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TO : ALL REYENUE OFF'ICIALS AND EMPLOYEES CONCERNED

SUBJECT : GUIDELINES, PROCEDURES AND RIQUIREMENTS IN THE PROCESSING
OF SEPARATION BENEPIT CLAIMS

I. BACKGROUND

. Republic Act (RA) No. 10154 as implemented by Civit Service Commission (CSC) Memorandum
Circular (MC) No. 07, s.2013 mandated "the release of the retirement puy, p"rriom, g.utirities and other
benefits of all retiring employees of the government" within thirty (30) daysirorn tl.,"iiaut. of retirement,
provided all the necessary requirements have been timely submitted.,,

The objective ofRA No. 10154 dovetails with the endeavor of the Bureau to speed up and avoid
any.unnecessary delay in the processing of separation benefit claims. Against this Uactarop, this Order
has been conceived to streamline the procedures in the processing of sepaition benefits.

IT. OBJECTIVES

This Order is issued to:

1. Prescribe the policies, guidelines and procedures
benefits'

in the processing of claims for separation

2. Provide a uniform checklist of documentary requirements; and

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

ilI. COVERAGE

the processing of

This Order covers the processing of claims for
service on account of retirement, resignalion, transfer
of canciid acy, (leath and olher modes of separation.

ber-refits ci'employees separated frorn trre r.evenue
to other government ageniies, filing of certificates

+N=
{f,tpp



IV. POLICIES AND GUIDELINE.S

Al1 Applicatiorts for retirenretrt/resignationipermit to transfer to other go\iernment ageltc\/.
cop), of the Ccrtificate of Candidacy filed with the Commission on E,lection (COMELEC)
shall be subnritted personally or througl-r maii or courier service to the Head of Office by
concemed oI'fi ci allenrployee.

Letter,rl.Jotice of Death slrpported by the Death Certificate of- an oft-icial/employee shall be
sr-rbmitted b), tl-re heirs or their authorized repfesentatiye persopally or through mail or
courier servicc to the Head of Office of the concerned official/employee withirr thirty (30)
davs fi'om the time ol death.

A revenue ofllcial/eniployee who fails to notify the Personnel Division (PD) within the
period hereirr prescribed shall be administratively liable for neglect of duty.

IJpon receipt of the application for retirement/resignation/pennit to transfer to other
government agency, copy of the Certificate of Candiclacy filed with COMIII-EC and
l.etterNotice of Death, the conccmed l-leads of Offlces in the National/Regioiral Off,rces
shall forward tlie sarne to the Chief. PD/Chief, Administrative and Human Resource
Managenrent [)ivision (AF{RMD) through their Assistant Commissioner (AcfR)lRegional
Director (RD). respectirrel),, r,vithin two (2) workirtg days f1otn receipt thereof.

Accountable/r'cvenr-re officers r,r,ho have reached the mandatory retirenrent age^ thus will
compulsorily retire, shall be assigned tasks rvhich rvill entail no property and forrr
accountabilities, such as Documentar-v Starnps, Strip Stamps. Letters o1' Authoritl,
(LAs)lTax Verificatiou Notices (TVNs), Dockets. Missiorr Orders, antong others six (6)
months before the date of their separation fi'om the service.

4. Compulsory letirees shall seclrre Revenue District Office (RDO)/Regional Office
(RO)Alatiorral Office (NO) Clearance within six (6) rnonths prior to the date of their
separation, horvever, a Final Clearance shall be secured on the effectivity date o1'separation,

5. Tlie Appiication for RetirernentlResignation/Permit to Transf-er to other Government
Agency shall be addressed to the Commissioner of Internal Revenue (CIR)/RD. Attention:
Chief. PD/Chie 1'. z\HRMD lor ernployees in the National/Regional Offices, respectir,ely.

