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. SUBJECT

.. f%epubhkaf ng Pilipinas ' '
PAMBANSANG PANGASIWAAN NG PATUBIG

(Natlpnal Irrigation Administration)
Lungsod ng Quezon

MC # 24 , s. 1972

HEMORANDUM CIHGULAR

~T0 ¢ ALL CHIEFS .GI' DEPARTMNTS AND BTAFFS‘

REGIONAL, PROVINCIAL AND PROJECT IRRI-
GATION ENGINEEHS INRIGAYION SUPERINTENDENTS

_ AND/OR OFE‘ICERS-IH-CI-LQRGE OF IRRIGATION
SYSTEMS AND ALL OTIIERS CONCERNED  °
Natlonal Irrigation Administration

2

L 1

Imglementatlon of the SOF on Retlrement of ‘
NIA Employees :

For the information ana guidance of all concerned, attached

“herewith is the check list of activities and actions to be

underiaken by each operatlng unit of this agency in connection
with the implementation of the SOF on retirement of NIA employees
applicable to all types of retirement.

Enclosed herewith too, are the list of benefits correspbnding

to the different modes of gratuity retirement and the list of
supporiing doouments to be submitied with the applications for
retirement.

A1l concerned are advised.to'adhere strictly fo. thg time
duration indicated in the‘sald check list within which to act on
the tetirement papers of the prospective retiree.

Strict compliance is hercby enjoinede

Harch 21, 1972
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. APPLICATTON FOR RETIREMENT
, ' " " Required Forma ' Now of copies thst mast
Lo o be received at the

| ) | - Central Office, NIA
. 1, ‘4pplication Farm - fs copigs "
2. Clearance: from moneii o _

property respongibil - 8 coples

i : , ,

: 3. Certification that there is

i . no pending adminigtrativg or

i * ‘priminal case against the N

;| retires : - L coples

e ‘ T
. Fhotostatic copy of birth

certificate - 2 copies
o "' 5, Service record (indicate L
a legves without pay) - I copigs .
. 6. Latest statement of assets ‘ R o
Bqd liabilitiea =~ 2eoples . . -
N  NOTB: | - |
o Eftectivq date of retirement for “thoge aged 65 years ia at
i ‘the clgge of office hours on the day :lmnediately p;'eceding
E i 3 65 rthdw-
| .f'! " Ploage refer o Sheet II for further requivements,
=
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SHEAT II

, APPLICATION FOR RETIREMRNT

HEQUIREMRNTS T BE SUBMITTED WITH APPLICATION FOR ANNULTY BENEFIT

A In the settlemeni of retirement insurance claimg under C.4. '186,/the following

R requirements as indicated by capital letters should be submitted to -the Claims
o Dspartmsnt. However, submission of all supporting papers is conditioned by

gufficient evidenca that a member is already eligible for retirement under the
aforementioned law. : ,

* NATURE OF GLATM REQUIRED PAPERS AND/OR DOCUMENTS

_

I. It Reti_.reo'.ié'li—;ih"gt‘ A. dpplication for retirement. (#) -
. ' l BCDE - B, An up-to-date statement of séi'ﬁcd
' ) o records from the 0ffice concerned, (%)
c II. If retirewent is under Dissbility " Q. Certificate of clearsnce re money and'
' ' property ascountabilitiess
ABGDEFGH ) 1. Central office clearance
L . 2. Field unit clearance
3. G.8.I.5, clearance
II1. If retirse is Deceased: ’ D, Gertirigéte ve £iling of statement of
Lo R i i . assets and liabilities per R.A. 3019, -
1, If Designated Beneficiaries (Not required of teachers, laborers
‘ are .of Legal or Major Age. and those whosg work mqsily magual)
ABCDEI B. Certificate that applicant has no
S ponding crimingl and/or administrative
2. If Designated Beneficiaries charges filed against him/her.
are Minorss ' ,
' ABCDEGHI F. Proofs of disability, Parts I and II. (%)
C 3. If Retireq Died Without G. Affidavit of guardianship for minor
SR Designated Boneficlarigs, beneficiaries and/or retiree if men-
Co . . tally incompetent. (i)
s ABCDBGHIK B '
e . . . H. Bond of Indemnity to be exscuted by
LMN . guardian for: (a) retiree, if mentally
. ‘ incompetent; (b) eny minor bgneficiary -
) if guardian is one other than a natural
parent; and (c) any minor beneficiary,
if smount payable is P2000 or more. (x)
I. Death certificate of retires. b
; J. Proofs of surviving legal heirs. (%)
' e : K. Marriage certificate of deceased ratiree
‘ ‘ if married. ' ' ’
L. Birth or baptismal certifigates of
" ¢hildren of deceased retires.
M, Marriage certificate of parents, if
retires died single. ‘
N, Affidavitas of the Mayor and Justice of
C ? C : the Peace re legal heirs of deceased -
‘ : retiree or in their absgence that of &d-

| The above-mentionad yequirements are desmed sufficlent to sdjudicate vhe Claiw.
However, should additional &
adjudication of the claim the party concerned will be advised accordingly,

