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In order to implement the provisions of Law no. 158/2008 regarding the public function and

the status of civil servants (Monitorul Oficial al Republici Moldova, 2008, no. 230-232, art. 840),
the Government DECIDES:

1. It is approved:
Regulation regarding the occupation of public office by competition, according to annex no.

1;
The regulation regarding the trial period for the debutant civil servant, according to annex no.

2.
The model and components of the job description and the Methodology regarding the

elaboration, coordination and approval of the job description, according to annex no. 3;
The rules regarding the performance of work by the civil servant, according to annex no. 4;
The standard form of the staff list and the Methodology regarding the completion and

approval of the staff list, according to annex no. 5;
The way of drawing up the public servant's written commitment regarding the activity in the

public service after completing the professional development forms, according to annex no. 6;
Regulation regarding the disciplinary committee, according to Annex no. 7;

https://www.legis.md/cautare/getResults?doc_id=134868&lang=ro


Regulation regarding the evaluation of the professional performance of civil servants,
according to annex no. 8;

The framework regulation of the human resources subdivision of the public authority,
according to annex no. 9;  

Regulation regarding the continuous professional development of civil servants, according to
annex no. 10;

The instruction regarding the management of the civil servant's personal file, according to
annex no. 11;

2. The State Chancellery will provide methodological assistance to public authorities in
applying the provisions of the respective normative framework.

3. The Government Decision no. 192 of March 1, 2004 "On the approval of the Regulation
regarding the filling of public positions by competition (Monitorul Oficial al Republicii Moldova,
2004, no. 42-44, art. 326) is repealed."

 
PRIME MINISTER Zinaida GRECEANII
Marks:
Minister of Administration
local public Valentin Guznac
Justice Minister Vitalie Pîrlog
 
No. 201. Chisinau, March 11, 2009.
 

Annex no. 1
to Government Decision no. 201

from March 11, 2009
 

REGULATIONS
regarding the occupation of the public office

by competition
I. General provisions

1. The regulation regarding the occupation of public office by competition (hereinafter -
 Regulation ) is developed in accordance with the provisions of art. 29 paragraph (4) of Law no.
158/2008 regarding the public function and the status of the civil servant.

2. This Regulation establishes:
a) the procedure for organizing and conducting the competition for the occupation of the

public office (hereinafter –  competition );
b) the attributions of the factors involved in the process of organizing and conducting the

contest;
c) the manner of constitution and composition of competition commissions.



3. The competition is carried out for the purpose of attracting candidates to the public
authority to occupy the public office and selecting the most suitable candidate from among them.

4. The right to participate in the competition belongs to people who meet the basic conditions
provided by law to apply for a public office and the specific requirements established for its
occupation.

5. The competition is organized by the public authority under which the public function is
subordinated through the human resources subdivision and is conducted by the competition
committee. The contest for the occupation of higher-level public management positions specified
in art. 8 paragraph (2) letter c) of Law no. 158/2008 regarding the public office and the status of the
civil servant is organized and carried out by the competition commission provided for in point 54
subsection 2).

6. The competition is organized and conducted based on the following principles:
open competition  - informing the population about vacant and/or temporarily vacant public

positions, ensuring the possibility of free participation in the competition so that any citizen can
realize his right to occupy a public position;

competence and professional merit  – selecting the most competent people based on clearly
defined criteria and a unique evaluation procedure;

equal access to public office  - ensuring access to public office for any person who meets the
conditions established by law, without discrimination based on sex, age, race, ethnicity, religion,
political choice, etc.;

transparency  - the presentation of information about the organization and conduct of the
contest to all interested persons.

II. Organization of the contest
7. The public authority organizing the competition will publish the conditions for conducting

the competition on the government portal of the public positions for which the public authorities
organize the competition, on the official website and, as the case may be, on the official pages of
the social networks of the public authority that initiated the competition , at least 20 days before the
date of the competition. The public authorities may publish the conditions of the competition for
public office in a periodical publication or in other means of information.

8.  - repealed. 
9. The information regarding the conditions of the competition must contain:
a) the name and headquarters of the public authority organizing the contest;
b) the name of the public function;
c) the purpose and basic duties of the public office, according to the job description;
d) conditions for participation in the contest;
e) the documents to be presented;
f) bibliography of the competition;
g) deadline for submission of competition files;
h) the method of submitting tender files;



i) telephone number, electronic and postal address, the person responsible for providing
additional information and receiving tender files.

10. The conditions for participation in the contest indicate the basic conditions for applying
for a public position according to the law, as well as the specific requirements for its occupation,
established in the Single Classifier of public positions and in the job description.

11. Candidates, within the term indicated in the information regarding the conditions of the
contest, submit the contest file in person/by post/e-mail, which contains:

a) the participation form, specified in the annex to these Regulations;
a  ) the concept of institutional development, which reflects the candidate's vision of the

priorities and main directions of development of the public authority and will not exceed 5 pages -
in the case of the competition for the occupation of the higher-level public management position or
the public management position of manager and deputy of the head of the body subordinated to the
ministries and other administrative authorities.

b) copy of the identity card;
c) copies of diplomas and certificates of completion of professional training and/or

specialization courses;
d) documents certifying the professional experience (copy of the work book, certificates

regarding the professional activity carried out after January 1, 2019 or other confirmatory
documents);

e) medical certificate - if special health requirements are established in the job description for
the respective position;

f) criminal record.
g) documents attesting to volunteering - if the candidate considers it necessary.
11  . Only candidates whose application files are complete are admitted to the competition.

Competition files submitted after the deadline are not examined by the competition commission, a
fact that will be recorded in the minutes, with notification to the candidate by e-mail or phone.

12. The copies of the presented documents can be authenticated by the notary or presented
together with the original documents to verify their veracity.

13. In the situation where the competition file is submitted by mail or e-mail, the provisions of
point 12 apply on the date of the written test of the competition or the interview in the case of
occupying the public management position of higher level or the public management position of
head and deputy of the head of the body subordinated to the ministries and other administrative
authorities, under penalty of rejection of the competition file.

14. The medical certificate, criminal record and documents certifying professional experience
or, as the case may be, volunteering can be replaced by self-responsible declarations. In this case,
the candidate has the obligation to complete the competition file with the original document within
a maximum of 10 days from the date on which he was declared the winner, under the penalty of
not issuing the administrative act of appointment.

15. The contest bibliography includes a list of no more than 7 normative acts and 3 sources of
information, jointly identified with the head of the subdivision of which the public office for which
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the contest is organized, taking into account its specifics, relevant to the public office, based on
which the subjects for the written test and interview will be developed.

16. The deadline for submission of tender files cannot be less than 15 days from the day of
publication of the announcement.

III. Conducting the contest
17. Within 3 working days from the expiration of the deadline for submitting the competition

files, the competition commission examines the candidates' files and makes a decision regarding
their admission to the competition.

The secretary of the competition commission places the list of candidates admitted to the
competition on the website and, as the case may be, on the official pages of the social networks of
the public authority, as well as informs the candidates not admitted to the competition of the reason
for the rejection of the file.

18. The competition for the occupation of the higher-level public management position and
for the occupation of the public management position of head and deputy head of the body
subordinate to the ministries and other administrative authorities includes the competition of files
and the interview, and for the occupation of the other public management positions and the position
public performance – the written test and the interview.

18 . The competition committee establishes the date, time, and place of the file competition
and ensures the placement of information about the competition on the website of the public
authority. The competition of the files consists in the selection by the competition committee of the
candidate/candidates for the higher-level public management position or for the public
management position of head and deputy head of the body subordinate to the ministries and other
administrative authorities, based on the submitted files and the assessment the concept of
institutional development, experience and reputation, which will be done through the system of
points from 1 to 10, separately by each member of the competition committee. The arithmetic
mean of the points awarded by the members of the competition committee is considered the final
grade for the file competition. Candidates who obtained a final grade lower than 7.5 in the file
competition are excluded from the competition. The results of the file competition are recorded in a
report.

18  . Within no more than 2 days from the holding of the dossier competition for the selected
candidates, the competition commission requests:

a) National Integrity Authority - certificate of integrity;
b) National Anticorruption Center - record certificate regarding professional integrity;
c) The Intelligence and Security Service - information regarding the absence or existence of

risk factors that may harm the rule of law, state security, public order.
19. The competition commission establishes the date, time and place of the written test,

information which, at least 3 working days before the date of the written test, is placed on the
website of the public authority. At the same time, candidates are personally notified of the date,
time, and place of the written test by e-mail/telephone.
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20. The purpose of the written test is to test the knowledge and skills necessary to fulfill the
tasks and duties of the public office.

The competition committee, based on the bibliography established according to point 15,
prepares at least three versions of works.

Each work variant includes:
a) a test/test-grid containing 4-6 subjects, of which 2-3 – from the specific field of the public

function and 2-3 – from the field of the normative framework that regulates the activity of the
public administration and civil servants;

b) 2-3 practical assignments for public management positions (planning a specific task,
preparing a meeting with a specific topic, drafting a decision, analyzing and/or solving a case
study, etc.); 2-3 practical assignments for public execution functions (drafting and/or writing
different types of letters, instructions, draft reports, decisions, etc.).

The evaluation grid is also developed for each variant of the work.
Each version of the work is sealed in separate envelopes.
21. At the appointed time, the written test begins with the extraction of a paper variant by one

of the candidates.
All candidates for the occupation of one and the same public office perform the same type of

work.
22. The duration of the written test is determined by the competition committee, depending on

the degree of difficulty and complexity of the tasks, but it cannot exceed three astronomical hours.
23. The written test is performed in the presence of the members of the competition

committee. It is recommended that some practical assignments be done on the computer.
24. After communication of the work version, the access of other people is prohibited in the

room where the written test is held, except for the members of the competition committee and the
people who provide the secretariat of the competition committee.

25. During the written test, candidates are prohibited from possessing and using any source of
consultation, including mobile phones. Failure to comply with the mentioned provisions entails the
elimination of the candidate from the competition, with the marking of the entry "cancelled" on the
paper and the recording of what happened in the minutes.

26. The works are written only on the paper sets specially prepared by the public authority
organizing the contest, on which its stamp is applied. At the end of the time allotted for the written
test, the candidates, in the right corner on the first tab, write their name and surname and present
the papers to the secretary of the competition committee, signing the list specially prepared for this
purpose. The same procedure also applies to the works done on the computer, printed immediately
by the public authority organizing the competition. After the registration with the name and
surname of the candidate is pasted so that the data entered cannot be identified, the papers are
coded.

27. The written works are checked coded and decoded only after their evaluation.
28. The evaluation of the written test is done through the system of points from 0 to 10,

separately by each member of the competition committee, and recorded in a report. The arithmetic



mean of the points awarded by the members of the competition committee is considered the final
grade for the written test.

29. Candidates who obtained a final grade below 6 in the written test or who did not appear
for the written test on the date set by the competition organizing authority are excluded from the
competition.

30. If only one candidate passed the written test, the competition continues.
31. The interview is held no later than 5 working days from the date of taking the written test

or from the date of the competition of files for higher-level public management positions or for the
public management positions of head and deputy head of the body subordinate to the ministries
and other administrative authorities. The list of candidates admitted to the interview, the date, time,
place and format of the interview is placed on the official website of the public authority. At the
same time, the candidates are personally notified about the date, time, place and format of the
interview by e-mail/telephone.

32. The duration of the interview, the list of basic questions and the evaluation grid are
established by the competition committee. When establishing the basic questions, the specifics of
the public position for which the contest is organized and the bibliography of the contest are taken
into account.

33. The basic questions for higher-level public management positions and public management
positions of head and deputy head of the body subordinate to ministries and other administrative
authorities serve to obtain information on:

a) the concept of institutional development;
b) the motivation to join the public office;
c) managerial competence;
d) experience and professional competence;
e) self-control and resistance to stress;
f) professional ethics and good reputation, etc.
34. The basic questions for public management and executive functions serve to obtain

information on:
a) the motivation to join the public office;
b) professional experience and competence;
c) analytical/critical thinking;
d) clear and logical expression;
e) professional and personal qualities;
f) professional ethics and good reputation, etc.
35. During the interview, the members of the competition committee address the same basic

questions to each candidate for the occupation of one and the same public position. It will be
ensured that no candidate hears the questions put to his predecessors.

36. No questions may be asked regarding the candidate's political choice, religion, ethnicity,
financial status, social origin or questions that can be considered discriminatory based on gender.



37. The evaluation of the answers to the interview is done through the system of points from 0
to 10, separated by each member of the competition committee and recorded in a report. The
arithmetic mean of the points awarded by the members of the competition committee is considered
the final grade for the interview.

Candidates who obtained a final grade below 6 at the interview are excluded from the
competition. In the case of contests for the occupation of a higher-level public management
position or a public management position of head and deputy head of the body subordinate to the
ministries and other administrative authorities, candidates who obtained a lower final grade at the
interview are excluded from the contest 7.5.

38. The arithmetic average of the final grades obtained in the written test and the interview is
considered the final grade in the competition. In the case of the competition for the occupation of a
higher-level public management position or a public management position of head and deputy head
of the body subordinate to the ministries and other administrative authorities, the arithmetic mean
of the final marks obtained in the competition of files and in the interview is considered the final
mark at the contest.

39. The competition commission draws up the list of candidates who passed the competition,
depending on the final mark obtained, in descending order.

The candidate who obtained the highest final mark is considered the winner of the contest.
In case of obtaining equal final grades, the competition committee separates the candidates

according to the degree of compliance with the conditions for participation in the competition,
based on the documents in the competition file.

In the case of contests for the occupation of a higher-level public management position, the
winner of the contest is considered the candidate proposed under the conditions of point 44,
paragraph two.

40. The results of the competition are recorded in a report which, within 2 working days after
the promotion of the competition, is presented to the person/body that has the legal competence to
appoint to the position.

41. The members of the competition committee sign the declaration regarding the lack of
conflict of interest with the candidate, the declaration regarding the confidentiality of personal data
contained in the candidate's file, the declaration regarding the non-disclosure of the subjects
contained in the test/grid-test variants, developed for the written test, the minutes, as well as other
documents regarding the commission's activity. Each member has the right to attach his separate
opinion to the minutes.

42. The competition commission meeting is deliberative if at least 2/3 of the members are
present.

43. The results of the contest, within 5 working days from the promotion of the contest, are
placed on the web page of the public authority. At the same time, the candidates are personally
notified about the results of the competition by e-mail/telephone.

44. The person/body that has the legal competence to appoint, by administrative act, appoints
the winning candidate of the contest to the public office for which the contest was organized.



In the case of the competition for the occupation of a higher-level public management
position, the competition commission proposes to the Government the appointment to the position
of the candidate who passed the competition with the highest final grade. If several candidates have
obtained an equal final grade, priority is given to the candidate who obtained a higher grade at the
interview.

The administrative act of appointment to the position is issued by the person/body that has the
legal competence to appoint to the position, after receiving the information from the National
Integrity Authority regarding the lack of prohibition to occupy a public position deriving from a
final court decision or from - a declaration of the National Integrity Authority. The National
Integrity Authority examines the request of the public authority within 5 working days.

45. In case of non-presentation, for unfounded reasons, of the winning candidate of the
competition within 8 working days from the date on which he was declared the winner in order to
be appointed to the public office, the non-presentation within 10 days from the date on which he
was declared the winner of the original documents specified in point 14 or of the written refusal to
be appointed to the public office, the person/body that has the legal competence to appoint to the
office designates the next candidate from the list of candidates who passed the competition, and in
the absence of a another candidate who passed the competition, the deadline for submitting files is
changed or the competition is declared closed.

45  . In the situation where a candidate passed the contest, but was not declared the winner,
within no more than 6 months from the date of the end of the contest, he can be offered another
vacant or temporarily vacant position with similar duties and attributions, in the same category or
from a lower category. Appointment to the position by the person/body that has the legal
competence to appoint to the position is carried out with the written consent of the respective
candidate, if he meets the conditions provided for in art. 27 of Law no. 158/2008 regarding the
public office and the status of the civil servant.

46.   The public authority extends the term of the contest if:
a) only one candidate submitted the file;
a  ) following the evaluation of the competition files, it is found that no candidate meets the

specific requirements of the competition;
b) after examining the files, only one candidate can be admitted to the competition;
b  ) no candidate appeared for the written test or the interview.
46  . The public authority can extend the term of the competition if:
a) files were not submitted within the established term;
b) no candidate obtained the minimum passing mark of the contest.
c) the candidate named winner has refused employment and there is no other candidate who

passed the competition.
46  . The extension of the contest is carried out by changing the deadline for submitting the

contest files from the information on the conditions of the contest, without placing a new
announcement.
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47. If, after the extension of the contest, following the examination of the files, only one
candidate was admitted to the contest, the contest is held according to the procedure established by
these Regulations.

47  . The public authority can order the suspension of the competition in the event of a state
of emergency, siege or war.

47  . The public authority can order the termination of the competition in case of liquidation
of the position following the reorganization or liquidation of the public authority.

IV. The attributions of the factors involved in the process
organization and running of the competition

48. The person/body that has the legal competence to appoint to the position has the following
main attributions:

a) issues the administrative act establishing the competition commission, including the
appointment of its president and secretary;

b) approves the text of the announcement and the information regarding the conditions of the
competition;

b  ) approves, in the cases specified in point 46, and decides, in the cases specified in point
46  , the extension of the competition;

c) ensures the availability of the competition committee members to exercise their duties;
d) ensures the activity of the competition commission (office, technical equipment, means of

communication, necessary materials, consumables, etc.);
e) issues the administrative act regarding the appointment of the winning candidate of the

contest to the public office;
f) extend the competition in the cases specified in points 46 and 46  , suspend the competition

in the cases specified in point 47   or terminate the competition in the cases specified in point 47 
.

