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REVENUE MEMoRANDUM oRDER No. 0 1 $ * ? 0 2 $

: $UPPLEMETiITAL GUIDELINES AND PROCEOURES IN THE
IMPLEMENTATION OF REVENUE MEMORANDUM ORDER (RMO} 044.?025,
WITH RESPECT TO THE PROCESING AND PAYMENT OF SEPARATION AND
TERMINAL LEAVE BENEFITS CLAIMS OF OFFICIAL$ HOLDING THE
POSITIONS OF REGIONAL DIRECTOR (RDYOIC.REGIONAL DIRECTOR
(OIC.RD} ANO ASSI$TANT REGIONAL UNECTOX (ARDYOIC.ASSISTANT
REGTONAL DTRECTOR (OIC_ARD).

: ALL REVENUE OFFICIALS, EMFLOYEE$ AND OTHERS CONCERNED

I. BACKGROUND

Following the issuance of RMO No. 044-2025, certain concerns have been identified with
respect to its application on separating RD/olc-RD and ARDlolC-ARD.

Accordingly, this RMO is- hereby issued to prescribe procedures for the processing of
separation and Terminal Leave Benefits (TLB) claims of separating RD/OlC-ffD and ARD/OIC-
ARD

II. OBJECTIVE$

This 0rder is hereby issued to:

1. Prescribe policies and procedures for the prompt processing and payrnent of
retiremenUseparation benefits/TlB claims of RDsiOl C-RDs and ARDs/Ol C-ARDs,

2. Ensure uniformi$ in the documentary requirements as well as accuracy in the
computation of TLB; and

3. Define the roles and responsibilities of the offices involved in the processing of
separation benefit claims.

III. COVERAGE

This Order shall cover the processing of claims for benefits of officials holding the positions

of RDIOIC-RD and ARD/OIC-ARD who are separated from the revenue service due to retirement,
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resignation, transfer to other government agencies, filing of a certificate of candidacy. dealh and
other rnodes of separation.

IV. GENERAL RULES

1. The General Rule provided under RMo No 044-202s shall govern.

2. The processing of separation and TLB claims of officials holding the posrtions of
RDIOIC-RD and AROIOIC-ARD shall remain centralized and be processed at the
NationalOffice (N0).

V. PROCEDURES

A. APPLICANTS {separated official/legal heir/s of the deceased officiat or authonzed
representative) shall :

Submit Letter of lntent (LOl) to Retire/ResigniTransfer to another government
agency to the Administrative and Human Resource Management Division
(AHRMD) with the following attachrnents;

? Regional lnvestigation Division (RlD) Clearance (original);
b. lnternal lnvestigation Division (llD) Clearance (original or scanned copy with

attached email confirmation)
c. Personnel Adjudication Division (pAD) Clearance (origrnal or sranned copy

with attached email confirmation)

ln case of death, the heir must submit a copy oi the Death Certificate to the
AHRMD.

2. Receive the Notice of Satary Stoppage and Call-Up Letter containing the fist of
documentary requirements from the Personnel Division (PD) through the AHRMD

3. Secure and submit the required documents listed in Annex D of RMO No 044-
2025 to AHRMD for endorsement to PD.

4. Secure, or authorize a representative to process the necessary Ce*ificate of
Cleared Accountability (CcAyClearances Form from the concerned offtces
pursuant to RMO 4&?02CI"

5. Receive signed Approvalof RetiremenUAcceptance of Resignation from PD.

6. Receive copies of the signed Government Seruice lnsurance System (GSlSi

Application Form, Nationai Ofiice Clearance tNOCi (BlR Form 0029) and other

pertinent documents for filing with any GS|S Office/Branch.

T. Secure GSIS Clearance and submit the same to PD for processing of TLB clainrs'

g. Receive or claim cheque representing TLB from the General Services Division

(GSD). For payments'through Advice to Debit Account (ADA)' TL8 shall be

00 0003 gZ Lr.Oitlooiredtytoapplicant'sLandBankofthePhitippines(LBP)savingsaccount
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B. AHRMD of the concerned Regionat Office shall:

1. ldentify compulsory retirees (RDs and AROs) for the succeeding year on or before
the 1Oth of January of the current year and submit the li*t to pn for inclusron to
Budget Proposat (Bp) Form 205.

2. Receive from the applicant and evaluate the informatisn in the submitted l-Ol and
its attachrnents, for endorsernent to pD

Receive Death Certificates in cases of deceased applicant for endorsement to pD.

3. Serve to the applicant or to their representative the Notice of $alary Stoppage and
Call-Up Letter provided by pO

Evaluate the completeness and conectness of documents submitted by the
applicant pursuantto RMO No. 044-2025 and endorse complete submissicn lo pD
or advise the applicant of the deficiencies, as neces$ary.

FinancE Division (FD) of the Regional Office shail:

1. Prepare and submit the certificate of Last salary Received to, pD.

2. Received the certificate of Leave without pay (LWop) from pD. if appticabte

3. Prepare the Certificate of Money Value of LWOP, with supporting documents i.e
official receipt if paid via cash ar certify the information regarding satary deduction
and submit the same to PO.

D PD - NO shall

1. Receive and evaluate the duly endorsed LOls and attachments for the preparalion
and routing of approval/acceptance of separation by the Commissioner of lnternal
Revenue (ClR).

2. Prepare Salary Stoppage signed by the ChieflAsst. Chief, PD and submit to Payroll
Seclion. PD for cancellation of the applicant's narne in the General Office Payroll
(GOP) copy furnished the AHRMD of the concerned region.