(#) - Forms avajlable in the Claims Depariment, GSIS.

i

Lmum COrY FROM A FORM: msg/12-27-71

l‘" ministrative Officer and immediate officer,

pporting papers and information be found necessary for the proper
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CHRCK LIST OF ACTIVITIES AND ACTIONS TO BR

UNDERUAKEN IN CONNECTION WITH RETIREMENT CF
EMPLOYEES OF THE NATIONAL IRRIGATION ADMINISTRATION

T

. Personnel

Prospsctive
Retiree -

B,

Prospective
Retiree

Chief of
Fleld Office
thru the RIE

ACTION BY ACTIVITY R ACTION TN T g
WHOM e ' UNITR ' pyppirroN
' OFFICIAL 1t ™%
) UG i
A, COMPULS@RY RETIREMENT: v N
' ! '
1, Fer Field Office Retiree; . ' 1
Chief of a) Inferm prespective retiree of kyg: ! Prospective = !
Field Office Butomatio! sepdration fron jhe service' Retiree 1t 2 days
- 60 days'in advanoe 1 f
Prospective b) Application for retirement ' Chief of '
Retiree ¢ Field Office ¢ -
Chief of c) Preparea recormendation : G.0, Personnel;
Field Office - Div, 15 days
thru the RIE '
2, For Central Office Retiree: ‘ '
C.0, Peraon- a) Inform prospective retiree 60 days Records Div, ' 2 days
nel Div, befigre date of retirement '
Records Div, b) Gets file copy, records & delivers/ Prospective ;
mails ' Retiree ' 4 min,
!
'
!
'
'
1
'
'

Prospective
Retiree

C.

Prospective
Ratiree

Chiet of
Fleld Office

Prospective
Retiree

Chief of
Field Office
thru the RIB

?rospective
Retiree
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Div,

o) Application for retirement

OPTIONAL RETIREMENT :

1, For Field Office Retiree:
a) Application for retirement

'b) Prepares rucommendation

2's For Central Office Retiree:
a) Application for retirement

DISABILITY RITIREMENT:

In cgse retiree or his heirs are not
aware of the benefits that they are entitle
to:

1. For Field Office Retiree:
a) Notice of disability

b) Inform party as to mode of retirement
applicable .

c) Application for retirement
d) Prepares recommendation
2, For Central Office Retiree:

a) Notice of disab:llity

b) Inform party as to mode of retire-
ment applicable
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Personnel Div,

Chief of
Field Office.

C.0, Personnel!
Div, ! 15 days
}
'
'
Personnel Div,, -

Chief of
Fleld Office
Prospective
Retiree

Chief of
Field Office

C.0, Personnell
Div, t.15 days
1
'
'
Personnel Div,! -
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7 T RECEIVING i
A ACTIVITY OF ACTION 't OUNIT R ¢t
. ! \ ! OFFICIAL 1
0 ' i i T
L Records Div, ! ¢) Gets file copy, records and ! Prospective ¢
s 1 delivers or mails ' Retiree ' 5 min,
o Prospective i d) Application for retirement : Personnel Dlv.: -
Retiree ' . ) '
! D, STEPS TO FOLLOWED AFTER 4, B, & C: ' '
; ; Personnel Div; 1, Process Application* : 'Legal Staff : 1 wveek
i ' (NOTE: For optional and disability re- '
Ty ' tirement, Personnel division . . '
! . shall course the application ' '
: } ' and supporting papers to the . |
i ' clinic physician for review of ' '
| ' the medical findings and re- ' \
o o g commendation,) ' '
i Legal Staff ! 2, Review and determine compliance to ! Administrator ! 2 days
. ' legal requirements, Recommends ' ' .
| ! approval /digapproval, ' ' |
’ Administrator' '3, Approveydisapprove application : Personnel Divg: - !
Personnel Div} o If application is approved, prepares ' Records Div, ' 3 days :
E ' indorgement to GSIS and permanent ' '
. ' appointment to CSC for purposes of ! !
! ! retirement if retiree is a daily wage ! ‘ !
' employee, “If application is disapproved} * ! ‘
! prepares return indorsement to pros- ! {
r ! pective retirees. ' J
. Records Div. , 5, Read all papers; checks if all origi- , GSIS & 0SG or |, L min,
-.} ' nals signed properly; gets file'copies; ; Prospective '
3 N records and mails ¢ Retiree '
o GSIS ' 6. a~- Approval of retirement application ! Personnsl Div,! -
y ' and designation of legal heirs if ! 1
' 1 ‘ retiree is deceased, ! '
€S0 : b~ Approval of appointment papers. : G.S.I.3, : -
, (Copy furnished the N.I,A,) . | !
Personnel Div} 7+ For notation ! Legal Staff | 1 day
: legal Staff : 8, For notation : Acctg, Div, : 20 min,
' Acctg, Div, ! 9. Voucher preparation and processing ! Asst, Adm. ' 2 hrs,
Asst, Adm, | 10, Approves Voucher | Auditing Office, - 1
. Auditing Office, 11, Pre-Audit  Treasury Dept., 30 min, :
f Treasury Dept‘ 12, Check preparation y Asst. Adm. y 20 min,
Asst., Adme | 13, Signs check y Auditing Office, - i
Auditing Off, 1, Signs check , Treasury Dept,, 20 min,
; Treas. Dept, , 15. Releages check ; Claimant y 5 min,