49. The powers specified in point 48 letters b)-d) can be delegated, by the body that has the
legal power to appoint, to the executive head of the public authority in question, by adopting an
administrative act in this sense.

50. The competition commission has the following main duties:
a) elaborates the versions of the written papers, the evaluation grids, the list of basic questions

for the interview and ensures, through the written declaration of each member, their confidentiality;
b) examines the files of the candidates and approves the list of those admitted to the

competition;
c) establishes the place, date and time of the file competition, the written test and the

interview;
d) carries out the competition of files, the written test and the interview;
e) evaluates the results obtained by each candidate and compiles the list of candidates who

passed the competition, specifying the final results.
51. The president of the competition commission has the following main duties:
a) leads the process of conducting the competition in accordance with these Regulations;
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b) presides over the meetings of the competition commission;
c) involves, if necessary, independent experts, psychologists and/or civil servants with

expertise in the field in the activity of the commission to examine the written tests/interview
answers of the candidates and present comments on them, which serve as support for their
assessment by the committee members.

Independent experts, psychologists, heads of subdivisions and civil servants with expertise in
the field involved in the activity of the competition committee, without the right to decide on the
final mark, will sign a declaration regarding the access and non-disclosure of the results of the
test/test-grid and the candidate's answer at the interview.

52. The secretary of the competition commission has the following main duties:
a) supervises compliance with the procedure for organizing and conducting the competition;
b) makes available to the candidates the forms for participation in the competition;
c) receives from the candidates the competition files, including the copies of the documents to

be presented, checks the veracity of the copies presented and the correspondence of the documents
received with those specified in the information regarding the conditions of the competition;

d) communicates to the candidates the results of the examination of the files, the written test,
the interview, as well as the final results of the competition;

e) informs the candidates of the date, place and time of the written test and the interview;
f) encodes and decodes the candidates' works;
g) perfects the minutes and other documents regarding the commission's activity;
h) at the end of the competition, compiles the list of all documents of the competition

commission and sends them, by receipt-handover document, to the human resources subdivision
for safekeeping;

i) performs other duties to ensure the smooth running of the competition.
53. The human resources subdivision within the public authority has the following main

attributions:
a) draws up the announcement and the information regarding the conditions of the

competition, presents them for approval to the person/body that has the legal competence to
appoint to the position;

b) establishes the bibliography of the contest together with the head of the subdivision of
which the public office for which the contest is organized is a part;

c) advertises vacant and/or temporarily vacant public positions;
d) keep all documents of the Competition Commission for one year;
e) elaborates the draft of the administrative act appointing the winning candidate of the

contest;
f) organizes the integration procedure of the civil servant appointed in the public authority.

V. The establishment and composition of competition commissions
54. In order to conduct contests for the occupation of public positions, contest commissions

are established:



1) the competition committee for higher-level public management positions of leaders and
deputies of the leader of the public authority apparatus (Parliament, President of the Republic of
Moldova, Superior Council of Magistracy, Constitutional Court, Supreme Court of Justice, General
Prosecutor's Office, Court of Accounts, Office the People's Advocate), instituted by the respective
public authorities;

2) the competition commission for the higher-level public management positions of deputy
general secretary of the Government, general secretary of the ministry, deputy head of the
administrative authority formed by 7 members, representatives of civil society and specialists with
outstanding activity and experience in public administration, appointed by the Government, one of
whom is delegated by the head of the public authority for the position for which the contest is
organized

3) the competition commission for public management and execution positions within the
public authorities that fall under the scope of Law no. 158/2008 regarding the public function and
the status of the civil servant, established by the head of the respective authority (in the case of
ministries, the general secretary of the ministry, the deputy general secretary of the ministry or one
of the secretaries of state), in accordance with the subordination of public functions, composed, as
a rule, from one of the deputy heads of the respective public authority, 4-6 civil servants from the
apparatus/authority, of which 2-3 are leading civil servants;

4) the competition committee for public management and executive positions within the
second-level local public administration authorities, established by the district/municipal council or
the district president/general mayor, in accordance with the subordination of public positions,
composed, as a rule, from the vice-president of the district or general vice-mayor of the
municipality, 2-3 councilors of the district or municipal council, 2-3 civil servants from the
apparatus/city hall and/or decentralized services;

5) the competition committee for public management and execution positions within the local
public administration authorities of the first level, established by the local council/mayor, in
accordance with the subordination of public positions, composed, as a rule, of the vice mayor, 2-3
councilors of the local council, 1-2 civil servants from the town hall and a representative of the
district president.

54  . At the proposal of the head of the central public authority, a representative of the
specialized central public administration authority to which the respective entity is subordinated
may also be included in the composition of the competition commission of the subordinate
administrative authorities, including the decentralized public services.

55. At the request of deconcentrated services subordinate to ministries, other central
administrative authorities and autonomous administrative authorities, a representative from the
office of the district president/municipality may be invited to the meetings of the competition
committee for the selection of candidates for public management positions within them.

56. At the request of the local public administration authorities of the second level, as well as
of the decentralized services subordinated to them, a representative of the central public
administration authority may also be invited to the meetings of the competition commissions for
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the selection of candidates for public management positions in the decentralized services specialty
that methodologically coordinates the activity of the respective decentralized service.

57. Competition commissions are established for a period of no more than 4 years, from 5-7
members, including the president and secretary, as well as from 2 alternate members, designated by
the administrative act issued/adopted by the person/body that has the legal competence of
appointment to the position.

58. The secretary of the competition commission, specified in point 54 subsection 2), is an
official of the human resources subdivision of the State Chancellery. By derogation from the
provisions of point 57, the secretary is not a member of the respective commission.

59. The secretary of the competition commissions, specified in point 54 subsection 3)-5), is an
official of the human resources subdivision of the respective public authority or, as the case may
be, a public official with attributions in this field. The secretary is a member of the respective
commission.

60. As a member of the competition committee, the person who:
a) has knowledge and experience in the field of public administration, management, in other

relevant fields;
b) has higher education;
c) has a high professional competence.
As a member of the competition committee specified in point 54 subsection. 2) the person

who is appointed or elected to a position of public dignity cannot be designated, with the exception
of the General Secretary of the Government.

The conditions specified in paragraph one do not apply to the appointment of district and local
councilors as members of competition commissions.

60  . In case of the absence for objective reasons of the chairman of the competition
committee from the meeting, the competition committee appoints a chairman of the meeting from
among the members present.

61. The member of the competition commission is in a conflict of interest if he is in one of the
following situations:

a) is a candidate for holding a public office, having the capacity of a member of the
competition commission;

b) has the capacity of parent, brother, sister, son, daughter or relative by affinity
(husband/wife, parent, brother and sister of the husband/wife) with any of the candidates;

c) has patrimonial relations with any of the candidates or with his/her spouse.
62. In the event of the existence of a conflict of interests of the type specified in point 61, the

member of the tender committee will immediately inform the chairman of the committee about
this, by means of a written statement, who will suspend his participation in the activity of the
committee, replacing him with an alternate member.

If the president of the competition commission is in this situation, the competition
commission will appoint an interim president for that competition.
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63. The conflict of interests can be reported by any interested person, from the moment of
initiation of the process of organizing the competition.

64. In the event that the member of the competition commission in conflict of interest has not
fulfilled the obligation provided for in point 62, the person/body that has the legal competence to
appoint to the position orders, by administrative act, the termination of the commission's
membership of competition.

65. If the conflict of interest is found after the written test or the interview, the results are
recalculated by excluding the marks of the committee member in conflict of interest. In the
situation where a simple majority of the members of the competition committee is not ensured, the
president of the competition committee invites an alternate member of the competition committee,
who will examine the candidates' files, evaluate the written tests and the answers to the interview.

66. Violation of the provisions of point 61 and point 62 may attract disciplinary,
administrative, civil or criminal liability, according to the law.

VI. Final provisions
67. The expenses for the organization and running of the contest (publication of the

announcement, information on the conditions of the contest, multiplication of participation forms,
postal services, etc.) are borne by the public authority that organizes the contest.

The expenses for participating in the contest (travel to the venue of the contest,
accommodation, use of means of communication, authentication of children on documents, etc.)
are borne by the participants in the contest.

68. Disputes regarding the competition are resolved in the competent administrative court.
 
Appendix
 
 

Appendix no. 2
to Government Decision no. 201

from March 11, 2009
 

REGULATIONS
regarding the trial period for

debutant civil servant
I. General provisions

1. The regulation regarding the trial period for the debutant civil servant (hereinafter -
Regulation ) is developed in accordance with the provisions of art. 31 paragraph (7) of Law no.
158/2008 regarding the public function and the status of the civil servant.

2. This Regulation establishes:
a) the way of organizing and conducting the trial period for the debutant civil servant;
b) the procedure for evaluating the activity of the debutant civil servant;
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c) the attributions of the factors involved in the process of organizing and conducting the trial
period.

3. The purpose of the trial period is the integration of the debutant civil servant in the public
authority, practical professional training, knowledge of the specifics and requirements of the public
administration, as well as the verification of knowledge, skills and professional attitudes in the
performance of the public function.

4. The probationary period applies to debutant civil servants - persons exercising a public
office for the first time or persons who have previously exercised a public office, but their service
relationships have ceased before the evaluation of the activity at the expiration of the probationary
period or have been released from office under the conditions of art. 63 paragraph (1) letter e) of
Law no. 158/2008 regarding the public function and the status of the civil servant.

The person who has worked as a person with a position of public dignity, who has worked in
the office of the person with a position of public dignity or as a public servant with a special status,
is not considered a debutant civil servant, if he has worked in that position no less than of 6
months, as well as the person appointed to a higher-level public management position.

5. The trial period is 6 months, between the date of appointment as a debutant civil servant,
following his declaration as the winner of the public office competition, and the date of
confirmation in the public office.

II. Organization and conduct of the trial period
6. The trial period is organized by the human resources subdivision together with the direct

supervisor of the debutant civil servant.
7. The trial period takes place on the basis of an individual program, developed by the human

resources subdivision together with the direct manager of the debutant civil servant and his mentor,
and approved by the head of the public authority. The program for the trial period is approved
simultaneously with the act of appointing the debutant civil servant.

8. The program for the probationary period of the debutant civil servant provides for:
a) familiarization with the content of the new employee's Guide;
b) examining the job description and clarifying all aspects related to it;
c) establishing professional development objectives, developing and implementing an internal

training plan, including at the workplace, and external training, lasting at least 10 days;
d) planning the job-specific activities to be carried out during the trial period.
9. The new employee guide, as a rule, contains the following information:
a) brief description of the public authority, its organization and functioning;
b) work schedule, disciplinary and petition resolution procedures;
c) the facilities provided by the collective labor contract, in case such a contract has been

concluded;
d) performance evaluation, promotion, professional development, motivation (financial and

non-financial) procedures, etc.
10. In order to know the specifics of the activity of the public authority, the debutant civil

servant has the opportunity to attend the process of carrying out tasks and service attributions by



civil servants from other internal subdivisions.
11. During the trial period, the activity of the debutant civil servant is carried out under the

guidance of a mentor. As a mentor, a civil servant from the same internal subdivision is appointed
as a mentor for the civil servant debuting in the function of execution, and for the civil servant
debuting in the leadership position – a superior hierarchical leader.

If it is not possible to appoint a mentor from within the internal subdivision, the head of the
subdivision is appointed as the mentor.

12. The mentor is appointed by the administrative act of the head of the public authority, as a
rule, on the day of the appointment of the debutant civil servant, at the proposal of his direct
manager, jointly with the human resources subdivision.

The person who shows a high professional competence can be appointed as a mentor.
The person who is a direct relative (parent, brother, sister, son, daughter) or a relative by

affinity (husband/wife, parent, brother and sister of the husband/wife) cannot be appointed a
mentor.

13. The management of the public authority, the human resources subdivision, together with
the direct manager and the mentor of the debutant civil servant, will ensure conditions for the
effective implementation of the trial period, the realization of his specific rights:

a) to be assisted and guided in the performance of duties and service attributions;
b) to be delegated tasks with a level of difficulty and complexity that gradually increases;
c) to be given the time necessary for training, including individual training, in order to obtain

the theoretical knowledge and practical experience necessary for the exercise of public office, with
the daily allocation of up to two hours of the normal duration of working time;

d) to ensure access to the necessary sources of information;
e) to participate in internal and external training activities, organized for debutant civil

servants.
III. Evaluation of the official's activity

beginner audience
14. At least 18 working days before the expiration of the trial period, the process of evaluating

the activity of the debutant civil servant is initiated, which consists in evaluating the level of
knowledge of the specifics and requirements of the public administration, the theoretical
knowledge and practical experience obtained, the behavior shown in the performance of the tasks
and attributions specified in the job description.

15. The evaluation of the activity is done by the mentor and direct manager of the debutant
civil servant.

16. In the evaluation process:
a) the debutant civil servant draws up the report on the activity carried out during the

probationary period, according to annex no. 1 to this Regulation;
b) the mentor prepares the reference sheet regarding the activity of the debutant civil servant,

carried out during the probationary period, according to annex no. 2 to this Regulation;



c) the direct manager completes the activity evaluation form of the debutant civil servant,
completed during the probationary period, according to annex no. 3 to this Regulation.

17. If the direct manager is also a mentor, he prepares the reference sheet and completes the
evaluation sheet.

18. In case of modification, suspension or termination of the mentor's employment
relationship, as well as in the case of disciplinary sanctioning of the mentor with one of the
sanctions provided for in art. 58 of Law no. 158/2008 regarding the public function and the status
of the civil servant, he prepares the reference sheet for the trial period completed by the debutant
civil servant until that moment. In that situation, the head of the public authority appoints another
civil servant as a mentor for the remaining probationary period.

19. The report on the activity carried out during the trial period (hereinafter –  report )
contains the description of the activity of the debutant civil servant and the self-evaluation of the
results obtained.

20. The reference sheet regarding the activity of the debutant civil servant carried out during
the trial period (hereinafter – the reference sheet) contains the mentor's assessment of the debutant
civil servant's activity, the conclusions regarding the conduct of the trial period and the respective
recommendations.

21. The evaluation sheet of the debutant civil servant's activity completed during the
probationary period (hereinafter – the evaluation sheet) contains the assessment of the evaluation
criteria, the qualification obtained and the respective proposals.

Each evaluation criterion is evaluated with points, from 1 to 10.
The arithmetic mean of the points awarded for each evaluation criterion is considered the final

grade.
22. The evaluation grade is awarded depending on the final grade obtained: 
"unsatisfactory" - between 1.00 and 5.00;
"satisfactory" - between 5.01 and 7.00;
 "good" - between 7.01 and 9.00;
 "very good" - between 9.01 and 10.00.
23. Depending on the qualification obtained, the proposal is made:
a) for confirmation in the public office, if the debutant civil servant has obtained, at least, the

qualification "satisfactory";
b) release from public office, in case the debutant civil servant obtained the qualification

"unsatisfactory".
24. The content of the reference sheet is brought to the attention of the debutant civil servant,

against signature, in no more than 4 working days from the initiation of the evaluation process.
If the debutant civil servant does not agree with the assessment of his activity by the mentor,

he expresses his opinion in writing in the reference sheet.
25. The report and the reference sheet are presented to the manager directly in no more than 5

working days from the initiation of the evaluation process.



26. The content of the evaluation sheet is brought to the knowledge of the debutant civil
servant, against signature, in no more than 8 working days from the initiation of the evaluation
process.

If the debutant civil servant does not agree with the assessment of his activity, he expresses
his opinion in writing in the evaluation sheet.

27. The evaluation sheet, the reference sheet and the report are presented to the direct manager
of the debutant civil servant, and, in his absence - to the manager of the public authority, no later
than 10 working days before the completion of the trial period.

28. In case of disagreement with the content of the evaluation form, the debutant civil servant
can address, within one working day from signing the evaluation form, an appeal to the head of the
public authority.

29. The head of the public authority, with the involvement of the human resources
subdivision, analyzes the evaluation sheet, the reference sheet and the report.

30. The evaluation form can be modified according to the reasoned decision of the head of the
public authority, in the event that he finds that the assessments recorded do not correspond to
reality.

31. The modified evaluation form or, as the case may be, maintained in the form drawn up by
the direct manager, is brought to the attention of the debutant civil servant within 3 working days
from the filing of the appeal.

32. The debutant civil servant who does not agree with the outcome of the appeal may address
the administrative litigation court, under the law.

33. The person/body that has the competence to appoint to the public office issues the
administrative act regarding the confirmation in/or the release from the public office of the
debutant civil servant according to the qualification obtained at the evaluation, under the conditions
of the Law on the public office and the status of the civil servant.

34. All evaluation documents (report, reference sheet, evaluation sheet, etc.) are included in
the civil servant's personal file.