6. Tlie Application for Compulsory Retirenrent shall state the retir"ernent package the retiree
intends to avail of- and shall be fried at least onc hundred twenty (120) clays lrrior to the
en'rpioyee's actual retirenrent date pursuant to Civil Servicc ll-esolution (CSC) No. 1300237
clated 30 .lauritary 2013.

7. 'fhe Applicatiou lbr Optional/Disability Retirenrentil{esignation and Pemiit to 'l'ransfer to
Other Goverrrrnent Agency shall be filed at least tliirly (30) days prior to the actual date ol
separatiort.

8. Retirees shall in-rmediatell, submit the documents required lor processing of his/hcr
scparatiou berrcfits as statccl in z\nnex A hereof to PD/AI{I{MD.

9. 'fhe PD shall prepare the ,r\pproval/Acceptalrcc of thc Application krr Ilctirenrerrtl
ftesignation/Pcrnrit to Transici' {'or signatr-rre of tlie Cll{ rvithin flve (5) days fronr rcceipt o1
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the Application for retirement/resignation/perrlit to transfer alreadl, signed and approved b1,

the CIR cal.) n() longer be u,itirdra\ 4r.

Processing of separation benefit clainrs by PD shail comurellce only upon receipt ol the
conrplete docunrentary requirements as specified in Annex A l-rereof u,ithin tlie period
prescribed hercin, exclnsive of the period for securing the clearances I'rom the Office of the
Ombuclsman (OMB), CSC and Office o1'the President (OP) fbr Presiclential appointees.

Benefit

1. 'l-enninal Leave (1'L) lJenefit

2. Applicertion for GSIS Retirement/
[]ash Surrender Value/Separation
Benefit

No. of Days To Process

Ten ( 10) working ciays frorn completion
of the National Office Clearance G\OC)
and receipt of tire OMB. CSC and OP
clearances

Iiive (5) r,i'orking da1,s from receipt of
the NOC. OMIJ. CSC and OP
clearances

Five (5) rvorking days from receipt of
NOC aud clearance or certif-rcates of
pending cases/decisions fronr the OMB,
CSC and OP

11

3. Death Ilenetlt Irive (5) u.orking clays fi'om receiprt of
the Designation of Legal FIeirs/
Beneficiaries fiom the Legal Service

4. Application for GSIS Se;raratior-r

Benefit for Involuntary Separation

The PD/AI{R1\4D shall accept only applicatiory'claims for separation beneflts supported by'

complete documents. Only applications/clairls for separation benefits supportecl b;-'

complete docunrents shall be f,orwarded b5, the AHRMD to PD witirin two (2) working days
from receipt thereof.

In the event that iircornplete separatiort documerrts had inadvertently been received by
PII/AIlRldD" a written notification shall be sent to the concernecl employee ol tiie deflcient
docunrents rvithin two (2) da1,s fu'orr receipt thereof. Reckoning period for the processing of
the separation benel'rts shall corlmerlce upon receipt of the lacking document/s.

T'ltc procesijors of PII and AHRIvIII shail reconcile the posting in tire Ie ave carcis.

l'he Chief. PD/AHRMD ancl the Chief. Accounting Division (AD)/ltrinance Division (FD)
in thc National and ltegional Offices shall ellsure that the Clertificate of Leave r,vithor-rt Pay
(i-\ iOt'}) is rcconciled with the learve cards, and the overpayment of salaries ancl other
beneflts due to LWOP inust be settlccl.

l'he PD shall prepare the Obiigation Reqr-rest and Status (ORS) and Disbursement Vor-rcher

(llv) accon.)piinieci by the clocnmentary reqr.rirements prescribed in Annex A. hcretoforc
called as the Scparaition Docl<et. The Separation iJocl<r:t sltall consist of:

1. Onc (1) lblder (iabelccl as'fernrinal Leave Folcler) corttaiuing the lollorving
rlor.lttttettts:
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1,1 Obligation Request and Status (ORS) arrd Disbursement Voucher (Dfr;

1 .2 All docunrents prescribed in Annex A

2. Onc (1) lolder (labeied as DBM Folder) containing the docuinents required b1,

DRM to support requests for release of frurds (DBM Circular No. 2013-1 dated
April 12^ 201 3).

