HUMAN RESOURCE DEVELOPMENT OFFICE, UP DILIMAN
CHECKLIST FOR PAYMENT FOR SEPARATION / RETIREMENT BENEFITS
Requirements for GSIS Endorsement

____ Application for Retirement / Separation / Life Insurance Benefits (GSIS Form 06302017-RET) 

w/ affixed signature of chosen Retirement Options, CLASP and as applicant.  

____ GSIS Insurance Policy / Certificate of Membership Policy, if available
Requirements for TERMINAL LEAVE (TL)  
 FACULTY SICK LEAVE (FSL) / EXPANDED SERVICE RECOGNITION PAY (eSRP)
____ Letter of Intent to Retire (applicable for early, optional, disability and compulsory retirement only) 
____ Letter addressed to the Chancellor (thru channels) explaining the reason of early/optional retirement
____ Letter of Resignation with endorsement by head of unit/college (applicable for resignation only)
____ Terminal Leave Application w/ affixed signature and signature of  head of unit/college
____ LATEST   Notice of Salary Adjustment (NOSA)   /    Notice of Salary Increment (NOSI)    /                              approved last appointment indicating the last salary received before separation from the University


(Submit 5 photocopies for TL.      Submit 3 photocopies for eSRP / FSL)

____ LATEST  Sworn Statement of Assets & Liabilities. 

(SALN that was submitted BEFORE the effective year of separation from the University) 

(Submit 3 photocopies for TL.   
Submit 3 photocopies for eSRP / FSL)

____ University Clearance with complete attachments of certification from different units
 (University Clearance must be ACCOMPLISHED in triplicate  ORIGINAL SIGNED COPIES)
(Submit original copy with 5 complete photocopies for TL and                                 Submit 3 photocopies for eSRP / FSL)
____ PSA Marriage Contract (original)  (for married female retiree)   
____ PSA Certificate of No Marriage (original) (for single female retiree)

          (Submit original PSA certificate copy with 5 photocopies for TL payment)

____ FOR LATE TL CLAIMS, a letter addressed to DBM / UP is required explaining the reason for the delayed submission of terminal leave application.  (Submit original letter with 5 photocopies)

DBM – Ms. Ruby Esteban, Regional Director – NCR, Dept. of Budget & Management, 

                             Malacañang Palace, Manila.


UP   -  The Chancellor, Office of the Chancellor – for UP Diliman Employees

 Vice Pres. for Administration, Office of the Vice Pres. for Adm. – for UP System Employees

____ GSIS Retirement Voucher Clearance (for early/optional/compulsory retirement)

           Submit  4  photocopies of all pages 
               (NOTE:  This voucher will be mailed to your residence address via registered mail from GSIS)

____ Birth Certificate (Submit 2 photocopies of NSO/PSA Birth Certificate)
____ Identification Cards   (Submit 2 photocopies of 2 Valid IDs – back to back with affixed specimen signature e.g. UP Employees ID, GSIS uMID Card, Driver’s License ID, passport or Senior Citizen’s ID)

____ Recent pictures    (Submit 2 copies of  1x1 pictures for Philhealth)
       (Submit 1 copy  of 1x1 picture for HRDO 201 records) 

                 (Submit 2 copies of  2x2 pictures for UP Retirees ID application)
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____  Succession Plan with approved signature of head of units (refer to MEMO PAEP17-06 dated 1/17/17, Guidelines for the Expanded Service Recognition Pay for Administrative and REPS employees who filed for Optional Retirement) – Submit original copy with 3 photocopies of Succession Plan
ADDITIONAL REMINDERS

____ U.P. PROVIDENT FUND, INC. BENEFIT CLAIMS (UPPFI Form No. 03-A)  for members only 

Submit Service Record indicating the effective date of separation; complete University Clearance w/ attachments &  Certificate of Clearance issued by HRDO;  Photocopy of Valid Identification Card.

Submit your application form one week before your retirement date to UP Provident Fund  is encouraged.

____ PAG-IBIG FUND Application for Provident Benefits (APB) CLAIMS


Submit your application with SR, NSO/PSA Birth Certificate or GSIS Retirement Voucher Clearance and a photocopy of  2 valid IDs     

Going to PAG-IBIG fund office after your retirement date is encouraged.
____ PhilHealth Member Registration Form (PMRF)


Submit your application with SR, GSIS Retirement Voucher Clearance, and 2 photocopies of valid IDs to   HRDO.  The liaison officer of HRDO will endorse your application to PhilHealth office.

____  For Gawad Parangal para sa Retirado at Gawad Paglilingkod presentation 
Please provide pictures for powerpoint presentation,   e.g.  pictures of solo portrait,  group pictures,   family pictures,  pictures with friends / officemates, college graduation pictures, etc. 

HRDO can scan your original photos.       You can also email the scanned pictures to  Rea  at hrdo.parangal@gmail.com
For follow up of claims:

Benefits Section:  UPVoiP  9818500 local 2575 (MONINA ANGELES OR REA MOLINA)

Diliman Accounting Office:   local 2759, 2755;          System Accounting Office: local 4254, 4253

Diliman Budget Office:   local 3019;                           System Budget Office:  local 3026

Diliman Cash Office: local 2763, 2651;                      System Cash Office:  local 2538, 2539

Department of Budget and Management:      Tel: 734-8038, 734-8035

Pag-Ibig Fund    www.pagibigfund.gov.ph         Tel: 7244244, 9291854, 4269528; or 4223000 loc. 5665

UP Provident Fund, Inc.                                 Tel:  929-3601, 929-3623, 981-8500 loc 4587

UP Credit Cooperative                                   Tel: 435-0356; 924-8002

PhilHealth Call Center   www.philhealth.gov.ph     Tel:  441-74-42

Government Service Insurance System      www.gsis.gov.ph
    QC Branch, 746 Geronimo Bldg., Mindanao Ave., Tandang Sora, QC. 
    Call Center Agents:  Tel no. 847-47-47

    Globe Toll Free Number:  1-800-8-847-4747

    PLDT/Smart Toll Free Number:  1-800-10-847-4747