IV. The attributions of the factors involved in the organization
and the trial period

35. The debutant civil servant:
a) performs the activities specific to the position held;
b) improve their theoretical training and accumulate the practical experience necessary for the

exercise of public office;
c) participates in the internal and external training activities organized for debutant civil

servants;
d) keeps records of the activity carried out, including the training activity and its impact;
e) consult with the mentor in the process of carrying out the instructions of the direct manager

and/or hierarchically superior managers.
36. The mentor: 
a) guides the activity of the debutant civil servant during the trial period;



b) familiarizes the debutant civil servant with the organizational culture of the public
authority;

c) provides the necessary information regarding the exercise of the position held;
d) provides help to the debutant civil servant in identifying the most efficient ways of

performing the tasks, as well as solving the problems that arise;
e) supervises the performance of duties and service attributions by the debutant civil servant;
f) identifies the professional gaps of the debutant civil servant and proposes the subjects for

his internal and external training to the direct manager and the human resources subdivision.
37. The direct manager of the debutant civil servant:
a) draws up, together with the human resources subdivision, the program for the trial period;
b) presents the debutant civil servant with the workplace, presents it to colleagues and the

mentor;
c) explains in detail the job description of the debutant civil servant, his rights and obligations;
d) establishes for the debutant civil servant the objectives of developing the knowledge and

skills necessary to perform the duties of the position;
e) coordinates the activity of the debutant civil servant;
f) allow time for the training of the civil servant, for providing the necessary information for

carrying out the tasks, for explaining the way in which they must be carried out;
g) monitors and evaluates the activity of the debutant civil servant, recommends ways to

improve it.
38. Human resources subdivision:
a) draws up the necessary documentation to allow the debutant civil servant access to the

public authority;
b) draws up, together with the direct manager, the program for the trial period;
c) familiarizes the debutant civil servant with the content of the new employee's Guide;
d) plans, jointly with the direct manager, the participation of the debutant civil servant in

internal and external training activities;
e) familiarizes the debutant civil servant with the organizational structure of the public

authority, the place of the subdivision in which he will work; the history of the public authority, its
mission and strategic objectives; the staff motivation and reward system, etc.; 

f) monitors the exercise of the duties provided by this Regulation by the factors involved in
the organization and conduct of the trial period.

39. The head of the public authority:
a) approves the trial period development program developed by the human resources

subdivision together with the direct supervisor of the debutant civil servant;
b) consult, in case of necessity, the debutant civil servant;
c) analyzes the evaluation form of the debutant civil servant's activity completed during the

probationary period and examines the appeal of the debutant civil servant, in the case of its
submission;

d) makes the decision regarding the results of the trial period;



e) issues the act of confirmation in or release from public office of the debutant civil servant.
V. Final provisions

40. During the trial period, the service report of the debutant civil servant can only be changed
by transfer, carried out under the law.

41. The probationary period is interrupted in the event of the suspension of service relations,
the transfer of the debutant civil servant to another position, the granting of annual leave, unpaid
leave or additional paid leave. After the resumption of the activity or the expiration of the leave
period or after the appointment to the public office as a result of the transfer, the debutant civil
servant continues his activity until the full 6-month term is reached.

42. The probationary period is interrupted in the case of reassignment of the incumbent civil
servant to the public position occupied by the debutant civil servant before the expiration of the
period for which the suspension of the service report was approved. In the case of subsequent
appointment to a public position, the probationary period continues until the full 6-month term is
reached.

43. The debutant civil servant can be sanctioned in accordance with the legislation in force. In
order to establish the disciplinary sanction applicable to the debutant civil servant, his mentor will
also be heard, mandatorily.
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Appendix no. 4
at the Government Decision

no. 201 of March 11, 2009
 

RULES
regarding the performance of work through the cum

of the civil servant
1. Cumulative work of the civil servant represents the fulfillment by him, in addition to the

basic activity in the public office, of another work, permanent or temporary, outside the schedule,
except for the situation specified in point 6 of these Rules.

2. The civil servant's collective work is carried out on the basis of a distinct individual
employment contract, except for the situation specified in point 8 of these Rules.
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3. The agreement of the head of the public authority in which the civil servant carries out his
basic activity is not required for the conclusion of the individual employment contract through the
cumulation with another unit, except for the situation specified in point 6 of these Rules. After the
conclusion of the contract, within 30 days, the civil servant is obliged to inform the head of the
public authority, in which he carries out his basic activity, about this fact.

4. The work by cum can be carried out by the civil servant within commercial companies,
cooperatives, state or municipal enterprises, as well as non-commercial organizations, from the
public or private sector, whose activity is not controlled, subordinated or does not belong, in
certain respects, the competence of the public authority in which he is employed.

5. In the units specified in point 4 of these Rules, whose activity is controlled, subordinated or
under the competence of the authority in which the civil servant is employed, he can only carry out
scientific, didactic, creative activities, participation in development projects in the field of
competence within the authority in which he is appointed to the position and representing the state
in economic companies.

6. With the written consent of the head of the public authority, civil servants can carry out
teaching activities in educational institutions in accordance with the structure of the education
system provided by the Education Code of the Republic of Moldova no. 152/2014, within the
limits of 6 hours per week, while keeping the salary at the basic workplace. The decision regarding
the opportunity for the civil servant to carry out the didactic activity during the program hours will
be taken by the leader, taking into account the concrete circumstances existing in the public
authority at the time of the request, including the workload and the degree of staffing.

7. If the head of the public authority did not give his consent for the teaching activity to be
carried out during the program hours, this activity can be carried out by the civil servant outside the
work schedule in the public office. In this case, the limits of 6 hours per week do not apply.

8. Representation of the state in economic companies, in whose capital the state holds
participation quotas, is carried out in the cases provided by the legislation, on the basis of:

a) an administrative act issued by the head of the competent public authority regarding the
appointment of the civil servant as a member of the board of directors of the state/municipal
enterprise or representative of the state in the respective commercial company;

b) the decision of the general meeting of the shareholders (associates) of the respective
commercial company by electing, in the established manner, the civil servant as a member of the
board or the committee of censors of the company.

10. The civil servant who is employed by cumulation at another unit is obliged to present the
identity card or another identity document to the employer.

11. When hiring by cumulation at another unit in a position or profession that requires special
knowledge, the employer has the right to request from the civil servant the presentation of the
diploma or other document certifying the studies or professional training.

12. If special health requirements are established for the exercise of the cumulative function,
the civil servant will present the medical certificate issued by the qualified medical institution.



13. The responsibility for compliance with these Rules is borne by the head of the unit that
employs the civil servant to work, as well as - in the part related to the teaching activity during the
program hours and the representation of the state in economic companies - by the head of the
public authority where the civil servant carry out the basic activity.

14. These Rules also extend to scientific, didactic, creative activities, participation in
development projects in the field of competence within the authority in which the civil servant is
employed, representation of the state in economic societies and representation as a member who do
not work permanently within the collegial bodies of the autonomous public authorities.
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Appendix no. 6
to Government Decision no. 201

from March 11, 2009
 

Form of preparation
of the written commitment of the civil servant

regarding the activity in the public service after graduation
forms of professional development

1. The written commitment of the civil servant regarding the activity in the public service
after completing the forms of professional development (hereinafter -  commitment ) represents the
unilateral legal act by which the civil servant assumes the obligation to work in the public service
after graduating from the professional development courses or programs, including master's
studies, in the country or abroad.

2. The commitment is signed by the civil servant before the issuance of the administrative act
of delegation to training or suspension of service reports under the conditions of art. 38 paragraph
(1) of Law no. 158/2008 regarding the public function and the status of the civil servant, otherwise
the administrative act is not issued.

3. The commitment is drawn up if the duration of the form or the cumulative duration of the
professional development forms to which the civil servant is delegated exceeds 90 days in a year,
as well as if the civil servant is pursuing master's studies.

If the forms of professional development, including master's studies, are divided into several
parts, the commitment is drawn up before the delegation to the last form of professional
development by which the duration specified in the first paragraph is exceeded.

4. The commitment is not drawn up in case the civil servant participates in forms of
professional development, including master's studies, on his own account, as well as in the case of
suspension of service relations under the conditions of art. 38 paragraph (1) of Law no. . 158/2008
regarding the public function and the status of the civil servant and assuming the obligation to
work in the public service based on another legal act.

5. The commitment contains the following information:
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1) the name and surname of the civil servant, the position held, the subdivision and the public
authority in which he works, as well as data from the identity card;

2) the period for which he assumes the obligation to work in the public service after
graduating from professional development forms, including master's studies, calculated in
accordance with the provisions of point 6 of this annex;

3) the obligation to fully return to the public authority the expenses incurred for his
professional development, regardless of the funding source, including the salary received during
the training period, calculated according to the law;

4) signature of the civil servant, date, month and year of signing the commitment.
6. After completing the forms of professional development, the civil servant has the obligation

to work in the public service:
1) from 2 to 3 years - if the forms of professional development, including master's studies, last

from 90 to 120 days;
2) from 3 to 4 years - if the forms of professional development, including master's studies, last

from 121 to 150 days;
3) from 4 to 5 years – if the forms of professional development, including master's studies,

last longer than 150 days.
In case of pursuing master's studies, the cumulative duration of which in a year does not

exceed 90 days, the civil servant has the obligation to work in the public service for 2 years.
7. With the signing of a new commitment during the validity period of the previously signed

commitment, the last one is legally repealed.
8. The civil servant shall fully return to the public authority the expenses incurred for his

professional development, regardless of the funding source, including the salary received during
the training period, calculated in accordance with the law, in the following cases:

1) he did not complete the forms of professional development due to his fault;
2) did not work in the public service, after completing professional development forms,

including master's studies, for the entire period specified in the commitment.
9. The civil servant will not reimburse the public authority the expenses for professional

development in the following cases:
1) service relationships have ended due to the death of the civil servant, declaration as

deceased or missing without a trace, loss of full exercise capacity, a force majeure situation,
liquidation of the public authority, except for the situation in which the civil servant refuses the
transfer to a another authority, or because of the state of health, ascertained by the decision of the
competent bodies of medical expertise of vitality, which no longer allows the official to fulfill the
duties corresponding to the position;

2) did not complete the forms of professional development for well-founded reasons and
justified by appropriate documents.

10. The expenses incurred for his professional development, regardless of the funding source,
including the salary received during the training period, shall be returned to the public authority by
the civil servant, within 30 days from the date of occurrence of the conditions specified in point 8.



11. The commitment signed by the civil servant is kept in a special folder, and a copy of it – in
the personal file.

12. In the event that the civil servant's service relationship ends during the period in which he
is obliged to work in the public service in circumstances other than those specified in point 9
subsection 1), the public authority in which he carries out his activity is obliged to communicate
this fact to the public authority to which the commitment was drawn up.

The provisions of paragraph one shall be applied accordingly whenever the civil servant
moves from one public authority to another.

13. The human resources subdivision keeps records of the forms of professional development
and their duration, monitors compliance with the provisions of the commitments and, in case of
necessity, communicates to the head of the public authority and civil servants about non-
compliance with the assumed obligations.

14. In the case of the civil servant's refusal to pay the public authority the expenses incurred
for his professional development, these are collected based on the court decision at the request of
the respective public authority.

 
Appendix no. 7

at the Government Decision
no. 201 of March 11, 2009

 
REGULATION

regarding the disciplinary committee
I. General provisions

1. The regulation regarding the disciplinary committee (hereinafter -  Regulation ) is drawn up
pursuant to paragraph (11) art. 59 of Law no. 158/2008 regarding the public function and the status
of the civil servant.

2. The disciplinary commission is a deliberative structure, without legal personality,
independent in the exercise of its attributions, which has the competence to ensure the
investigation, when it is notified, of the acts of civil servants considered as disciplinary violations
and to propose the applicable disciplinary sanction or the classification of the case, as the case may
be.

3. This Regulation establishes:
1) the establishment, composition, mandate of the members and competence of the

disciplinary committee;
2) the duties of the disciplinary committee and its members;
3) the manner of notifying the disciplinary committee;
4) investigation of facts reported as disciplinary violations;
5) applying and challenging the disciplinary sanction.

II. Constitution, composition, mandate of members
and the competence of the disciplinary commission



4. The disciplinary commission is constituted by the administrative act of the head of the
public authority.

5. The disciplinary commission is established in the public authority where the number of
public positions is greater than 8 inclusive.

6. By way of derogation from the provisions of point 5 of this Regulation, the disciplinary
commission within the local public administration authority of the first level is constituted if the
total number of public positions in the respective authority is less than 8.

7. The disciplinary commission is composed of 5 members, including a president and a
secretary.

8. The disciplinary commission specified in point 6 of this Regulation is composed of at least
3 members, including a president and a secretary.

9. The president of the disciplinary commission is, as a rule, the deputy head of the public
authority (in the case of ministries, the general secretary of the ministry, the deputy general
secretary of the ministry or one of the secretaries of state), and the secretary is a civil servant from
the legal subdivision or, as the case may be , the person with duties in the field of human resources
management within the respective public authority. The president of the disciplinary commission
cannot be the leader of the public authority.

10. The composition of the disciplinary committee includes, compulsorily, a representative of
the trade union body from the respective public authority. If the trade union body is not established
in the respective public authority, a representative appointed by the vote of the majority of civil
servants is included in the composition of the disciplinary commission. If there are several trade
union bodies within the public authority, the disciplinary commission includes representatives of
all trade union bodies.

11. At least 3 alternate members are appointed for each disciplinary committee.
12. The mandate of the members of the disciplinary commission is 4 years.
13. The members of the disciplinary commission exercise their mandate from the date of

issuance of the administrative act establishing the disciplinary commission until the date of its
expiration, with the exceptions provided for in this Regulation.

14. The members and substitute members of the disciplinary commission are, as a rule, civil
servants of the public authority in which the disciplinary commission is established. As members
and substitute members of the disciplinary committee specified in point 6 of this Regulation,
councilors of the respective local council may also be appointed.

15. A person who is in one of the following situations cannot be a member of the disciplinary
committee:

1) is a spouse or is related to at least the third degree inclusive or affinity up to the second
degree inclusive with at least one of the members of the disciplinary commission;

2) has an unextinguished criminal record, in accordance with the law;
3) was disciplinary sanctioned, and the disciplinary sanction was not extinguished, according

to the law.



16. The person who meets the following conditions can be appointed president of the
disciplinary commission:

1) has, as a rule, higher legal studies or in the field of public administration;
2) has an impeccable reputation;
3) is not in one of the situations provided for in point 15 of this Regulation.
17. The mandate of a member of the disciplinary commission is suspended in the following

situations:
1) was seconded to another public authority;
2) committed an act that constitutes the object of notification to the disciplinary commission;
3) it was ordered to start the criminal investigation against the member of the disciplinary

commission;
4) is on annual rest leave, on study leave or the service reports have been suspended under the

conditions of letters c)-e) of art. 52 and letters a) and d) of paragraph (1) of art. .54 of Law no.
158/2008 regarding the public function and the status of civil servants;

5) expressed his opinion regarding the notified deed, prior to the resolution of the case;
6) is a spouse, relative or next of kin, up to the fourth degree inclusive, of the civil servant

whose deed is under examination by the disciplinary commission;
7) has a personal, direct or indirect interest in the settlement of the case or there are other

circumstances that question his objectivity and impartiality;
8) has submitted a complaint to the disciplinary committee or is heard during the disciplinary

committee meeting.
18. The suspension of the mandate of a member of the disciplinary commission is established

by the disciplinary commission and recorded in the minutes.
19. In the event of the suspension of the mandate of a member of the commission, his place is

automatically taken over by an alternate member, in the order indicated in the administrative act
establishing the commission. In case of suspension of the mandate of the commission president or
the secretary, the commission decides to exercise their duties by one of the commission members.

20. The suspension of the mandate of a member of the disciplinary commission lasts until the
termination of the cause that determined the suspension.

21. The mandate of a member of the disciplinary committee ends before the deadline, in the
following situations:

1) voluntary renunciation of membership, by submitting a written request;
2) service reports were suspended under the terms of Law no. 158/2008 regarding the public

function and the status of the civil servant, in other circumstances than those specified in point 17
subpoint 4) of this Regulation;

3) is in one of the cases provided for in point 15 of this Regulation;
5) employment relationships were terminated under the terms of Law no. 158/2008 regarding

the public function and the status of civil servants;
6) a disciplinary sanction was applied to him or he was brought to contraventional or criminal

liability for an act that is directly related to the exercise of his duties.



22. Early termination of the mandate of a member of the disciplinary committee is noted by
the disciplinary committee and recorded in the minutes, and the fact of the termination is brought
to the attention of the person, through an approach drawn up by the secretary and signed by the
president by whose administrative act the disciplinary commission was established.

23. In the case of the termination of the mandate of a member of the commission before the
term or upon its expiration, the person by whose administrative act the disciplinary commission
was established orders the termination of the mandate of the respective member and designates
another member of the disciplinary commission, in compliance with the provisions of this
Regulation . Until the issuance of the corresponding administrative act, the commission member is
considered suspended.

24. The disciplinary committee of the public authority in which the investigated public servant
works has the competence to investigate the facts reported as disciplinary violations, except for the
facts reported as disciplinary violations of the manager or another official of the respective
authority appointed to the position by another public authority, which is examined within the
disciplinary commission established in the public authority that appointed them to the position.

25. In the case of public authorities where the disciplinary commission is not established, the
competence to investigate the facts notified as disciplinary violations rests with the disciplinary
commission established within the higher hierarchical body, and in the case of decentralized public
services where the disciplinary commission is not established , as well as in the case of facts
reported as disciplinary violations by the leaders of the subdivisions subordinate to the district or
municipal council - the disciplinary commission established within the apparatus of the district
president or the municipality's mayor's office.

III. The duties of the disciplinary committee
and its members

26. The disciplinary committee has the following duties:
1) ensures the research activity of facts reported as disciplinary violations;
2) examines the report on the service investigation, hears the secretary/work group, the civil

servant or his representative, as well as other persons whose statements may facilitate the
resolution of the case;

3) proposes the application of one of the disciplinary sanctions provided for in art. 58 of Law
no. 158/2008 regarding the public function and status of the civil servant or, as the case may be, the
classification of the case;

4) signs the minutes of each meeting of the disciplinary commission;
5) notes the suspension or termination of the membership of the commission or, in case of

suspension of the president or the secretary, decides the exercise of their duties by one of the
members of the commission.