3. Prepare Call-Up lette#Checklist of Documentary Requirenrents duly signed by the

ChieflAsst. Chief, PD and transmit to the concerned region, attention, the Chief.

AHRMD,

4. Request Office of the Fresident (OP) Clearance for presidential appointees

5. Validate documentary requirements submitted by the AHRMD under Annex D of

RMO No. A44-2A25 and advise the AHRMD of deficiencies, as necessary'
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6. ln cases of death, prepare a request addressed to the Legal Service (L$). for
issuance of a memorandum for the determination of legal frei*s. Upon receipt of
the memorandurn from L$, prepare corresponding memorandum of legal heirls for
Accounting Division (AD) ac required in the pre-piucessing of rLB claims.

7 " Reconcile leave records in the Records of Leave Credit (RLC) and prepare
Certificate of LWOP signed by the Chief/Asst. Chief, pD.

For applicants who have incurred leave without pay. PD shall forward the
Certificate of LWOP to FD of the concerned region and request for Certificate of
Money Value of LWOP together with the proof of settlernent of overpayrnent.

8. Compute for the TLB.

9" Facilitate the signing of the N0 Clearance (CSC Form 0029) and GSt$ Apptication
Forms to the Assistant Commissioner (ACIR)/Head Revenue Executive Assistant
(HREA) of Human Resource Development Service (HRDS).

10. Receive from the HROS the duly signed NO Clearance and GSIS Apptication
Form/s and release to the applicant the following doeuments necessary for filing
with any GSI$ Office8ranch:

a. GSIS Application Farm/s (original)
b, Service Record (original)
c. Certificate of LWOP {originat)
d" Ombudsman Clearance (certified true copy)

1 1. Prepare and sign the Obligation Request and Status (ORS) and Disbursement
Voucher (DV) for payment of TLB claims, and fonrvard to Budget Division together
with the documentary requirements stated under RMO 44-2025.

12. Consolidate all availments of aptional retirernent and other modes cf separation
and prepare the List of Actuat Retirees to be Fard (|-ARP) to be signed by the
Deputy Comrnissioner {DCIR} - Resource Managernent Group (RMG) for
submission of Budget Division (BD) for request for funding to the Department of
Budget and Management (DBM).

E. LS of NO shall

1. Receive from PD the request for determination of legal heils together wrth

supporting documents, in case the separation from Revenue Service is through
death of the reYenue official.

Z" Evaluate the request of PD and prepare the corresponding rnernorandum for

approvaland signature of the Deputy commissioner for Legal Group.

3. Transmitthe approved and signed Memorandurn to PD'
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F BB of NO shall:

1. Receive the consolidated Bp aOg and submit to DBM for budget proposat.

2. lf funds are available, certify the availability of atlotrnent (Box B of ORS) and
forward the OR$, DV and supporting documents to the AD

3. lf funds are not available, prepare request based on the approved LARp for
release of funds and forward the letter request to DBM, when necessary

Receive the Special Allotment Release Order (SARO) thru DBM s Action
Document Release Systern"

G AD of NO shall:

1 Check the completeness of the documentary requirements attached tc the LARp
within five (5) working days upon receipt, then sign and return to pD.

2. Receive the ORS, DV and supporting documents from BD

3. Pre'audiUproces$ the DV as to completeness and correctness of supporting
documents based on the checklist of documentary requirement (Annex D) and
propriety of the amount being clainred based on the attached RLC, certification sf
LWOP, service record and reconcile with the computation prepared by the pO.

4. lf incomplete and/or incorrect documents, return ORS, DV and supporting
documents to PD for compliance with the observations/noted discrepancres,

5. lf amount claimed improper, prepare Notice of Obligation Request and Status
Adjustment (NORSA) and fonrard to BD together with the ORS, DV and supporting
documents.

0" lf complete and eonect documents and amount claimed proper, post in the index
card the TLB claims to avoid double payrnent.

7. Receive ORS, DV and supporting documents with complianee on
observation/discrepancies and proceed to process as in item V.G.3.

8. Certify as to cash availability, completeness of supporting documents and propriety
of the amount claimed {Box C of OV).

g. Fonvard ORS, DV and supporting documents to FS for approval (Box D of DV)

10. Receive the paid DVs and supporting documents for recording in the book of
accounts and forward to Commission on Audit (COA) for post audit

H. FS of NO shall

0 0 0 0 0 3 I 21 Receive the ORS, DV and supporting documents from AD
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2. Review the completeness and correctness of supporting documents and the
propriety of amount being claimed.

3. Approve the DV (Box D of D$

4. Forward the approved DV together with the ORS and supporting documents to the
General Services Division (GSD) for cheque or ADA preparation.

GSD of NO shall:

1" Receive the approved ORS and DV with supporting documentation from the FS.

2. Prepare cheque or ADA for payment of terminal leave claims and forward to Admrn
Seruice for signature.

3. Receive signed cheque or ADA and release to retiree.

J ADMINISTRATIVE SERVICE of NO shall:

1. Receive prepared cheque or ADA.

2. Sign the cheque or ADA for payment of terminal leave claims

3. Return the signed cheque or ADA for release.

VI" REPEALING CLAUSE

All orders, memoranda, and issuances inconsistent with the provisions of this Order are
hereby repealed or modified accordingly.

V}I. EFTECTIVIfi

This Order shalltake effect immediately upCIn issuanee
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