3. I-ist of Actual Retirees to be Paid (LARP)

15. The PD shall prepare the LARP every Fridal, of each week for all DBM Folclers received
until Thursdar of the i,veek.

16. The AD shall check the completeness of the documentary requirenrents attached to the
LARP as prescribed in Annex A, within five (5) working days Lrporl receipt frorn PD.

Should the clocket be returned by AD for clarifications. PD shall act on tire retumed dockets
r,vithin five (5) working days fi'on-r receipt thereof'.

11 . Accor-rntable/rs,enue ofl-rcers in the National and Regionai Offices with accountabilities
shall coordinate and reconcile their records immediately with;

National Offrce:
Chic{', Acconntable Forms Division
CIiicl, Property Division
Chic ['. Acconnting Division
Chic l. Revenue Accounting Division

Regional Office (RO):
Chief , Finance Division
Chicl', Administrative and 1-luman Resource Management Division
Cliicf, Assessment Division in the case of Revenue Officers (Assessment)

Chiet, Collection Division in the case of Seizure Agents aird Collection Officers

18. It shall be the duty of the Officials listed hereunder to uronitor and send a written
notification to the concerned employees regarding tireir accountabilities:

National Office:
Chic1', Accountable Forms Division
Chic[', Propcrty Division
CIiic l'. Reveuue AccoLtnting Division
Chicl, Accounting Division

Regionarl Ofl'rce (ltO) :

ChicI" Finance Division
Chicf. Adrninistrative and Hrlman Resource Management Division
Chicl', Assessment Division in the case of Revenue Ol'ficers (Assessment)
Chiel. Collection Division in the case of Seizure Agents ancl Collection Officers
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v. PROCEDURES

A. APPLICANT'

1J.

1. Subnrit Applicatiori for R.etirernent/Resignation/Permit to Transfer to other Gorrernrnent
Agency to concerned Head of Office at least one hundred twenty ( 120) days tbr
courpulsury retirees and at least thirty (30) days prior to the elfectivity clate ol
separation for those availing other modes of separation.

2. iteceive frortr PD a copy of the signecl/approved retirement/rcsignation/permit to
trernsf'cr to other agencies.

Submit to PD/AHRMD all the documentar)/ reqltirements (Annex A) for processing of
their clainis for separation benefits dul1, indorsed by concerned ACIR/RD.

Proceed to GSIS upon receipt of signed GSIS forms l'roil PD.

Sr-rbnrit to PD a copy of tlie GSIS Cllearance as a requirenrent for processing of their
terminal leave benef-lts.

ADMI]\ISTIIA'TIVE AND HUMAN RTiSOIJRCE MANAGEMEI.IT DIVISION

1. F-orward to PD the Application for Retirement/ResigirationiPermit to Transfer to other
Govertuttent Agency received from concenled offlcial/ernployee cl-rl1, indorsed by the
RD within two (2) working days fi'onr receipt thereof.

Effect skrppage of salary on the date of their separation.

Infornr ]rD tliru a rllemorandum of the salary stoppage.

Reqr-rest OMB. C SC and OP clearance one ( 1 ) month prior the effectivitl, date of
separation.

Receive complete scparation docuuretrts (Annex A) frorn concemed official/employee.

Computc/reconcile leave credits of the retiree and certify the correctness of the same.

Prepare Certif-rcation of Leave Without Pay (LWOP) based on the cornputed /
reconcilcd leave credits of the retiree.

Secure C'ertification of Payments lor LWOP of the retiree fi"orn FD. if any.

Subnrit certified true copy of lcave cards of the retiree ris attachment to the
computetl/reconciled leave credits of the retiree.

Certifi,the completeness of the required documents.

