


