27. The president of the disciplinary committee has the following duties:
1) forward the notification received to the secretary of the commission for registration;
2) establishes the place, date and time when the meetings of the disciplinary commission take

place;



3) signs actions addressed to the head of the public authority;
4) lead the meetings of the disciplinary committee;
5) coordinates the activity of the disciplinary committee.
28. The secretary of the disciplinary committee has the following duties:
1) records the notification regarding the act of the civil servant;
2) carries out, if authorized by the commission, the service investigation, draws up and

submits to the commission the report on the service investigation, presents the results of the service
investigation at the meeting of the disciplinary commission;

4) announces the members of the disciplinary commission, the civil servant whose act is the
subject of the service investigation, the person who made the notification and the persons to be
heard about the place, date and time when the meetings of the disciplinary commission take place,
as well as ensures their summons ;

5) draws up the minutes of the meetings of the disciplinary commission, proceedings
regarding the sanction applicable to the civil servant or the classification of the case, the premature
termination of the commission member's mandate, etc.;

6) keeps records of the validity period of the mandates of the members of the disciplinary
commission;

7) keeps records of notifications, actions and minutes and performs other necessary work in
order to carry out the activity of the disciplinary commission.

29. The president of the disciplinary commission, by January 30 of the following year,
prepares the annual activity report regarding:

1) the number of notifications examined;
2) the number of closed cases;
3) the causes and consequences of committing disciplinary violations;
4) the proposed disciplinary sanctions;
5) the sanctions applied to each category of civil servants.
30. The activity report specified in point 29 of this Regulation is submitted to the head of the

public authority within which the disciplinary commission is constituted, and he is obliged to
communicate it to the State Chancellery.

IV. How to report to the disciplinary committee
31. The disciplinary commission may be notified by:
1) the head of the public authority;
2) the head of the internal subdivision where the civil servant whose act is reported works;
3) any person who believes that a disciplinary offense was committed by the act of a public

official, including if this person's rights and legitimate interests were harmed.
32. The notification is submitted to the secretariat (office) of the public authority within which

the civil servant whose deed is notified carries out his activity. This is sent to the president of the
disciplinary commission, within no more than 2 working days from submission.

33. If the notification was addressed to the head of the public authority, to the head of the
internal subdivision where the civil servant whose deed is reported works, to another public



authority or to the disciplinary committee that is not competent to examine the notification, they
have the obligation to transmit in no more than 3 working days to the competent disciplinary
committee.

34. The notification must include:
1) the name, surname and contact details of the person who made the notification;
2) the name, surname and, if possible, the subdivision in which the civil servant whose act is

reported works;
3) description of the fact that is the object of the notification;
4) exposition of the arguments underlying the referral;
5) date;
6) the signature.
35. The notification is formulated in writing and is accompanied, when possible, by

evidentiary documents.
V. Investigation of facts reported as violations

disciplinary
36. After receiving the notification, the president of the disciplinary commission, within no

more than 5 working days, convenes the meeting of the disciplinary commission which decides:
1) forwarding the notification to the secretary of the commission in order to carry out the

official investigation;
2) setting up a working group empowered to carry out the service investigation - in cases

where the subject of the notification is complex, as well as if 2 or more civil servants are
concerned;

3) classification of the case - in the situation where it is found that:
a) the conditions provided for in subsection are not met. 1), 3), 4) and 6) from point 34 of this

Regulation;
b) the term specified in point 67 of this Regulation has expired;
c) the conditions provided for in subsection are not met. 2) of point 34 of this Regulation, and

the identification of the civil servant, whose act is reported, is not possible.
37. The service investigation takes place within a period of no more than 14 working days. In

more complex cases, with the approval of the president, the conduct of the service investigation
can be extended by no more than 7 working days.

38. Conducting the service investigation involves:
1) examination of the notification;
2) examination of the written explanation regarding the notified deed;
3) the hearing of the civil servant whose deed is the object of the notification;
4) hearing the person who made the complaint;
5) gathering the information deemed necessary to solve the case, by the means provided by

law, including the hearing of any other persons whose statements may facilitate the solution of the
case;

6) administration of evidence, as well as verification of documents and statements presented.



38  . The civil servant's refusal to be heard or the impossibility of hearing the person who
made the complaint is recorded in a report, signed by at least 2 people from the public authority,
one of whom is a member of the disciplinary committee appointed under the conditions of point 10
, and does not prevent the continuation of the service investigation.

38  . The conduct of the service investigation, as well as the running of the deadlines
specified in point 37, are suspended in the case of the impossibility of hearing the civil servant due
to his being on annual rest leave, on study leave, as well as the suspension related to illness or
trauma. In this case, the official investigation will resume immediately upon the official's return to
work.

39. After completing the service investigation, the secretary/work group prepares a report,
submitted to the disciplinary committee, which contains:

1) the number and date of registration of the notification;
2) the period in which the service investigation was carried out;
3) the name, surname and position held by the investigated civil servant, as well as the

structural subdivision in which he carries out his activity;
4) the name, surname, function and contact details of the person who reported the act, as well

as of the persons interviewed;
5) the brief presentation of the notified deed and the circumstances in which it was

committed;
6) administered samples;
7) the proposal to apply one of the applicable disciplinary sanctions in accordance with the

legislation or, as the case may be, to close the case;
8) motivation of the proposal.
42. After receiving the report on the service investigation, the president of the commission

decides on the place, date and time of the disciplinary commission meeting.
43. The president orders the summoning of the members of the disciplinary commission for

the examination of the report of the secretary/working group and the hearing within the
disciplinary commission of the civil servant whose act was reported and, as the case may be, the
person who made the report, as well as other persons whose statements may facilitate the
resolution of the case.

44. The summons is made by the secretary, at least 2 working days before the commission
meeting. The summons is made by written notification, which is handed personally to the civil
servant, with a signature of receipt. The refusal to sign the written notification is recorded in a
minutes, signed by at least 2 people from the public authority present when the notification was
handed over.

In the case of the impossibility of personally handing the written notification, it is sent by
post, indicating the place, date and time of the commission meeting.

The citation can also be made by telephone or telegraphic note or by electronic means.
45. Simultaneously with the summons, a copy of the report on the official investigation is

presented to the investigated civil servant and the members of the commission.
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46.   The civil servant under investigation appears in person before the disciplinary commission
or through a representative. The civil servant has the right to submit explanations, to present
arguments and evidence that would prove his innocence.

47. The disciplinary commission is obliged to ask the investigated public official to present a
written explanation regarding the committed deed. The requested explanation regarding the
committed act is presented by the investigated public official within 5 working days from the date
of the request. The civil servant's refusal to present the respective explanation is recorded in the
minutes of the committee meeting.

48. At the meeting or, as the case may be, at the hearings examining the case, the disciplinary
commission:

1) hears the secretary/working group regarding the proposal regarding the applicable
disciplinary sanction or, as the case may be, the classification of the case;

2) hears the investigated civil servant or his representative;
3) hears the person who made the complaint;
4) administer the tests.
49. The person who made the complaint is heard separately from the investigated public

servant.
50. The Commission has the right to hear other persons whose statements may facilitate the

resolution of the case, as well as to examine other information deemed necessary for the resolution
of the case, regardless of whether they were elucidated in the course of the official investigation.

51. The administration of evidence involves the analysis of the evidence invoked during the
hearing of the secretary/working group, of the investigated public servant or his representative, of
the person who made the complaint, of other persons whose statements may facilitate the
resolution of the case, as well as of those specified in the written explanation of the investigated
civil servant.

52. The investigation of the facts reported as disciplinary violations is completed with the
adoption of the disciplinary committee's proposal regarding:

1) the applicable disciplinary sanction, in case it is proven that the civil servant committed the
disciplinary offense provided for by law;

2) closing the case, when the commission of a disciplinary offense provided for by law is not
confirmed or the term specified in point 67 has expired or the service relations of the investigated
public official have been terminated.

53. The commission's proposal is adopted by open vote. No member of the commission has
the right to abstain from voting. All doubts in the proof of the accusation are interpreted by the
members of the commission in favor of the investigated civil servant.

54. The separate opinions, formulated in writing and motivated, will be attached to the
minutes of the respective meeting of the disciplinary committee.

55. When individualizing the disciplinary sanction applicable to the civil servant, the
disciplinary commission takes into account:

1) the causes that determined the commission of the disciplinary offense;



2) the circumstances in which it was committed;
3) degree of guilt;
4) the seriousness and consequences of the disciplinary offense;
5) the conduct of the civil servant;
6) the existence of disciplinary antecedents of the civil servant, which have not been

extinguished under the law.
56. The meetings of the disciplinary committee are deliberative, if at least 2/3 of the members

participate in them.
57. The meetings of the disciplinary committee are public, except when the public servant

under investigation requests in writing that they not be public.
58. The absence of the civil servant or other cited persons does not prevent the conduct of the

disciplinary committee meeting, if the committee finds that they knew about the place, date and
time of the committee meeting. Otherwise, as well as if the investigated civil servant is absent due
to being on annual leave, study leave or suspension due to illness or trauma, the commission
meeting is postponed, and its resumption is done in compliance with the provisions of points 43
and 44 of this Regulation.

59. The work of each meeting of the disciplinary commission is recorded in writing in
minutes. The minutes are signed by the members of the disciplinary committee. The minutes
containing the disciplinary committee's proposal regarding the application of the disciplinary
sanction or the classification of the case are brought to the attention, under signature, of the
investigated civil servant and the person who made the complaint.

60. All decisions of the disciplinary committee are adopted by the majority vote of the
members present, except for the proposal of the disciplinary committee to apply the disciplinary
sanction, which is adopted by the majority vote of the members of which the disciplinary
committee is composed.

61. If the disciplinary committee has indications that the deed committed by the civil servant
can be considered a contravention or crime, it notifies the head of the public authority within which
the respective disciplinary committee is constituted. The leader of the public authority is obliged to
immediately notify the competent authorities to solve the contravention cases and/or the criminal
investigation bodies. In that case, the investigation of the civil servant is suspended until the
termination of the contraventional process, the establishment of the contraventional sanction, the
order not to start the criminal prosecution, the removal from criminal prosecution or the
termination of the criminal prosecution or until the date when the court orders the acquittal or the
termination of the criminal process.

VI. Application and appeal of the disciplinary sanction
62. Within no more than 2 working days from the signing of the last minutes of the meeting of

the disciplinary committee regarding an investigated fact, the secretary draws up an approach
containing the committee's proposal, as well as the factual and legal circumstances that its
base. The request is signed by the president of the disciplinary committee and is brought to the
attention of the person competent to apply the sanction.



63. The administrative act of sanctioning the civil servant is issued by the competent person,
according to the law, with the application of disciplinary sanctions, within a maximum of one
month from the date of receipt of the disciplinary committee's proposal regarding the finding of
disciplinary misconduct. The running of the respective term is suspended during the period of the
civil servant being on annual leave, on study leave, suspension of service reports due to illness or
trauma.

64. If the person who has the legal competence to apply the disciplinary sanction applies a
different sanction than the one proposed by the disciplinary committee, it is obliged to justify its
decision.

65. In the administrative sanctioning act, the following must be indicated:
1) the factual and legal grounds for the application of the sanction;
2) the term in which the sanction can be challenged;
3) the body where the sanction can be challenged;
4) the reason why a different sanction was applied than the one proposed by the disciplinary

committee, in the situation specified in point 64 of this Regulation.
66. The sanctioning administrative act is communicated to the sanctioned public official,

under signature or by another method that allows confirmation of receipt/notification, within 5
working days from the date of issue. The term is suspended during the time the official is on annual
leave, on study leave, as well as during the period of suspension of service relations.

The civil servant's refusal to sign the administrative act regarding the application of the
disciplinary sanction or the refusal to receive it is recorded in a minutes signed by at least 2 people
from the public authority.

67. Disciplinary sanctions are applied within no more than 6 months from the date of
committing the disciplinary violations, with the exception of the disciplinary sanction for violating
the legislation regarding the declaration of income and property and regarding the conflict of
interests, which is applied within the no later than 6 months from the date of the definitive stay of
the act by which the commission of the disciplinary offense is ascertained. The running of the
respective terms is suspended during the period of the civil servant being on annual leave, on study
leave, suspension of service relations in connection with illness or trauma, as well as in the cases
specified in point 61 of these Regulations.

68. The civil servant has the right to challenge the legality of the administrative act of
disciplinary sanction in the competent administrative court, under the law.

69. The disciplinary sanction, with the exception of dismissal from public office, can be
revoked under the conditions of art. 211 paragraph (2) of the Labor Code.
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REGULATION



regarding the evaluation of professional performances
of the civil servant

I. General provisions
1. The regulation regarding the evaluation of the professional performance of the civil servant

(hereinafter -  Regulation ) is developed pursuant to paragraph (9) art. 34 of Law no. 158/2008
regarding the public function and the status of the civil servant.

2. The semi-annual evaluation of professional performances is the personnel procedure by
which the level of fulfillment of individual activity objectives (hereinafter -  objectives ) and the
level of manifestation of professional skills and behavioral characteristics (hereinafter -  the level of
manifestation of the criteria of evaluation ) by the civil servant, in order to appreciate the results
obtained and identify the needs for professional development.

3. The evaluation of professional performance (hereinafter –  the evaluation ) applies to every
civil servant, with the particularities provided for in Law no. 158/2008 regarding the public
function and the status of the civil servant and in this Regulation.

4. The evaluation is carried out in accordance with the following basic principles:
a)  objectivity  - the factors involved in the evaluation process must make decisions,

impartially, based on arguments and concrete facts, so as to reproduce as accurately as possible
both the merits, performances, as well as the deficiencies and non-achievements of the evaluated
one's activity;

b)  continuous cooperation and communication  - ensuring a cooperative environment and
maintaining open and permanent communication relationships between all factors involved in the
evaluation process;

c)  respect for dignity  - ensuring an environment in which the dignity of every civil servant is
respected and a climate free from any manifestation and form of harassment, exploitation,
humiliation, contempt, threat or intimidation.

5. For the purposes of this Regulation, the following notions are defined:
a)   evaluator  – person with a management position within the subdivision / public authority

where the evaluated public servant carries out his activity or, as the case may be, who coordinates
the activity of the respective public servant;

b)  countersignatory  – public official hierarchically superior to the evaluator or, as the case
may be, the person exercising a position of public dignity;

c)  evaluated period  – the period for which the civil servant is evaluated, between January 1
and June 30 (first semester) and July 1 and December 31 (second semester);

[Pct.5 letter c) amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective
01.01.23]

d)  semi-annual evaluation period  – the period in which the civil servant evaluation
procedure is implemented, between December 15 and January 20 for the second semester of the
previous year and between June 15 and July 15 for the first semester of the current year.

[Pct.5 letter d) amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective
01.01.23]



6. The evaluation will not be carried out if the civil servant has effectively exercised his duties
during the evaluated period of less than three months in the respective public position. In this case,
the qualification awarded during the evaluation carried out during the evaluated period, if it took
place, is considered the qualification for the semiannual evaluation of the professional
performances of the civil servant in question.

[Point 6 amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective 01.01.23]
7. The evaluation is done during the evaluated period, in the following cases:
a) if, during the evaluated period, the service report of the evaluated civil servant is

terminated, suspended or modified, under the conditions of the law. In this case, the civil servant
will be evaluated, in a period of no more than 14 days, for the period up to the termination,
suspension or modification of the service relationship. The evaluation grade awarded will be taken
into account in its semiannual evaluation;

b) if during the evaluated period the service report or, as the case may be, the evaluator's
mandate ends, is suspended or modified, under the law. In this case, the evaluator has the
obligation, within no more than 14 days before the termination, suspension or modification of the
service reports, to carry out the evaluation of subordinate civil servants. The evaluation grade
awarded will be taken into account in their semiannual evaluation.

8. At the semi-annual evaluation, the newly appointed evaluator will take into account the
information recorded by the previous evaluator. In the cases mentioned in point 7 of this
Regulation, the newly appointed evaluator, when awarding the evaluation qualification within the
evaluation procedure, will consider the evaluation qualification awarded for the longest evaluated
period as a priority. 

9. If, during the evaluation period, the service report of the evaluated civil servant was
suspended, under the law, the evaluation procedure will start in no more than 10 working days
from the date of reinstatement in the public office. The same procedure is also applied in the
situation where the civil servant was absent during the evaluation period, for reasons not
attributable to him.

10. The results of the assessment are taken into account when making the decisions stipulated
in Law no. 158/2008 regarding the public function and the status of the civil servant.