Forw,arcl separatio:t clocket of the retiree r.vith (i,ilrpietc documents, togeiher i,,ith
contputetl/reconcilcd and certif-red correct leave crcdits, certifred true cop)/ of thc lcave

ci-Lrcls. Ccrtihcatioii of LWOP ancl Certification of'Pa1,11ents o{'L,\\/OP, if'any. to PD

r,r,'ithin fivc (5) cia1,* ttpon receipt thereof. RLlp,EAll 0f il:lTfrRNAI, I1IIVENLTp
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C. PERSONNEL DIVISION

1 . Receive Application for Retirement/Resignation/Permit to Transfer to otirer
Govertrtrent Agency of coucemed oIficial/employee duly indorsed by the ACIR / RD.

2. Prelrat'e letter for acceptance/approval/disapproval of Application lor Retirententi
Resignation/ Pennit to Transfer to other Governnrent Agency of the retiree fbr
siguatLtrc of the CIR. Once signed and approved by the CIR. send a copy of the sar-ue tcr

the retirce.

i3.

Effect stoppage of salary on the date of their separation.

Furnish AD r,vith a copli of metnoranduur for salary stoppage of coltcerlted retirees.

iteceive separatiot-r clocket r,vith cornplete docurnents from AI lRMD/mail/retiree.

Prepare National Off ice Clearance (NOC) for routing to other Otflces.

Appoint ar Liaison Olllcer responsible for routing of'the NOC.

Reque st Sen,ice Record of the retiree fiom the Information and Records Section.

Comlrutc/reconcile leave credits of the retiree for Terminal Leave ( fL) benefits.

Prepare LWOP based on the computed/reconciled leave credits of the retiree.

Evaluate the completeness of required documents and process TL beneflt claims.

Receive ft our OCIR Approved/Disapproved application of empioyees to retire
(optionalidisabiiity retirement, resign. permit to transfer to other government ageucy.
inclucling filing of certificate of candidacy).

Prepare ORS" and DV and forward to BD (Separation Docket) Llpon receipt of colty of
Sz\RO ancl NCA.

Prepare LARP with complete attachments and fbrward the sanle to ,z\D for auclit and
signaturc.

15. lteceivc sigtred LARP from DCIR-RMG and

F'or Compulsory Retircinent

1 . Prepare list of retirees fronr tiie National and
copy firrnished:

F{ational 0ffice

4.

14.

forward to BD.

Revcrrue Accotititing Division

[>1'oltcrti Divisiolr

Regional Offices every June of each year.

ftegional Officc

liiirance Division
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Accor-rnLable Fornrs Division

Management Division

Collection Division
Assessment Division

4.

2. Send a letter to retirees containing the checklist of requirements for them to
accontplisir/submit six (6) rnonths before tl-re actual date of retirement:

For Compulsory/Optional/Disabilig, Retirernent/ResignationiNotification of Filing of
Certificate o l' Canditlacy

3. Rec'1uest OMB. CSC, OP clearance forretirees oue (1)montli before the effectivity date
of separation.

Process reqr-rired docur-nents for GSIS clairns of retirees and forr,vard to ACIR. Hunran
Resourcc Development Service (ACIR, HRDS) for signzrture.

Prepare l\pplication fbr Leave fbnn for signature of the retiree and Chiel'. PD.

Prepare clocutnentation for tlie Terminal Leave foldeL of the Separation Docket and
foru,ard the same to AD fbr pre-atidit.

Prepare clocunrentation for the DBM folder of the Separation l)ocket and forward the
same to IID for funding.

8. Receive i.l cop)/ of the SARO fi'orn BD.

For Transfer to Otirer Government Agency

1. Process and ronte Pern-rit to Transfer lor signature of the CIR Llpon compietiorr of the
NOC.

Prepare Cerlillcation of Transfbrred Leave Credits of the concerned empioyee Llporl

receipt of'the approved Pennit to Transler fi'om the O11-rce of the CIR (OCIR).