; ! ' !
f NOTE : 1) For annuity Retirement, items 2 & 3 are deleted, .
' 2) If funds are not available to cover the payment, Chief
Corporate Accountant prepares either of the following Y3 i
requests for approval of the Budget Commissioner: ,ﬁg
a) Request for authority to use the agency's savings; =
b) Request for authority to use the overall savings
of the national government,
3) The Chief Corporate Accountant shall inform the ;
retiree that funds are not available and that the )
claim is being considered for inclusion in the
annual general appropriation,
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Types Or Modes

(a) Survivors benefits: #

(b) Disability benefit: #

GRATUITY RETIREMENT BENEFITS

Length of Service

1, With léss than 5 years of service.

2, With at least 5 years service but not
more than 15 years,

3e If on his death, employee is eligible
for retirement,

1, With less than 5 years service

2, With at least 5 years service but 3ess
than 15 years.

3o With 1S years service or more,

Beneflit

(1) Premiums paid + 3% interest per annum
compounded monthly.

(2) Burial benefit of P150,00 #»

(1) Premiums paid + 3% interest per annum
compounded monthly + one month salary
far every year of service based on
highest rate received.

(2) Burial benefit of P150,00 x

(1) Retirement gratuity or annuity previously
chosen by him.

(2) Burial benefit of P150.00

(1) Premiums paid + 3% interest per anmm
compounded monthly.

(1) Premiums paid + 3% interest per ammum
compounded monthly + employer+ts premiums
without interest + one month salary far
every year of service based on highest
gsalary received.

(1) Either the benefit under (b)-2 or that
which is- provided under Section 11{a)
of CA 186 as amended, (annuity to be
paid by GSIS), e
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£ Tobepaidl_‘reeoi‘c

#* Provideq that pigq de.
liquor, Or vicioyg

3 .
(2) Mont, v during the Joint liyeg of Tetiree and hig on her Spouse Suaranttg forgat
death of ®ither spoyge and id

3 ary,
Salary fon the 1ag¢ 3 years, If age ig other than 57 Years, monthjy ity jg 4

.

vy
first 29 years, + 11 monthrg salary gon
eVery year of Service over 29 years pyt
below 30 Jears, + o monthtg Salary pop

every year of Service over 33 Jears,

(2) Money value of Conmteq used Vécation
and gicj leave upon retirament based op
ghegt rate Teceiveq,

harge ¢, the ope Who pajg the buria) €Xpenses of the deceageq GsSIs bolicy holder,

» 8rogg negligence, intemperate use of drugs'Or alcoholic

ter ag long ag pe lives, ppeo amount op monthly annuity L4 age 57 gha)y
Jear of Service apten June 16, 1951, o average monthly Salary Teceiveqg during tpe lagt 3 Jyears, plug
© rendepeq Prior 4 June 16, 1957 1.28 hiy salary,

s 1e2% op saig average mont d amoynt is not to exceeq

O be adjugteq

least g Years, Which, upon

after the g Year perioq, Will pe reduced to 1 and pajq tmthe Burvivor;

or over, Llump Sum payment of bPresent Value of annuity feon 1st i‘:’yéggs, with monthly annuity fpop
€ after the 5 yeay Period; R
to &2

T age, lump gyp Payment of ity rop 4

S o the 1st 3 Jears, ang the‘balance for 2 years o pe Paigd
Lump Sum irpon Teaching age 63 Yearg, After g5 year peried, bayment op 1

monthiy annuity pqr. 88 long ag pe liveg,

4
(L) othep benefitg Which may e 4PProved py gpe GsIs,

3
£
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