11. The evaluation is carried out in compliance with the legal regime regarding the conflict of
interests.

II. The factors involved in the evaluation process a
the official's professional performance

public, their attributions and obligations
12. The head of the public authority has the following duties and obligations:
a) ensures the efficient management of the performance of the public authority by analyzing,

monitoring and evaluating the performance of internal subdivisions in relation to the performance
of the public authority;

b) approves the objectives and performance indicators of civil servants within the public
authority; 



c) issues the administrative document establishing the evaluation period, as well as the list of
evaluators and countersignatories identified for each civil servant subject to evaluation;

d) draws up the evaluation report of the higher-level management civil servant, having
previously consulted the activity report of the evaluated civil servant;

e) examines the appeals submitted by the evaluated civil servants;
f) examines the information regarding the results of the evaluation of civil servants within the

public authority, presented by the human resources subdivision;
13. The evaluation commission for higher-level management civil servants has the following

duties and obligations:
a) examines the activity report of the higher-level management civil servant evaluated;
b) examines the evaluation report of the higher-level management civil servant evaluated;
c) carries out, as appropriate, the evaluation interview of the higher-level management civil

servant evaluated;
d) record the results of the evaluation in the evaluation sheet of the evaluated higher-level

management civil servant;
e) examines the requests of the evaluated higher-level management civil servant regarding the

revision of the granted evaluation qualification.
14. The secretariat of the evaluation commission for higher-level management civil servants

has the following duties and obligations:
a) elaborates the draft of the administrative act regarding the establishment of the evaluation

commission;
b) collects the activity reports, evaluation reports and submits them for examination to the

members of the evaluation commission;
c) assists the evaluation committee in organizing and carrying out the evaluation procedure of

senior management civil servants, including the evaluation interview and the examination of the
request for revision of the evaluation qualification granted;

d) informs the evaluated higher-level public official of the result of the examination of the
request for review of the evaluation qualification, within 3 working days from its examination;

e) sends a copy of the evaluation sheet to the evaluated higher-level public official and to his
direct manager;

f) submit to the human resources subdivision the activity report, the evaluation report and the
evaluation sheet of the evaluated higher-level public official, to be attached to his personal file;

g) preserve the confidentiality of the information mentioned in the activity reports, evaluation
reports and evaluation sheets.

15. The evaluator has the following duties and obligations:
a) elaborates and discusses with the evaluated civil servant the objectives and performance

indicators for each evaluated period;
b) present the objectives and performance indicators to the human resources subdivision for

targeting;



c) monitors and analyzes the fulfillment of the objectives by the civil servants under his direct
subordination through the prism of the performance indicators, in order to review them, improve
the professional performances and establish the increase for the performance;

[Pct.15 letter c) amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective
01.01.23]

d) collect the necessary information regarding the results obtained during the evaluated
period, taking into account the nature and complexity of the tasks, the work environment, the level
of manifestation of knowledge, professional skills and the professional experience of the civil
servant;

e) documents in writing the public servant's results, the difficulties encountered by him during
the evaluated period and any other observations he considers relevant;

f) complete the evaluation form of the evaluated civil servant;
g) carries out the evaluation interview with the evaluated civil servant;
h) identifies, jointly with the evaluated civil servant, the needs for professional development

and records them in the evaluation sheet;
i) grants the evaluation qualification;
j) submit the evaluation sheet for countersignature;
k) submits the countersigned evaluation sheet to the human resources subdivision, keeps a

copy of it and sends a copy to the evaluated civil servant;
l) as the case may be, carry out the repeated evaluation procedure;
m) participates in the examination of appeals submitted by the evaluated civil servant;
n) is responsible for the objectivity and impartiality of the evaluation results of civil servants

under his direct subordination;
o) preserve the confidentiality of the information mentioned in the evaluation sheet and those

discussed during the evaluation interview. 
16. The countersigner has the following duties and obligations:
a) verifies the correctness of the application of the evaluation procedure of the evaluated civil

servants whose evaluation sheets he countersigns;
b) analyzes the evaluation sheet and verifies the correctness of the information entered

therein;
c) verifies the correspondence of the performance of the internal subdivision to which the

evaluated civil servants belong and their individual performance, taking into account the
contribution of each evaluated civil servant;

d) countersign the evaluation sheet of the evaluated civil servant if he agrees with the
comments provided and the evaluation rating given;

e) identifies disagreements between the evaluator and the civil servant, if they exist, and, as
the case may be, decides on repeating the civil servant evaluation procedure;

f) participates in the examination of appeals submitted by the evaluated civil servant;
g) sends the countersigned evaluation form to the appraiser;
h) preserve the confidentiality of the information entered in the evaluation form.



17. The human resources subdivision has the following attributions and obligations:
a) draft the administrative act establishing the evaluation period, the list of evaluators and

countersignatories identified for each civil servant subject to evaluation and inform them about it
before the start of the evaluation period;

b) provides the heads of internal subdivisions/public authority with methodological and
informational assistance regarding the establishment of objectives and performance indicators,
completing the evaluation form, carrying out the evaluation interview, as well as providing the
necessary support to all factors involved in the evaluation process;

c) it is exposed on the respect of the correctness of the establishment of the objectives and
performance indicators, as well as the completion of the structural components of the evaluation
form;

d) refers to the sheets for establishing/revising the objectives and performance indicators of
civil servants within the public authority and submits them to the head of the public authority for
approval;

e) complete the forms from the personal file with the necessary information / data regarding
the results of the evaluation of the professional performances of civil servants;

f) receives, as the case may be, the activity reports, evaluation reports and evaluation sheets of
the higher-level management civil servants from the secretariat of the evaluation commission and
attaches them to their personal files;

g) participates in the examination of appeals submitted by the evaluated civil servants;
h) elaborates and presents to the head of the public authority the information regarding the

results of the evaluation of civil servants within the public authority;
i) analyzes the professional development needs of civil servants, identified in the evaluation

procedure, taking them into account when drawing up the annual professional development plan;
j) preserve the confidentiality of the information entered in the evaluation sheet.
18. The assessed civil servant has the following duties and obligations:
a) participates in establishing and revising performance objectives and indicators;
b) analyzes and expresses his point of view regarding the fulfillment of the objectives and

their establishment for the next evaluated period, and at the evaluator's request, presents an activity
report for the evaluated semester;

[Pct.18 letter b) amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective
01.01.23]

c) participate in the evaluation interview;
d) draw up the activity report, according to point 45 of this Regulation;
e) as the case may be, presents evidence confirming the achievement of the objectives and

comments on the evaluation rating given;
f) shows collaboration in the evaluation process;     
g) participates in the identification of his professional development needs;
h) acknowledges, by signature, the information entered in the evaluation sheet.

III. The performance evaluation process



professionals of the civil servant
Section 1

Establishing and revising objectives and
 performance indicators

19. The objectives represent the key priorities in the activity of the civil servant, which
involve the desired/expected results and are to be achieved during the evaluated period. 

20. Objectives are set every six months for each civil servant.
[Point 20 amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective 01.01.23]
21. Each civil servant is set 3-5 objectives for the evaluated period. The objectives are

established based on the tasks and attributions set out in the job description, the priorities and
objectives of the internal subdivision in which the assessed civil servant works and/or of the public
authority, established for the current year. 

22. The objectives must meet the following requirements:
a) to be specific to the activities that involve the exercise of the prerogatives of public power,

provided for in the job description, to be concrete, clear and well defined;
b) to be measurable - to have a concrete form of achievement, to imply a finality, a

measurable result;
c) to reflect the completion deadlines every six months;
[Pct. 22 letter c) amended by HG942 of 28.12.22, MO460-462/31.12.22 art. 1072; effective

01.01.23]
d) to be realistic - to be able to be fulfilled within the provided deadlines and with the

allocated resources;
e) to be flexible - to be able to be revised depending on the changes made in the priorities of

the public authority.
23. Performance indicators with target values   are established for each objective, which

quantitatively and qualitatively measure its fulfillment within the established term.
[Point 23 amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective 01.01.23]
24. The objectives and performance indicators are drawn up by the evaluator in collaboration

with the evaluated civil servant and are entered in a special file, according to annex no. 1 to this
Regulation.

25. The proposals regarding the objectives and performance indicators for the next evaluated
period are discussed during the evaluation interview with the evaluated civil servant.

26. The objectives and performance indicators for the senior management civil servant are
discussed in a meeting specially organized for this purpose and are established by the head of the
public authority.

27. The project of objectives and performance indicators is presented for approval by the
public authority, which is exposed to the correctness of the formulation of the objectives and
performance indicators according to the requirements stipulated in point 22 of this Regulation.

28. After the completion of the actions specified in points 24-27 of this Regulation, the
objectives and performance indicators, acknowledged by the signature of the evaluator and the



evaluated civil servant, are submitted to the head of the public authority for approval, no later than
10 working days from the evaluation interview.

29. For the civil servant who entered the public service during the evaluated period, the
objectives and performance indicators are established within 30 days from the date of appointment
to the public office.

30. For the civil servant who has completed the trial period, the objectives and performance
indicators are established within 30 days from the date of confirmation in the public office.

31. Objectives and performance indicators can be revised quarterly by the evaluator, in
collaboration with the evaluated civil servant, in the following situations:

[Point 31 amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective 01.01.23]
a) the priority actions of the public authority and/or the internal subdivision have undergone

changes and this has influenced the modification of the tasks and attributions of the evaluated civil
servant;

b) the organizational structure of the public authority/the structure of the internal subdivision
has been revised and this has influenced the modification of the tasks and attributions of the
evaluated civil servant;

c) other causes, objective circumstances that appeared during the evaluated period made the
established objectives unachievable for reasons not attributable to the evaluated civil servant.

32. In the situations mentioned in point 31 of this Regulation, the review of objectives and
performance indicators is done within 30 days after their production.

33. The changes are recorded in a minutes signed and dated by the head of the public
authority, acknowledged by the evaluator and the civil servant to be evaluated.

Section 2
Evaluation criteria

34. The evaluation criteria represent the professional skills and behavioral
characteristics/attitudes necessary for the civil servant to fulfill the objectives, basic tasks and job
duties.

35. The following evaluation criteria are established for senior management civil servants,
described in section 1 of annex no. 2 to this Regulation:

a) leadership;
b) managerial competence;
c) personal efficiency;
d) interpersonal efficiency;
e) social responsibility.
[Point 35 in the wording of HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective

01.01.23]
35  . The following evaluation criteria are established for leading civil servants, described in

section 2 of annex no. 2 to this Regulation:
a) managerial competence;
b) professional competence;
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c) activism and spirit of initiative;
d) personal efficiency;
e) interpersonal efficiency.
[Pct. 35   introduced by HG942 of 28.12.22, MO460-462/31.12.22 art. 1072; effective

01.01.23]
36. The following evaluation criteria are established for executive civil servants, described in

section 3 of annex no. 2 to this Regulation:
a) professional competence;
b) activism and spirit of initiative;
c) teamwork;
d) personal efficiency;
e) interpersonal efficiency.
[Point 36 in the wording of HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective

01.01.23]
Section 3

Evaluation qualifications
37. Following the evaluation, the evaluated civil servant is given one of the following

evaluation grades: "very good", "good", "satisfactory" and "unsatisfactory".
38. Each objective and evaluation criterion is evaluated with a score from 1 to 4, without

tenths.
The evaluation of the achievement of objectives is carried out on the basis of performance

indicators with target values, which reflect the quantity and quality of work, as follows:
a) score 1 – the objective was not met or was met insufficiently (below 35%);
b) score 2 – the objective was partially met, in a proportion of 36-70%;
c) score 3 – the objective was mostly met, in proportion of 71-95%;
d) score 4 – the objective was fully met, to the extent of 96-100%.
The evaluator decides on the score awarded for the achievement of the objectives, taking into

account the effort made by the evaluated public official, the degree of involvement, the objective
and subjective factors that influenced their achievement/non-achievement, which may be higher or
lower, even if the proportion of achievement objectives correspond to a score defined above.

The assessment of the evaluation criterion takes place based on the description of the
criterion, as follows:

a) score 1 – never showed the descriptions related to the evaluation criterion during the
evaluated period;

b) score 2 – sometimes manifested the descriptions related to the evaluation criterion during
the evaluated period;

c) score 3 – often manifested the descriptions related to the evaluation criterion during the
evaluated period;

d) score 4 – always showed the descriptions related to the evaluation criterion in the evaluated
period.

1



[Point 38 amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective 01.01.23]
39. The arithmetic mean obtained when evaluating the fulfillment of the objectives and the

arithmetic mean obtained when assessing the level of manifestation of the evaluation criteria are
noted in hundreds.

40.  The evaluation grade is established on the basis of the final score calculated from the sum
of the arithmetic mean obtained when evaluating the fulfillment of the objectives multiplied by
80% and the arithmetic mean obtained when assessing the level of manifestation of the evaluation
criteria multiplied by 20%, as follows:

a) score obtained between 3.76 and 4.00 - "very good": the performance shown by the
employee requires special appreciation, because it is significantly above the upper limits of the
standards; 

b) score obtained between 3.01 and 3.75 - "good": the performance shown by the employee is
within the upper limits of the established standards; 

c) score obtained between 2.00 and 3.00 - "satisfactory": the performance demonstrated by the
employee is at the minimum level or slightly above the established standards; this is the minimum
acceptable level of performance to be achieved by the employee at the level of the position held;

d) score obtained between 1.00 and 1.99 - "unsatisfactory": the performance shown by the
employee is far below the established standards.

[Point 40 in the wording of HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective
01.01.23]

Section 4
Performance evaluation procedure
professionals  of the civil servant

senior management
41. The evaluation of senior management civil servants specified in letter c) paragraph (2) art.

8 of Law no. 158/2008 regarding the public function and the status of the civil servant, is carried
out by an evaluation commission, whose members are appointed by the Prime Minister.

42. The secretariat of the evaluation commission specified in point 41 is provided by the
human resources subdivision of the State Chancellery.

43. The evaluation of higher-level management civil servants specified in letter d) paragraph
(2) art. 8 of Law no. 158/2008 regarding the public function and the status of the civil servant is
carried out by the evaluation commissions established by the heads of the respective public
authorities.

The evaluation commissions specified in points 41 and 43 of this Regulation are established
for a period not exceeding 4 years. In case of release of the members of the evaluation commission
during the established period, their duties will be exercised by the newly appointed persons in the
respective positions, without issuing a new administrative act.

44. The evaluation procedure of the senior management civil servant is carried out in several
stages:

a) the drawing up of the activity report by the senior civil servant;



b) preparation of the evaluation report by the manager of the higher level civil servant;
c) as the case may be, carrying out the evaluation interview under the conditions of point 50

of this Regulation;  
e) completion of the evaluation form by the evaluation committee. 
45. The evaluated higher-level management civil servant draws up an activity report for the

evaluated period, according to annex no. 3 to this Regulation and submits it to the head of the
public authority.

The activity report contains information on the degree of fulfillment of individual objectives
through the lens of performance indicators with target values, key results obtained from the
perspective of organizational effectiveness and efficiency, lessons learned, as well as proposed
intervention measures to improve internal processes and organizational performance . The civil
servant can complete the activity report with other key information that he considers relevant.

[Point 45 amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective 01.01.23]
46.   The person who exercises a position of public dignity or, as the case may be, the public

official of a hierarchically superior level to the evaluated public official, draws up an evaluation
report of his activity, according to annex no. 4 to this Regulation.

The evaluation report contains information about the level and manner of fulfillment of the
individual objectives, the objectives and the results obtained by the internal subdivisions led and/or
by the subordinate institutions, for whose activity the evaluated civil servant is directly responsible,
about the assessment of the level of manifestation of evaluation criteria, as well as proposals
regarding the awarding of the evaluation qualification.     

47. The evaluation report is brought to the attention of the evaluated civil servant at least 5
working days before the date of the evaluation commission meeting.

48. The secretariat of the evaluation commission sends the evaluation report and the activity
report to the members of the evaluation commission at least 3 working days before the date of the
evaluation commission meeting.  

49. The evaluation commission examines the evaluation report and the activity report of the
evaluated civil servant.

50. If the information regarding the level of achievement of the objectives entered in the
activity report and in the evaluation report of the evaluated civil servant differs, the evaluation
committee conducts an interview with the evaluated civil servant.

51. If necessary, the evaluation commission requests the head of the public authority and the
evaluated civil servant additional information regarding his activity during the evaluated period.

52. The evaluation commission records the results of the evaluation in the evaluation sheet,
according to annex no. 5 to this Regulation.

The evaluation sheet of the senior management civil servant contains information about the
evaluation results and the evaluation qualification awarded. 

53. The evaluation form is brought to the attention of the evaluated civil servant within no
more than 3 working days from its preparation. 



54. The evaluation form is kept in the personal file of the evaluated civil servant, and the
secretariat of the evaluation commission sends a copy of it to the evaluated civil servant and the
head of the public authority.

55. If the evaluated civil servant believes that the assessments recorded in the evaluation form
do not correspond to reality, he may request the evaluation committee to revise the evaluation
qualification granted.

56. The evaluation commission examines the civil servant's request for revision of the
evaluation qualification granted within 5 working days.

57. Following the examination of the request for revision of the evaluation qualification, the
discussions and arguments provided additionally by the evaluated civil servant and his manager,
the evaluation committee can change the evaluation qualification.

58. The secretariat of the evaluation commission informs the evaluated civil servant of the
result of the examination of the request for review of the evaluation qualification within 3 working
days from its examination.

59. If the evaluated civil servant is dissatisfied with the rating given by the evaluation
commission, he can challenge it in the administrative litigation court, under the law. 

Section 5
Performance evaluation procedure
professionals  of the civil servant

management and execution
60.  The evaluation procedure of the leading and executive civil servant is carried out in three

stages:
a) completing the evaluation form;
b) carrying out the evaluation interview;
c) countersigning the evaluation form.
[Point 60 in the wording of HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective

01.01.23]
60  .  After the completion of the stages indicated in point 60, the following shall be carried

out, as the case may be:
a) repeating the assessment procedure;
b) appealing the evaluation qualification to the head of the public authority;
c) contesting the unfavorable administrative act regarding the granting of the evaluation

qualification in the administrative litigation court.
[Pct. 60   introduced by HG942 of 28.12.22, MO460-462/31.12.22 art. 1072; effective

01.01.23]
61. The management and execution civil servant evaluation sheet contains information about

the level and manner of meeting the objectives through the lens of performance indicators, the
manifestation of evaluation criteria, professional development needs, as well as the evaluation
qualification awarded.