Releasc Permit to Transfer, Sen,ice Record and Certification of Leave Credits Llporl

receipt ol'a copy of Appointrnent and Report fbr Duty from his/her llew office.

For fleath Claims untlcr RA 16162

L l{cceive Letter/Notice olDeath sr-rlrported rvith Death Certificate of'the rctiree.

2. Preparc z\pplication for I-eave form fbrsignature of the legal heir and Chief, PD.

3. Cornputc retirement gratuity (RA 1616) and prepare letter (Annex B) lbr approval of
tlie CIR and transr.nit to IIRDS fbr initial.

4. Forrvarcl GSIS Fornrs i.e. Altplication lor Retirentent and Other Social Iusureurce

Benellts ancl Application for Sun,ivorsliilt Beneflts duly signed b,v the lcgal heiris to
HI{DS' 

Br-iP'EAiJ cli' iN'IBRNAL R}llEI\rllE
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5.

6.

t.

8.

Prepare C'ertification of Verification of Sen,ice Record (Annex C) signed b1, the Chief.
PD arrd rransilit to ACIR. HRDS for signature.

Prepare and transnrit Memorandum to ACIR. Legal Service for affirmation of
desisnation of legal heirs.

Prepare lVlcmoranclum to AD re: Designatioir of'Legal Fleirs and Waiver. if appltcable.
Ibr signuture of ACIR. F{RDS.

Prepare Meniorandunr lor the GSIS re: Refr-rnd of Personal Retireilent Premiums Paid
With Inlcrest and Govenrnrent Share (r\nnex D) and transnrit to the ACIR. I-IRDS tbr
signaturc.

9. Receive ft'om HRI)S signed GSIS Forn-i:; i.e. Application for Retirenrent and Other
Social Insurauce Benefits and Application lor Survivorship Benefits o1'the retiree aud
re lcasc to retiree.

Receivc [ionr Legal Service (l.S) signed lvlemorandunr for affirmation of designation
of legal heirs.

Iteceive ll'or,r IIRDS signed Mctlorandunr to Al) re: Designation of l-egal Ifeirs and
Waiver.

Receive ll'om OCIR Approved/Disapproved Retirement Gratuity Clairls (Annex B).

I{eceive li'or-n HRDS signed Certification of Verification of service record (Anne;< C).

Ileceive fl'orn OCIR signed Vfeurorauduur for the GSIS re: Refund of Personal
Retirenrcnt Premiums Paid Witir Interest ancl Government Sl-rare (Annex D).

Release retirement papers to legal lieir fcr fiiing of claims rvith GSiS fbr
approval/clearance.

16. lteceive approved/disapproved retirement papers fi'on"r tlie GSIS.

17 , Il appror ed. process Retirement Gratuity (RG) Clairn and 'lenninal l-eave Renef-it.

18. il'disapirroved. inlbrnr colrcen-)ecl legal heir in u,riting.

19. I{eceivc a copy of the SARO f,ronr BIJ.

T}UDGIIT DIVISIO]\

1. Receive duly signed LARP together r.vith complete reqr"rired docunients from Pl) and

transnrit to the DBM with request for fr"rnding.

2. lrrirnish l'i) with a copy of the S,,\RO r,r,lii:h contains the names of tl'rc lct;i'ces arrr,l the

Iuloutrt ILrncled b_v tlre DIIM for theTenrinerl l,eat,c ilcueflt of retirees in thc I-Alil'^ as

u,cll as /\If togcther ia,ith ti^rc corrcspondiug Notice ol'Lla:;l, Ailocation (NCA).

i0.

11.

12.

13.

14.

15.

D.
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E.

3. Receive ORS, DV with complete supporting documents from PD and certify
availability of allotment for TLIRG benefits.

ACCOUNTING DIVISION

1. Receive LARP with complete attachments frorn PD.

2. Check completeness of attachments based on the Checklist of Documentary
Requirements (Annex A) as prescribed under DBM Circular No.2013-1 dated April
12,2013 .

