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BACKGROUND INVESTIGATION (BI) FORM 

	Applicant under BI 
(to be filled out by the HRD Personnel)
	Respondent 

	Name:   
	Name:  

	Organization:   
	Position:  

	Position:    
	Work relationship to the applicant:
(Please tick the appropriate box)
·   Applicant’s Supervisor 
·   Applicant’s Peer/Co-Employee 
·   Applicant’s Subordinate 

	Position Applied for in the UPM:    
	



I. ON COMPETENCIES 

Core and Organizations Competencies 
Using the following rating guide, please check (✓) the appropriate box opposite each behavior indicator.

Rating Guide:       5 - Shows Strength 
                             4 - Very Patient 
                             3 - Proficient 
                             2 - Minimal Development Needed 
                             1 - Much Development Needed 

	Core Description 
	5
	4
	3
	2
	1

	Initiative 
	
	
	
	
	

	Dependability 
	
	
	
	
	

	Trustworthiness
	
	
	
	
	

	Recognizes personal strengths and gaps and depends on guidance from authorities or appropriate bodies for direction in addressing them.
	
	
	
	
	

	Rate his/her time management and organizational skills.
	
	
	
	
	

	Contributes new ideas, approaches, and solutions.
	
	
	
	
	

	Delivers and adds value to customers’ standards and requirements.
	
	
	
	
	





II. ON PERFORMANCE AND OTHER RELEVANT INFORMATION

· Please tell us about the work performance of the applicant for the last three years. What are the applicant’s outstanding accomplishments, recognition or citations received, and significant contributions to your office, if any?



· What do you think are the challenges or difficulties of the applicant in performing his/her duties and responsibilities in his/her position? How did the applicant cope with these challenges? 



· In terms of compliance with office rules and regulations, please provide us information on the applicant’s attendance and punctuality, filing of leave application, records of tardiness and undertime, leave without pay, attendance to flag ceremonies/retreats, and other Office programs and activities. 



· Other relevant information/data (critical incidents, family background, health profile, habits, vices, membership in unions/association and in what capacity; or any derogatory record) about the applicant, if any.  
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