62. The evaluation sheet is completed by the evaluator who is:

1
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a) the person who exercises a position of public dignity, for civil servants directly under him;
b) the higher level management civil servant, for the management and executive civil servants

under his direct subordination;
c) the hierarchically superior management civil servant, according to the organizational

structure of the public authority, for the management civil servant directly under him;
d) the leading civil servant, for the executive civil servant whose activity he coordinates;
e) the president of the district, based on the decision of the district council, for the secretary of

the district council;
f) the mayor, based on the decision of the local council, for the secretary of the village

(community), sector, city (municipality) council.
g) the deputy civil servant with the role of evaluator, if the latter is a debutant civil servant, at

the half-yearly evaluation he was given the "unsatisfactory" evaluation qualification or did not
fulfill the obligations specified in point 7 letter b) - for management and executive civil servants
directly subordinate to him;

h) the deputy of the official with the role of evaluator, in the event that the latter has not
fulfilled the obligations specified in point 7 letter b) - for the management and executive civil
servants directly subordinate to him. 

63. The evaluation sheet is completed according to annex no. 6 to this Regulation - for the
managing civil servant, and annex no. 7 to this Regulation - for the executive civil servant. 

64. The evaluator assesses the level and manner of fulfillment of each objective based on the
performance indicators, of the manifestation of the evaluation criteria and proposes the evaluation
qualification.

65. The evaluator identifies, jointly with the evaluated civil servant, his professional
development needs for the next evaluated period and records them in the evaluation form.

66. The evaluation sheet, the list of objectives and performance indicators for the next
evaluated period are brought to the attention of the evaluated civil servant at least 3 working days
before the date of the evaluation interview.

67. The evaluated civil servant analyzes the information presented in the evaluation sheet and
prepares for the evaluation interview, during which he expresses his point of view regarding the
fulfillment of the objectives and the manifestation of the evaluation criteria, as well as the opinion
regarding the proposed objectives for the next evaluated period .

68. The evaluation interview represents an exchange of information that takes place between
the evaluator and the evaluated civil servant and takes place during the evaluation period, but no
later than January 10 for the second semester of the previous year and July 5 for the first semester
of the current year . 

[Point 68 amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective 01.01.23]
69. The purpose of the assessment interview is to discuss the following topics:
a) the results obtained by the civil servant compared with the established objectives;
b) the level of manifestation of the evaluation criteria;
c) the evaluation qualification proposed by the evaluator;



d) the difficulties, barriers and risks that influenced the performance of the civil servant;
e) the comments mentioned by the evaluator in the evaluation form;
f) objectives and performance indicators for the next evaluated period;
g) professional development needs.
70. Following the discussion and arguments offered by the evaluated civil servant, the

evaluator may change the score established for the fulfillment of the objectives and/or the level of
manifestation of the evaluation criteria.

71. The evaluator, within 3 working days of conducting the evaluation interview, finalizes the
evaluation sheet, awards the evaluation qualification, after which he sends the evaluation sheet to
the evaluated civil servant to present his comments.

In the evaluation sheet, the evaluator records the results of the civil servant, taking into
account the effort made by the evaluated civil servant, the degree of involvement, the objective
difficulties encountered by him during the evaluated period, and presents the arguments he
considers relevant, completing the "Comments" sections and "Evaluator's Comments on Public
Servant Evaluation Results" in the evaluation sheet.

In the case of granting the evaluation qualification "unsatisfactory", the evaluator will
mention, in the section "Evaluator's comments on the results of the evaluation of the civil servant"
in the evaluation sheet, the actions/measures taken to remedy the poor performance shown by the
civil servant during the evaluated period.

[Point 71 in the wording of HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective
01.01.23]

72. The evaluated civil servant presents his own comments regarding any aspect relevant to
the evaluation process and procedure, including agreement or disagreement with the evaluation
qualification, in the evaluation form, in the "Comments of the evaluated civil servant" section,
within 3 working days from receiving the finalized evaluation sheet.

73. The evaluator and the evaluated civil servant can attach to the evaluation form
documents/materials relevant to the process, the procedure and the results of the evaluation. In case
of granting the evaluation qualification "unsatisfactory", the evaluator attaches to the evaluation
form the relevant documents/materials accumulated during the evaluated period.

[Point 73 amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective 01.01.23]
74. After completing and signing the evaluation sheet by the evaluator and the evaluated civil

servant, the evaluator sends the evaluation sheet to the countersignatory within no more than 6
working days from the completion of the evaluation interview.   

75. The evaluation form is submitted for countersignature to the public official hierarchically
superior to the evaluator, and in his absence - to the person who exercises public dignity.

76. In the situation where the evaluator is a person exercising a position of public dignity, the
evaluation sheet is not countersigned.

77. The countersignatory examines the evaluation form within 5 working days from the date
of its receipt.



78. The countersignatory may request the repetition of the evaluation procedure, if he
considers that:

a) the evaluations recorded in the evaluation form by the evaluator do not correspond to
reality;

b) the procedure and requirements established by law and by this Regulation were not
respected;

c) the comments offered by the evaluated civil servant regarding the disagreement with the
records entered in the evaluation form are substantiated.

79. In the cases specified in point 78 of this Regulation, the countersignatory mentions in the
evaluation sheet the decision regarding the repetition of the evaluation procedure, presents his own
comments and sends the evaluation sheet to the evaluator.

80. The repeated evaluation procedure is carried out within 20 working days from the date of
taking the respective decision.

81. As part of the repeated evaluation procedure, the evaluator analyzes the comments of the
countersignatory and re-examines the content of the evaluation sheet in the compartments
mentioned by the countersignatory.

82. In the case of the repeated assessment procedure, the assessor fills in another form, called
the reassessment form, which has the same structure as the assessment form.   

83. If the results of the repeated evaluation procedure remained unchanged, the
countersignatory decides on the final evaluation qualification within 5 working days from the date
of receipt of the reevaluation form. 

84. The evaluation sheet, as the case may be, and the re-evaluation sheet, signed by the
countersignatory, which contains the evaluation qualification, is brought to the attention of the civil
servant by signing it compulsorily.

85. The civil servant who does not agree with the result of the evaluation can challenge it to
the head of the public authority, in writing, within 3 working days from the date of learning.

86. The head of the public authority, within 5 working days from the date of submission of the
appeal, will examine it jointly with the evaluator, the countersignatory, the evaluated civil servant
and the human resources subdivision. 

87. If the evaluator is a person who exercises a position of public dignity, at the request of the
evaluated civil servant, the head of the public authority creates, for each individual case, an appeals
group, made up of at least 3 members, which will examine the submitted appeal .

The results of the appeal are recorded in a minutes dated and signed by all members of the
appeal group. Membership can be held by:

a) management or execution civil servants who had direct and frequent tangents with the
activity of the evaluated civil servant;

b) head of the human resources subdivision/human resources manager;
c) councilors of the district/municipal or local council for the secretary of the

district/municipal or local council;



d) a representative of the trade union body in the respective public authority or - if there is no
trade union body in the respective public authority - a representative designated by the vote of the
majority of civil servants;

e) other persons who had direct and frequent contact with the activity of the assessed civil
servant.

88. The result of the appeal shall be communicated in writing to the civil servant within 3
working days from the examination of the appeal.

89. The civil servant dissatisfied with the way the appeal was resolved can address the
administrative litigation court, under the law. 

90. The human resources subdivision, within 10 working days from the end of the evaluation
period, will prepare and present to the head of the authority an informative note regarding the
results of the evaluation of civil servants within the public authority for the evaluated period, which
will also include the results of the performance evaluation held throughout the year.

IV. Identification of development needs
professional

91. During the evaluation procedure, the evaluator, jointly with the civil servant, identifies the
needs of his professional development, which he records in the evaluation sheet. Heads of
subdivisions develop, based on identified professional development needs, requests regarding
topics/themes for internal and external training activities and present them to the human resources
subdivision.

[Point 91 amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective 01.01.23]
92. The human resources subdivision analyzes and systematizes the information regarding the

professional development needs of civil servants, entered in the requests regarding the
subjects/themes for internal and external training activities. This information is used to
develop/revise the annual professional development plan for civil servants within the public
authority.

[Point 92 amended by HG942 of 28.12.22, MO460-462/31.12.22 art.1072; effective 01.01.23]
93. All documents related to the administration of the procedure for evaluating the

professional performance of civil servants are kept in a special folder, managed by the human
resources subdivision. They are kept for 3 years by the human resources subdivision, later being
sent to the archive of the public authority.
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Regulation Framework

of the human resources subdivision of the public authority
I. General provisions

1. The framework regulation of the human resources subdivision of the public authority
(hereinafter – Regulation ) is drawn up in accordance with the provisions of art. 12 paragraph (3)
of Law no. 158/2008 regarding the public function and the status of the civil servant and
establishes the way of organization and operation of the human resources subdivision within the
public authority.

2. The human resources subdivision may have the status of general direction, direction,
section or service, in accordance with the rules established by the legislation in force.

The structure and number of units in the human resources subdivision are established by the
head of the public authority. 

When establishing the number of units in the human resources subdivision, the volume and
complexity of the attributions, the degree/level of involvement in coordinating the activity in the
field of subordinate administrative bodies/institutions, deconcentrated and/or decentralized public
services are taken into account.
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3. In the event that the staff limit of the administrative authorities subordinated to the
ministries and subordinated to other central administrative authorities subordinated to the
Government is less than 100 personnel units, at the decision of the leadership of the ministry or the
head of other central administrative authorities subordinated to the Government, the attributions in
the field of human resources, they are exercised by the higher hierarchical body. 

4. The human resources subdivision carries out its activity in collaboration with the structural
subdivisions of the public authority, with administrative bodies/subordinate institutions, with
deconcentrated and/or decentralized public services. 

5. The way of organization and operation of the human resources subdivision is established by
its regulation, developed in accordance with the provisions of this Regulation and approved by the
head of the public authority.

6. The human resources subdivision carries out its activity based on the principles of legality,
professionalism and impartiality.

II. Mission, functions and basic attributions
of the human resources subdivision

7. The human resources subdivision has the mission of contributing to the achievement of the
strategic objectives of the public authority by promoting and implementing an efficient
management of human resources within the public authority.

8. The human resources subdivision has the following basic functions:
1) personnel administration by planning, coordinating, organizing, conducting, monitoring

and evaluating the implementation in the public authority of personnel procedures regarding:
a) design and organization of functions/positions;
b) ensuring the necessary personnel;
c) professional development of staff;
d) motivating and maintaining staff;
e) occupational health;
2) providing informational and methodological assistance in the field;      
3) records of data and documents regarding public authority personnel.
9. The basic duties of the human resources subdivision are:
1) personnel administration by planning, coordinating, organizing, conducting, monitoring

and evaluating the implementation in the public authority of personnel procedures regarding:
a) design and organization of functions/positions:
participates in the elaboration of the strategic development documents of the public authority,

especially regarding the establishment of objectives and actions related to the management of
human resources;

participates in the elaboration of the regulation of organization and operation of the public
authority, of the internal regulation of the public authority; elaborates the organization and
operation regulation of the human resources subdivision;

participates in the design of the organizational structure of the public authority and structural
subdivisions;



plans/estimates staffing requirements;
completes the staff in accordance with the structure and the staff limit of the public authority;
designs/redesigns the functions/positions within the public authority, coordinates the

development/update of job descriptions for different categories of functions/positions within the
public authority and their targeting;

b) ensuring the necessary personnel:
organizes and participates in carrying out/carrying out procedures regarding the occupation of

positions;
organizes and coordinates the socio-professional integration process of new employees, the

trial period of debutant civil servants;
c) staff professional development:
elaborates, based on staff training needs, the annual staff professional development plan;

organize, coordinate and monitor its implementation;
participates in the organization and conduct of contests/tenders regarding the procurement of

training services, including the negotiation of the conditions for the organization and conduct of
training courses;

evaluates the results and impact of the conducted training activities;
d) motivating and maintaining staff: 
evaluates staff motivation factors;
elaborates/updates the non-financial staff motivation program, as appropriate, and the

financial motivation program; organize, coordinate and monitor its implementation;
coordinates and monitors the implementation of the individual professional performance

assessment procedure; aims at the individual activity objectives and performance indicators of civil
servants;

participates in the examination of appeals in the field of human resources management
submitted by employees;

promotes and cultivates the positive psychological work climate in the public authority and an
organizational culture based on general humane principles, participative management, orientation
towards results and harmonious labor relations;

e) occupational health: 
monitors the psychological working conditions in relation to the requirements and standards

in the field; elaborates, if necessary, and presents to the management of the public authority
measures to improve them;

participates in the assessment of occupational health risks within the public authority;
addresses psychosocial problems at work (occupational stress, violence at work, sexual

harassment at work); proposes solutions for their prevention and improvement;
participates in the process of preventing and mitigating interpersonal conflicts;
2) providing informational and methodological assistance in the field:
a) provides informational and methodological assistance in the application of personnel

procedures and the provisions of the regulatory framework in:



the elaboration of the regulations for the organization and operation of the structural
subdivisions of the public authority, of the administrative bodies/subordinate institutions, of the
deconcentrated and/or decentralized public services; 

elaboration/review and approval of job descriptions for all categories of functions/positions
within the public authority, from administrative bodies/subordinate institutions, from
deconcentrated and/or decentralized public services;

organizing and carrying out the procedure for occupying positions, the trial period of debutant
civil servants, the process of evaluating the professional performance of civil servants, the process
of attesting civil servants with special status and persons who hold technical service positions;

identifying and evaluating staff training needs, establishing motivational factors;
promoting the rules of conduct of civil servants;
b) examines the petitions that address subjects in the field of competence and formulates

rigorous answers;
3. records of data and documents regarding public authority personnel: 
a) keeps personnel records: prepares draft administrative documents regarding employment,

modification/suspension/termination of service/work relationships, training, personnel evaluation
and other personnel procedures; prepares and updates personal files; completes statistical forms
regarding public authority personnel; keeps records of all types of leave given to staff; issues and
manages work ID cards; keeps records of persons subject to military service; issues, at the request
of collaborators, certificates/copies of documents regarding their personal data;

b) creates and administers the computerized database regarding the functions and personnel of
the public authority;

c) performs control regarding the implementation of management decisions regarding
personnel; formulates and presents to the management of the public authority proposals for the
elimination of detected shortcomings;

d) accumulate, analyze and generalize information about personnel; prepares and presents
informative reports to the management of the public authority;

e) prepares and submits in the archive materials related to the activity of the human resources
subdivision.

10. The human resources subdivision participates in the activity of commissions with
attributions in the field of personnel management, exercises other attributions in the field provided
by law or delegated by the head of the public authority, in accordance with the legislation in force.

III. The rights of the human resources subdivision
11. The human resources subdivision has the right:
a) to exercise in the structural subdivisions of the public authority, in the administrative

bodies/subordinate institutions, in the deconcentrated and/or decentralized public services, the
monitoring of compliance with: the legislation relating to the public function and the status of the
civil servant and labor legislation; organization and functioning regulations, internal regulations;
executing the decisions of the public authority's management regarding personnel procedures;



b) to request from the structural subdivisions of the public authority, administrative
bodies/subordinate institutions, deconcentrated and/or decentralized public services, information
and other documents with reference to personnel procedures;

c) to examine and approve draft policy documents, laws, normative acts that contain
provisions related to different categories of personnel;

d) to train managers and civil servants of execution within the public authority in the
implementation of personnel procedures;

e) to collaborate with union organizations, with other professional associations, with various
legally established commissions in the field of human resources management;

f) to participate in training activities, conferences, seminars, round tables with topics related to
human resources management, the development and implementation of personnel procedures,
organized in the Republic of Moldova and abroad;

g) to collaborate with human resources subdivisions from other public authorities, institutions
and organizations for the purpose of studying and exchanging experience in the field of human
resources management.

IV. Responsibilities of the human resources subdivision
12. The human resources subdivision is responsible for:
a) strict compliance, when drafting administrative acts, of the legislation relating to the public

function and the status of the civil servant in the public authority, of the labor legislation, of other
normative acts that regulate work with personnel;

b) operative and objective information of the management of the public authority about the
possible violations of the provisions of the legislation relating to the public function and the status
of the civil servant, of the labor legislation, of other normative acts that regulate the work with the
staff in the drafts of administrative acts developed by other subdivisions within the authority
public; 

c) detecting and timely informing the management of the public authority regarding existing
gaps in the management of human resources; elaboration and presentation of proposals for their
removal;

d) ensuring the quality and veracity of the information on the basis of which decisions are
taken and administrative acts are approved regarding personnel;

e) ensuring the protection of personal data of civil servants and other categories of personnel,
including their confidentiality according to the law;

f) acting promptly and without delay in cases of violation of the rights of public authority
employees within the framework of service and labor relations;

g) the correct completion of the documentation related to personnel administration.
 

Appendix no. 10
to Government Decision no. 201

from March 11, 2009
 



REGULATIONS
regarding continuing professional development

of civil servants
I. GENERAL PROVISIONS

1. The purpose of the Regulation on the continuous professional development of civil servants
(hereinafter –  Regulation ) is to ensure, in accordance with the legal provisions, the regulations
regarding the planning, organization and implementation of the process of continuous professional
development of civil servants.