3. Sign LARP (Chief, AD) and forward to ACIR, HRDS, for initial.

4. Receive from BD a copy of the Special Allotment Release Order (SARO), Original
copy of Notice of Cash Allocation (NCA), ORS, DV with complete supporting
documents.

5. Pre-audit claims.

HUMAN RBSOUR.CE DEVELOPMENT SERVICE,

I . Receive from PD and affix initial on the Approval of Appiication for
Compulsory/Optional/Disability Retirement / Acceptance of Resignation / Permit to
Transfer to other Government Agency.

F.

2.

aJ.

4.

Forward the Approval of Application
Retirement/Acceptance of Resignation/Permit
Agency to DCIR-RMG for initial.

for Cornpuisory/Optional/Disability
to Transfer to Other Governrnent

5.

6.

7.

Receive and sign processed GSIS Forms i.e. Application for Retirement and Other
Social Insurance Benefits and Application for Survivorship Benefits of the retiree and
return to PD.

Receive from PD and affix initial on the Application for Retirement Gratuity (Annex
B) and forward to DCIR-RMG for initial.

Receive and sign Certification of Verification of service record (Annex C) and return to
PD.

Receive from PD and sign Memorandum to Accounting Division re: Designation of
Legal i-{eirs and Waiver, if applicable, and return to PD.

Receive from PD and sign Memorandum for the GSIS re: Refund of Personal
Retirement Premiums Paid With Interest and Government Share (Annex D) and

forward to DCIR-RMG for initial.

Receive and affix initial on lhc LAIIP and transmit to iJCIR-RMG for signature.

. 
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G. LEGAL SERVICE

1 . Receive fl'onr PD a Memoraudum for Affirmation and Designation of Legal Heirs.

2. Prepare ar-rd sign Affirmation and Designation of Legal Heirs and transmit to PD.

RESOURCE MAI\AG EMII]\T GROUI}

1. Receivc fi'otrt IIRDS artd al'fix initial on the Approvzrl of z\pplication for
Contpulsory/Optional/Disabiiitl, RetirententiAcceptance o [' Resignation/Pemrit to
Translcr to Other Govemrr.ent Agencl, and forward to the Office of tire CIR (OCIR)
for signature.

Receive I'rour LIRDS and affix initial on the Application for Retirernent Gratuitl,
(Anrrex t}) ancl lorward to OCIR for signature.

Receive Iront HRDS and a{Irx initial on the Meinorandunr for the GSIS re: Refuncl o{'
Personal Retireuretrt Premiurus Paid With intcrest and Govemment Share (Annex D)
and forr,r'zrrcl to OCIR for signature.

Receive and sign LARP (DCIR) and transmit to PD.

COMMISSIONER OF INTERNAL REVENUE

1. Receive fi'otn RMG aud Approve/Disapprove application of employees to retire
(compulsory/optional/disability retirernent) resign, pennit to traiisfer to other
govenl-Iient agency, including the filing of Certificate of Candidacl,and return to PD.

2. Receive from RMG and Approve/l)isapprove Application for Retirement Gratr-rity
Clainrs (r\nnex B) and return to PD.

3. Receive li'om RMG atrcl sign on the Memoranclurn fbr the GSIS re: Refr-urd ol'Personal
Retirenrcnt Premilurls Paid Witli Iuterest and Governurent Share (Annex D) and return
to PD.

H.

2,

1

4.

T.

Vtr. EFFI],CTIVITY

l'his Ordcr shall takc elfect immediately ancl all
rcpcalecl ancl antended.

other issuances inconsistent hereu,ith al'e herebv

i.
i,

,j .,; ,,.'.J

KIM S. JACINTO.HEI\ARE,S
, .l

Commissioner' of internal Revenue
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