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APPROVAL OF RETIREMENT/SEPARATION BENEFITS
OF RETIRING EMPLOYEES

TO: Schools Division Superintendent
All Others Concerned
All Divisions

1.  Pursuant to Republic Act No. 10154, the law mandates the release of the retirement pay,
pensions, gratuities and other benefits of all retiring employees of the government in all
branches, agencies and/or instrumentalities within thirty (30) days from their date of retirement.

2. To facilitate the timely processing of Application of Retirement and Separation Benefits of
retiring personnel in your division, Schools Division Superintendent shall approve the said
applications and submit directly to Government Service insurance System (GS!S). It shall no
longer be endorsed by the Regional Office.

3. The Division Office shall be responsible in checking the necessary required documents and
submit approved applications to GSIS at least ninety (90) days prior to the effectivity date of the
retiree’s retirement.

4. For recekding and monitoring, a Monthly Report on Retired/Separated Employees shall be
submitted to the Regional Office. (Attached Template)

5.  The Division Office shall secure Specimen Card Signatures from the Government Service
Insurance System {GSIS) Branch where your Office is within their jurisdiction and submit the same

specifying the authorized approving officer.

6. Immediate dissemination and compliance to this memorandum is desired.

MA %}ZCLAR, Ph.D., CESOV
egional Director
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