2. The continuous professional development of civil servants is carried out through training
activities of various types and forms in order to deepen and update knowledge, develop skills and
shape the attitudes/behaviors necessary for the effective exercise of service duties.

3. The continuous professional development of civil servants contributes to the achievement
of the following objectives:

1) ensuring the implementation of the public administration reform process;
2) perception by civil servants of citizens as clients, consumers of public administration

services, ensuring the transparency, accessibility and quality of public services;
3) increasing the level of professionalism of civil servants, the efficiency of public

administration;
4) the application of new technologies in the activity of public authorities, including the

provision of services;
5) increasing the level of awareness by civil servants of the need to comply with the rules of

conduct, to avoid conflicts of interest and to eradicate the phenomenon of corruption;
6) streamlining the European integration process and developing international cooperation.
4. The continuous professional development process is organized and carried out based on the

following principles:
respecting the civil servant's right to professional development - every civil servant must be

provided with equal opportunities for training, in the country and abroad, without any kind of
discrimination based on sex, age, nationality, political choice, religion, health, etc. ;

the obligation of professional development - every civil servant must be aware of the need to
update his own knowledge and skills, to maintain his experience and qualifications at the level
necessary for the effective performance of his duties through continuous professional training;

orientation towards training needs – training programs must be oriented towards satisfying
individual development needs (at civil servant level), group (at subdivision level) and
organizational (at public authority level) needs ;

decentralization of the continuous professional development process – public authorities have
full competence in planning professional development activities, purchasing training services,
monitoring and evaluating the training of civil servants;

liberalization of training services - continuous professional development activities are
organized under conditions of free supply and demand; each provider of training services is



guaranteed free access and equal opportunities to participate in the procedure for purchasing
training services.

5. In the process of professional development, the public authority has the obligation to ensure
to each civil servant at least:

1) 40 hours of initiation for debutant civil servants;
2) 40 hours of initiation for the professional development of managerial skills for senior

management civil servants and management civil servants;
3) 40 hours of continuous professional development annually for civil servants, which

includes internal and/or external training activities.
II. PROFESSIONAL DEVELOPMENT SYSTEM

CONTINUATION OF PUBLIC OFFICERS
6. The system of continuous professional development of civil servants includes the

beneficiaries of training, the types, forms, methods and programs of training, the providers of
training services, the financing of the process of continuous professional development, the bodies
responsible for the coordination and monitoring of the process.

7. Beneficiaries of training are civil servants-participants in professional development
activities, as well as public authorities that purchase training services.

8. The continuous professional development of civil servants is achieved through the
following types of training:

1) external, which provides that the training programs are carried out, as a rule, centrally for
civil servants from different public authorities and is organized/coordinated by:

a) State Chancellery;
b) ministries, other public authorities, as the case may be, for specialists from local public

administration authorities and from other public authorities than subordinate ones, who work in the
field of competence/specialty;

c) other entities, including development partners for different categories of staff from central
and local public authorities;

2) internal, which stipulates that the training programs are carried out for its own staff and is
organized by the public authority, acquiring, if necessary, training services;

3) self-training, organized by each civil servant.
9. External training is carried out through different forms of professional development,

organized in the country or abroad, including:
1) training courses of different duration;
2) internships;
3) seminars, workshops, distance learning, conferences, round tables, etc. and other forms of

professional development.
10. Internal training is carried out in various forms, including:
1) on-the-job training:
a) guidance, under the guidance of the direct manager or a mentor, carried out to facilitate the

socio-professional integration of the debutant civil servant;



b) job rotation, training (coaching), focus-group training, practical internships carried out to
develop new skills and abilities necessary for the effective exercise of work tasks or
tasks/assignments with a high degree of complexity and diversity of those exercised previously
according to the job description;

2) training outside the workplace: seminars, workshops, conferences, round tables and other
forms of professional development carried out by specialists within the public authority and/or
training service providers on topics of major interest to the authority.

11. Self-training is carried out in different ways, including at the workplace.
12. The training of civil servants is carried out with interruption, without interruption or with

partial interruption of work. The forms of continuous professional development are established by
the public authority and, in the case of the acquisition of training services – by the training service
provider, depending on the degree of complexity of the study programs, in accordance with the
requirements of the beneficiary and based on the contract concluded with him .

13. Professional development activities are carried out through different andragogic training
methods: lectures, presentations, discussions, case studies, business games, role-playing games and
other methods recommended for use in the adult training process.

14. When selecting the training methods, the subject/theme and the objectives of the training
activity, the expected result, the specifics of the adult training process must be taken into account.

15. Depending on the professional development needs of the different categories of civil
servants, of the subdivisions and of the public authority as a whole, concrete objectives are
established, for the achievement of which training programs are developed:

1) of a general nature: to subjects/themes regarding public administration, public service
management, strategic management, human resources management, communication, studying the
languages   of international circulation, relations with the public, etc.;

2) with a specialized character: to subjects/themes from the concrete fields of activity that can
be found in the job description;

3) of debutant civil servants: on subjects/themes regarding public administration, regulation of
the activity and ethics of civil servants, provision of public services, etc.;

4) managerial development: to subjects/themes related to planning, organization,
coordination, monitoring and evaluation of professional activity, etc.;

5) in areas established as priority for concrete periods of time.
16. Training service providers must ensure the practical, applied character of the training

programs, in which the theoretical hours do not exceed 25% of the total planned hours.
17. The network of training service providers consists of:
1) providers of training services with legal entity status (from the country and abroad) with

the right to carry out professional development activities for civil servants/adults:
a) Public Administration Academy;
b) state or private organizations and institutions, including university education institutions,

business schools;
c) training centers subordinated to ministries, other public authorities;



d) public associations with experience in the field;
2) training service providers with natural person status (from the country and abroad):
a) professional trainers – persons with experience and specific professional skills, certified in

the field of training civil servants/adults;
b) instructors-practitioners – managers and specialists with performances and experience in

the field of the training subject/theme.
18. In the process of organizing and carrying out the training programs, the training service

providers act independently or in partnership with other training service providers.
19. The financing of the professional development process is carried out from the state budget

in a centralized and/or decentralized manner and from other financial resources allowed by the
legislation.

20. Centralized financing is carried out from the means provided in the state budget for the
realization of professional development programs:

1) directly to training service providers - on the subjects established by the Government;
2) ministries, other public authorities - on subjects in the field of competence/specialty within

the external training activities carried out by them for specialists from local public administration
authorities and from other public authorities than subordinate ones.

21. Decentralized financing is made from the financial means provided in the annual budget
of each public authority, in the amount of at least 2% of the salary fund.

22. Funding from other financial resources allowed by legislation represents:
1) the financial means allocated by the development partners;
2) special means;
3) own sources of civil servants.
23. The responsibilities of coordinating and monitoring the process of continuous professional

development of civil servants rest with the State Chancellery.
III. THE DEVELOPMENT PROCESS

CONTINUOUS PROFESSIONAL 
24. The continuous, systematic and planned character of the professional development process

of civil servants is ensured by the consistent application of the actions provided for in each stage of
the training cycle:

1) identification of professional development needs;
2) planning the professional development process;
3) organizing and carrying out professional development activities;
4) evaluation of training activities and results.  
25. Professional development needs represent the gap between the required level of

professional competence (current or future) and that demonstrated by the civil
servant/subdivision/public authority.

26. The identification of professional development needs is carried out by different methods
based on the comparison of the necessary level of professional competence (knowledge, skills,



attitudes/behaviors) with that manifested in the activity process by the civil servant, the subdivision
or the entire public authority.

27. Professional development needs are identified at the level of:
1) each civil servant – individual needs;
2) each subdivision – group needs;
3) the entire public authority - organizational needs.
28. The individual needs for professional development are identified by the direct manager of

the civil servant, jointly with him, in the framework of the annual evaluation procedure of the civil
servant's professional performance, with updating throughout the year in the process of monitoring
and evaluating his activity.

29. Group/organizational professional development needs are identified by the head of the
subdivision/public authority:

1) annually, in the process of analysis and evaluation of the achievement by the subdivision /
public authority of the strategic objectives and the action plan;

2) in case of restructuring/reformation of the subdivision/public authority;
3) in the process of modernization or introduction of new functions, technologies and/or

public services.
30. The leader of the subdivision elaborates, based on the identified individual/group needs,

requests regarding the internal and/or external training activities that would satisfy these needs and
transmits them to the human resources subdivision.

31. Human resources subdivision within the public authority:
1) examines requests regarding the professional development of civil servants received from

the heads of subdivisions/public authority;
2) correlates requests with the list of priority subjects for external training, established and

proposed annually by the State Chancellery;
3) correlates, as appropriate, the requests with the list of priority subjects for external training

in the specialized field, established and proposed annually by the ministries, other public
authorities, the offers of training service providers;

4) draws up:
a) proposals related to different forms of internal training with financing from the budget of

the public authority and from other financial resources allowed by the legislation;
b) proposals related to different forms of external staff training with funding from the state

budget, from special means, from financial means allocated by development partners and other
financiers.

32. The proposals nominated in letter b) subsection 4) point 31 of this Regulation are sent by
the management of the public authority to the State Chancellery and, as the case may be, to the
ministries, other public authorities, which organize external training in the field of competence /
specialty.

33. Ministries, other public authorities that organize external training in the field of
competence/specialty draw up the training plan for specialists from the local public administration



authorities and from other public authorities than subordinate ones and submit it to the State
Chancellery.

34. The State Chancellery generalizes all proposals received and elaborates, within the limits
of available funds, offers regarding various forms/activities of professional development of civil
servants financed from the financial means allocated by development partners, the annual
integrated external training program, which can be updated throughout the year. The annual
integrated external training program includes:

a) state order;
b) training programs offered by development partners.
35. The annual integrated external training program includes the name and the basic

subjects/themes of the training course and the duration of the course, the category of participants,
the public authorities involved in the development and realization of the course, other elements
related to a training plan.

36. The human resources subdivision within the public authority elaborates the annual staff
professional development plan, which includes the "Internal training" component and the "External
training" component, and which can be updated during the year.

37. The annual professional development plan includes the name of professional development
activities, the type and forms of training, the duration, deadlines, categories of participants, costs,
managers and other elements related to a training plan.

38. The annual professional development plan is approved by the management of the public
authority, it is brought to the attention of all civil servants through various available methods,
including publication on the web page of the public authority.

39. The acquisition of training services is done in accordance with the provisions of the
normative framework in the field of public procurement.

40. For the acquisition of training services, the public authorities and institutions announce the
procurement procedure and provide the training service providers with the specific information
needed to prepare the offer, including:

1) the field in which the professional development activities are organized, the type of
training;

2) the general professional development objectives regarding the knowledge that must be
accumulated and the skills that must be developed by civil servants following their participation in
the training activities;

3) the mandatory training subjects/themes to be examined;
4) the minimum and/or maximum duration accepted for training activities, expressed in

effective training days/hours;
5) other necessary information, such as:
a) brief information on the target group for which the training is organized: category of

participants, field of competence of the participants, number of participants, etc.;
b) information regarding preferences from the point of view of the implementation of training

programs, etc.



41. The evaluation and selection of the offers presented by the training service providers are
done according to the announced qualification and selection criteria.

42. The qualification criteria contain the conditions based on which the eligibility of the
training service provider is determined. The qualification criteria refer to:

1) qualification data established according to the normative framework in the field of public
procurement;

2) the experience and results of the previous activity in the field of organizing and carrying
out professional development activities, if applicable;

3) the professional and managerial competence of the provider of training services and of the
personnel engaged in the provision of professional development services.

43. The selection criteria are established by the public authority benefiting from the
professional development activities, through the administrative act of its leader.

44. The selection criteria aim at the effectiveness of the offer and refer to the technical and
financial aspects on the basis of which the provider of the training services from which the services
will be purchased is established. The selection criteria include:

1) the quality of the training program, its correspondence with the requirements set forth by
the public authority benefiting from the professional development activities;

2) the method of carrying out the training program;
3) course support proposed for civil servants - beneficiaries of the training activities;
4) the price of the offer, including ancillary or related expenses;
5) other specific aspects, considered relevant by the beneficiary in purchasing services from

the training service provider.
45. Public authorities select those providers of training services that correspond to the

qualification and selection criteria specified in points 42-44.
46.   Public authorities conclude a contract for the provision of training services with the

provider selected under the law.
47. The contracted training service provider adapts the initially developed training program to

the specific needs of civil servants/public authority, presents it to its management for approval and
carries it out in strict accordance with the present Regulation and the concluded contract.

48. Training service providers issue, as the case may be, documents certifying their
participation/graduation to training program participants.

49. The documents certifying the participation/graduation of the training programs must
contain, at least, the following elements:

1) official signs of the training service provider: name, logo, letterhead and other official
identification elements;

2) name, series and number of the act;
3) the full name of the training program for which graduation or participation is certified, the

form of professional development, its duration and duration and, as the case may be, the main
subjects;

4) the evaluation qualification, as the case may be;



5) identification data of the person for whom graduation or participation is certified;
6) date of issuance of the act;
7) the stamp of the training service provider and the signature of the manager or his legal

representative.
50. In the case of the partnership provided for in point 18 of this Regulation, the documents

certifying the participation/graduation of the training program are issued jointly and contain the
identification elements of all legal/physical persons involved in the organization and
implementation of the program.

51. The professional development activities carried out are evaluated according to some
indicators established in the training planning process, including regarding the quality and results
of the training.

52. The evaluation of professional development activities is carried out, as the case may be,
by:

1) the beneficiaries of the training programs:
a) civil servants – participants in the training activities;
b) leaders who coordinate the activity of civil servants - participants in the training activities;
c) collaborators of the human resources subdivision in the professional development

monitoring process;
d) management of the public authority;
2) providers of training services;
3) the ministries, other public authorities that organized external training on subjects in the

specialized field;
4) State Chancellery.
53. The evaluation of professional development activities is carried out through different

methods and tools, including: reports, questionnaires, tests, interviews.
54. The evaluation procedure applies, as the case may be:
1) before carrying out the training activities;
2) during training activities;
3) at the end of the training activities;
4) after certain periods of time.
55. The evaluation before carrying out the training activities assesses:
1) the level of knowledge and skills possessed by the participants;
2) the degree to which the methods selected for training will actually increase the knowledge

and skills of the participants.
56. The evaluation during training activities assesses:
1) the level of understanding and assimilation by the training participants of the examined

material;
2) the attitude of the participants towards the training and the degree of involvement of the

participants in the training activities;
3) the need to introduce changes in the training program.



57. The evaluation at the end of the training activities assesses:
1) the level of knowledge and skills accumulated by the participants during the training,

including in comparison with those they had;
2) the degree to which the professional development objectives were achieved;
3) the activity of trainers/instructors-practitioners.
58. The assessment after certain periods of time assesses:
1) the degree to which the civil servant applies the knowledge and skills obtained as a result

of participating in the training activities in the daily practical activity;
2) the performance of the civil servant obtained after participating in the training.
59. Following the assessment, conclusions are drawn regarding:
1) the correctness of the identification of training needs and the establishment of training

objectives;
2) the correctness of selecting the type, forms and methods of training;
3) compliance of training programs with established objectives;
4) the correctness of the selection of the training service provider;
5) the quality of the services offered by the training service provider;
6) involvement of civil servants in training activities;
7) the impact of training on the results of the civil servant's activity, on the efficiency of

investments in training and, respectively, on the performance of the public authority.
60. The human resources subdivision draws up and presents to the management of the public

authority an annual report on the professional development of civil servants, highlighting the
following elements:

1) the number and categories of civil servants within the public authority who participated in
development programs;

2) the types, forms and themes of the professional development activities benefited by civil
servants within the public authority;

3) the providers who offered training services and the ways in which the professional
development programs were carried out;

4) the degree of correlation between the approved annual professional development plan, the
activities carried out and the results obtained;

5) the impact/efficiency of training;
6) the use of funds allocated from the institution's budget for the purpose of staff training;
7) proposals for improving the system of professional development of civil servants, as

appropriate.
61. The management of the public authority submits to the State Chancellery the annual report

on the professional development of civil servants, which is an integral part of the report on the
implementation of the normative framework in the field of public office and civil servants.

IV. DUTIES AND RESPONSIBILITIES
THE FACTORS  INVOLVED IN THE PROCESS

PROFESSIONAL DEVELOPMENT



62. In the process of planning, organizing and carrying out the professional development
activities of civil servants, the following factors are involved:

1) public authority:
a) management of the public authority;
b) heads of subdivisions;
c) human resources subdivision;
d) civil servants;
2) providers of training services;
3) ministries, other public authorities that, as the case may be, organize/coordinate external

training on subjects in the field of competence/specialty;
4) State Chancellery.
63. Management of the public authority:
1) establishes, based on the organizational training needs, the professional development

objectives at the public authority level;
2) approves the annual professional development plan for the staff, including civil servants, as

well as the external training plan in the field of competence/specialty of specialists from local
public administration authorities and from other public authorities/institutions, other than
subordinate ones;

3) approves the financial means necessary for the realization of the annual professional
development plan of the staff and ensures their efficient use and according to the destination;

4) approve the documents regarding the purchase of training services;
5) motivates and stimulates the participation of civil servants in professional development

activities both as participants and as trainers/instructors-practitioners;
6) examines the requests of civil servants regarding their participation in professional

development activities not included in the annual plan and takes strict decisions;
7) examines the reports submitted by the human resources subdivision regarding the

professional development of civil servants and makes rigorous decisions;
8) present to the State Chancellery:
a) proposals regarding the participation of civil servants in external professional development

activities;
b) the external training plan in the field of competence/specialty of specialists from the local

public administration authorities and from other public authorities/institutions, other than
subordinate ones;

c) the annual report regarding the realization of the professional development activities of
civil servants.

64. Heads of subdivisions:
1) identifies the individual professional development needs of subordinate civil servants and

those of the group/subdivision;
2) elaborates, based on the identified professional development needs, requests regarding the

subjects/themes for internal and external training activities and presents them to the human



resources subdivision;
3) plans, organizes, monitors and evaluates the on-the-job training of the collaborators in the

subdivision, including the new employees and debutant civil servants;
4) participates as a mentor and/or instructor in carrying out internal training activities;
5) evaluate the training results, including:
a) the application by the collaborators in the professional activity of the knowledge and skills

acquired during the training;
b) the impact/efficiency of training on the activity of civil servants.
65. Human resources subdivision:
1) systematizes the requests of the management of the public authority and heads of

subdivisions regarding professional development activities at the authority, subdivision and
individual level;

2) presents to the management of the public authority for approval the annual professional
development plan of the elaborated/revised personnel;

3) participates in the organization of procedures for the acquisition of training services:
presents the management of the public authority with information on the subjects/themes of the
internal training activities to be acquired, elaborates the selection criteria and requests the
organization of the procedure for their acquisition by the subdivision responsible for acquisitions
public;

4) monitors and evaluates the implementation of professional development activities,
including through:

a) participation in internal and external training activities;
b) request for reports on the results of the training from civil servants-participants in training

activities and from the heads of subdivisions;
5) prepares and presents annual reports to the management of the public authority regarding

the professional development of civil servants;
6) provides informational and methodological assistance to the management of the public

authority, heads of subdivisions, civil servants in the field of professional development;
7) keeps records of the data related to the professional development of the staff.
66. In the event that ministries, other public authorities organize/coordinate external training

on subjects in the field of competence/specialty, the human resources subdivision, in addition to
those mentioned in point 65 of this Regulation:

1) systematizes requests for external training on subjects in the field of competence/specialty
of specialists from local public authorities and from other public authorities/institutions, other than
subordinate ones, elaborates the training course plan and presents it to the management for
approval;

2) organizes/coordinates external training on subjects in the field of competence/specialty,
according to the provisions of this Regulation.

67. Civil servants:



1) collaborates with the head of the subdivision to identify training needs and to establish own
professional development objectives;

2) elaborates and realizes the individual professional development plan by:
a) active participation in internal and external training activities;
b) self-training;
3) provides information necessary for the evaluation of the effectiveness of the training

activities in which he participated;
4) presents to the human resources subdivision within the public authority the document

certifying graduation/participation in the training activity issued by the training service provider;
5) apply in the practical activity the knowledge, skills and behavior models obtained as a

result of participation in the training activities;
6) participates, as appropriate, in carrying out training activities as a trainer/instructor-

practitioner.
68. Providers of training services:
1) ensures the quality of the training services provided;
2) carry out studies to identify the professional development needs of different categories of

civil servants;
3) elaborate, based on the identified needs, the offers regarding the provision of professional

development services and bring them to the attention of the public authorities;
4) collaborates with the public authorities regarding participation, under the law, in tenders for

the purchase of training services announced by them;
5) develop and provide flexible training programs that ensure the satisfaction of the training

needs of civil servants;
6) uses appropriate training forms and methods in training activities, which contribute to

meeting training needs;
7) issue, as the case may be, documents certifying the participation/graduation of the training

programs to the participants;
8) presents information/reports regarding the results of public servants' participation in

training activities to the public authority receiving training.
69. State Chancellery:
1) plans the professional development courses of civil servants financed from the state budget

and from the financial means allocated by the development partners:
a) annually, based on the strategic goals of the Government, establishes the list of priority

subjects/themes for the professional development courses of different categories of civil servants
and submits it to the public authorities;

b) submits to the Government for approval the annual integrated external training program at
the central level, developed based on requests received from public authorities, training service
providers and within the limits of available funds;

2) coordinates the professional development process, including:



a) approves the requirements regarding continuous professional development programs and
their evaluation criteria;

b) approve the training programs at the central level of different categories of civil servants;
c) creates and administers the database of certified trainers in the field of professional

development;
d) provides consultancy to public authorities in the field of continuous professional

development of civil servants;
e) organizes the training of the persons responsible for the professional development of civil

servants;
3) monitors, controls and evaluates the professional development activity of civil servants

carried out by public authorities, training service providers, international organizations, public
associations, regarding:

a) compliance with the provisions of the normative framework in the concerned field;
b) implementation of the annual integrated external training program at the national level;
4) requests and examines information/reports regarding the results and impact of professional

development activities, elaborates the respective conclusions;
5) initiates studies regarding the system of professional development of civil servants,

creating, as appropriate, commissions/working groups;
6) present to the Government:
a) the annual report on the professional development of civil servants, drawn up based on the

reports submitted by public authorities, training service providers, monitoring and control sheets of
the professional development process;

b) proposals regarding measures to increase the efficiency of the continuous professional
development system;

c) proposals regarding the modification and completion, as appropriate, of the normative
framework in the field of professional development of civil servants.
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Instruction on management

the personal file of the civil servant
I. General provisions

1. The instruction regarding the management of the civil servant's personal file (hereinafter - 
Instruction ) is drawn up in order to implement art. 13 paragraph (5) of Law no. 158/2008
regarding the public function and the status of the civil servant and regulates the content, the way
of drawing up, completing, updating, keeping and access to the civil servant's personal file.

2. The personal file of the civil servant represents a totality of documents and information that
include personal and professional data about the person exercising a public function.



3. A single personal file is drawn up for each civil servant. The personal file is drawn up
within 10 days from the appointment of the debutant civil servant in a public position.

4. The provisions of point 3 of this Instruction are also applicable to civil servants who,
according to the law, are not given a probationary period and who did not previously have personal
files.

5. Each personal file has a number and registration date, according to the record register of
personal files of civil servants. The number and date, as well as the name of the public authority
where the respective records are made, are recorded on the back of the cover of the personal file.

The model of the registry of personal files of civil servants is specified in annex no. 1 to this
Instruction.

6. If the personal file was sent to the public authority by the public authority in which the civil
servant previously worked, by the authority subject to liquidation (reorganization) or by the
National Archives Agency or its territorial bodies, the number and date of registration it is recorded
consecutively, by inserting a new line on the back of the cover of the personal file.

7. The personal files of civil servants who are leaders or deputy leaders of public authorities
are managed within the public authority that has the legal competence to appoint them to their
positions.

II. The content of the personal file.
Sections of the personal file

8. The personal file, the model of which is specified in annex no. 2 to this Instruction, consists
of:

a) cover;
b) record sheet of the persons who had access to the personal file;
c) content of the personal file;
d) information about the civil servant and how he exercises his public function.
9. The information about the civil servant and how he exercises his duties is structured in

sections, visibly separated from each other by colored sheets, dividers or other methods.
10. Section 1 "General data" includes the nomenclature of documents contained in section 1,

the "General data" form, as well as the following documents:
a) copy of the identity card;
b) the copy of the military passbook, as the case may be;
c) the medical certificate certifying a state of health corresponding to the exercise of the

public function, as the case may be;
d) the criminal record and, as the case may be, the affidavit.
11. In the 2nd section "Studies and professional development" is included the nomenclature of

the documents contained in the 2nd section, as well as the following documents:
a) copies of study documents;
b) the copies of the documents certifying the knowledge of the languages   of international

circulation specified in art. 4 of Law no. 155 of July 21, 2011 for the approval of the Single
Classifier of public functions;



c) copies of the documents confirming the completion of professional development forms
from the last 5 years.

12. In the 3rd section "Service reports" is included the nomenclature of the documents
contained in the 3rd section, as well as the following documents:

a) copies of the administrative documents of appointment;
b) copies of job descriptions;
c) the documents related to the trial period and the evaluation of the debutant civil servant,

including the copy of the administrative document confirming the position, as the case may be;
d) the document attesting the taking of the oath, signed by the civil servant;
e) copies of the administrative documents by which the service report was modified;
f) copies of the administrative documents by which the degree of qualification was conferred;
g) copies of the administrative documents approving/stating the suspension of the service

report;
h) copies of the administrative documents ordering the reinstatement of the civil servant;
i) copies of the administrative documents terminating employment relationships;
j) the copies of the administrative documents by which the amount of the basic salary was

established, as well as the copies of the administrative documents by which the salary step
corresponding to the length of service was assigned.

13. The "Incentives and allowances" form is included in section 4 "Incentives and
allowances".

14. In the 5th section "Annual evaluation of professional performances" the form "Annual
evaluation of professional performances" is included.

15. In section 6 "Leaves" the "Leaves" form is included.
16. The "Disciplinary Sanctions" form is included in the 7th section "Disciplinary Sanctions".
18. Section 9 "Other" includes the nomenclature of documents contained in section 9, as well

as the originals or copies of other administrative documents or documents that concern the civil
servant or are provided for by the legislation in force.

19. The documents included in the sections of the personal file are placed in the chronological
order of their issuance, with the exception of those from point 10 letter ad) of this Instruction,
which are placed in the order indicated.

20. It is not allowed to make references to the political, religious affiliation or the private life
of the civil servant in the personal file.

III. Preparation, completion, updating and
rectification of the personal file

21. The preparation of the personal file is carried out, in compliance with the provisions of
points 3 and 4 of this Instruction, by the person with attributions in the field of personal file
management, according to the job description.

22. Completing the personal file at the stage of its preparation is carried out by the person
with attributions in the field of managing personal files, with the exception of the "General data"



form from section 1, which is completed by the civil servant, with subsequent verification by the
person with attributions in the field of personal file management.

23. The updating of the personal file is carried out by including new documents in the
personal file, entering new entries in the forms of the sections and in the nomenclature of the
documents contained in the sections. If the lines included in the form, in the record register of the
personal files of civil servants, in the record sheet of the persons who had access to the personal
file and/or in the nomenclature of the documents contained in the sections are exhausted, they are
inserted on a new page.

24. The update is carried out as new documents are issued regarding the civil servant, but no
later than 10 working days from the date of issuance of the respective documents. The
responsibility for updating rests with the person with attributions in the field of managing personal
files.

25. In the event of the modification of some elements contained in the personal file that are
not related to the public function, the civil servant has the obligation to inform the human resources
subdivision of the respective changes within 15 working days from the date of their production,
and it has the obligation to to ensure, through the person with attributions in the field of personal
file management, the updating of the personal file within no more than 10 working days from the
date of their knowledge.

26. The data contained in the personal file can be rectified in the following situations:
a) at the written and reasoned request of the civil servant;
b) at the written and reasoned request of the head of the human resources subdivision or, as

the case may be, of the person with attributions in the field of managing personal files, with the
approval of the head of the public authority and with the notification of the civil servant in
question;

c) based on the final and irrevocable court decision.
27. In the request for rectification, the information considered to be incorrect or incomplete is

mentioned.
28. The rectification of the data in the personal file is brought to the attention of the civil

servant in question.
29. Rectification of the data in the personal file is done on the basis of the documents

presented in the original. The original documents are returned to the holder, and the copies thereof,
certified for compliance with the original by the head of the human resources subdivision, are kept
in the personal file.

30. Rectification is carried out by erasing incorrect or incomplete data with a fluid corrector,
after which, instead of the old specifications, the new ones are recorded.

31. Each tab of the personal file is numbered. The cover, the record sheet of the persons who
had access to the personal file and the nomenclature of the documents contained in the sections are
not numbered. The numbering is done separately on each section.

IV. Access to personal file and data
contained in it



32. The civil servant has the right, as a result of a verbal request addressed to the head of the
human resources subdivision, of access to his personal file. Each access to the personal file is
recorded in the record sheet of the persons who had access to the personal file, with the exception
of the person with attributions in the field of personal file management.

33. The right of access to the personal file also belongs to the heads of the public authority or
of the subdivision in which the civil servant carries out his activity. The provisions of point 32 of
this Instruction shall be applied accordingly.

34. The civil servant has the right, upon his verbal or written request addressed to the head of
the human resources subdivision, to receive:

a) simple copies of the documents in his personal file or certified by stamp and signature by
the head of the human resources subdivision;

b) extracts from the prepared documents, certified by stamp and signature by the head of the
human resources subdivision;

c) certificates certifying information contained in his personal file. 
35. Copies, extracts and certificates, such as those specified in point 34 of this Instruction, can

be obtained, under the law, also by other persons or institutions.
36. The persons who have access to the data contained in the personal file have the obligation

to preserve the confidentiality of the data they have become aware of, in accordance with the law.
Violation of confidentiality rules attracts, as the case may be, civil, contraventional or criminal
liability.

V. Keeping the personal file
37. All personal files are kept in safes or metal cabinets to which only the head of the human

resources subdivision and the person with attributions in the field of managing personal files have
access. It is prohibited to remove personal files from the rooms where they are kept, except for the
cases provided by this Instruction.

38. In case of transfer or promotion of the civil servant within another authority, it is obliged
to request in writing the transmission of the personal file, and the public authority, within no more
than 5 working days from the date of receipt of the written request, transmits, by mail , with
confirmation, or by means of handover-acceptance, to the new authority the personal file of the
respective civil servant.

39. The personal file of the civil servant whose service relationship has ended, except for the
release in connection with the promotion or transfer to another public authority, is kept by the
public authority in which the respective civil servant worked until the subsequent employment by
him of a public function. The provisions of point 38 of this Instruction shall be applied accordingly.

In the event of the termination of the service relationship of the civil servant who has reached
the age necessary to obtain the right to an old-age pension, his personal file is transmitted, in the
order provided by point 43 of this Instruction, to the National Archives Agency or, as the case may
be, territorial bodies.

40. The personal file of the civil servant whose service reports are suspended under the law is
kept by the public authority that suspended the holder's service reports.



41. In the event of the reorganization of the public authority, the personal files of the civil
servants whose service relations with the public authority do not change or cease, or are changed
by transfer or promotion, are kept by it.

42. In the case of the liquidation (reorganization) of the public authority and the taking over of
its functions and powers by another public authority, including a newly created one, the personal
files of the public servants are sent to it based on minutes by the public authority subject to the
liquidation (reorganization ).

43. In the case of the liquidation of a public authority, without its activity being continued by
another public authority, the personal files of public servants are sent to the National Archives
Agency or, as the case may be, to its territorial bodies based on minutes. In the situation where the
holder of the personal file will hold a public position, the provisions of point 38 of this Instruction
shall be applied accordingly.

44. In case of secondment of the civil servant, the personal file is kept by the public authority
from which the civil servant is seconded. Any changes made during the period of secondment are
transmitted to the respective authority under the signature of the head of the public authority to
which the civil servant was seconded.
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Appendix no. 12
to Government Decision no. 201/2009

 
RULES

regarding the establishment of subdivisions
structural of the public authority

1.  The structural subdivisions of the public authority will be established in compliance with
the following norms:

1) general management –   at least 18 staff units;
2) autonomous management and management within the general management –   at least 5 staff

units;
3) autonomous section and section in the composition of another subdivision - at least 4 staff

units;
4) autonomous service and service in the composition of another subdivision – at least 1 staff

unit.
2.  When establishing single-unit service, this function is to be the execution function.
3.  In the autonomous structural subdivision (general directorate, directorate, section) with 5-

25 personnel units, a single position of "deputy chief" is established, in those with 26-40 personnel
units, up to 2 positions of "deputy head", and in those with more than 41 personnel units - up to 3

https://www.legis.md/UserFiles/Image/an_1_647.doc
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functions of "deputy head". The position of "deputy head" is not established in structural
subdivisions within directorates-general/directorates/sections, as well as in services.

4.  For executive public functions whose basic tasks relate to the elaboration or coordination
of the elaboration of policies in the fields specified in the regulation on the organization and
operation of the public authority or relate to the expertise, elaboration or approval of draft
normative acts, the titles of public functions will be used "senior consultant", "senior consultant",
"consultant".

5.  For executive public functions whose basic tasks relate to the implementation or
coordination of policy implementation, the public function titles "principal specialist", "senior
specialist", "specialist", "principal probation adviser", "advisor" will be used senior probation
officer", "probation adviser", "chief accountant", "architect", etc.

6.  For executive public functions whose basic tasks relate to control, inspection or audit, the
titles of public functions "principal state controller/principal public auditor", "superior state
controller/senior public auditor", " state comptroller/public auditor', 'principal inspector', 'senior
inspector', 'inspector', 'principal internal auditor', 'senior internal auditor', 'internal auditor', etc.

7.  In the central public authorities, from the total number of executive public function units
reflected in the staff, depending on the nature and complexity of the tasks, a minimum of 5% of
public functions will be established: consultant/senior consultant/specialist/senior specialist/
inspector/senior inspector/probation officer/senior probation officer etc.

8.  The Secretariat of the Constitutional Court, the judicial authority and other authorities in
the justice sector will use the titles of higher-level management, management and execution
positions provided in the Single Classifier of public positions.

9.  The number of management personnel units (public dignity positions, higher-level public
management positions, public management positions, positions with management tasks and
responsibilities, as well as management positions with special status) in the public authority will
not exceed 30% of the limited staff of this authority.

10.  It is forbidden to establish structural subdivisions other than those established in the
structure and organization chart of the public authority, approved in the established manner, except
for public authorities whose structure is approved by Parliament.

11.  These Rules apply to all public authorities when drawing up the staff list and,
respectively, staffing schemes. Staffing schemes are drawn up and approved on the basis of
staffing, within the limits of the labor remuneration fund approved for the respective financial year
and are valid after their registration with the Ministry of Finance.


