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All Bureau Officials and Employees

SUBJECT: Rules, Reaulations and Procedures in the Processing/Payment of

Eetirement Benefits of BOC Employeas

Objectives:

1.

To implement Republic Acl No. 10154, otherwise known as an Act
Requiring All Concermed Government Agencies 1o Ensure the Early
Release of Refirement Pay, Pensions. Gratuities and Other Benefits of
Reliing Government Employees, as implemented by Civil Service
Commission (CSC) Resolution No. 1300237 and Department of Budget and
Management (DBM) Circutar No. 2013-1.

To fully comply with the documentary requirements in the processing and
payment of retirement benefits az per Commission on Audit (G DAY Circular
No. 2012-001, DEM Circular No. 2013-1 and other related issuances.

To define the roles, responsibilities, and accountabilities of concerned
offices and personnel in order to ensure the timely and expeditious 1elease
of retirement gratuity and terminal leave benefits of retiring employees

Coverage:

This order shall cover the release of retitement gratuity and lerminal

leave benefits of retiring employees, either optional or compulsory. I does
not cover the release of benelils of resigned/separated employees, hence,
preparation and submission of forms, reporiz and records covering the latter
shall be separaled from ratirees,

General Provisions:

3

The early and expeditious release of retirement bensfits shall be dependenl
upon the submission by the reliring employee of complete documentary
requirements within the specific peried as herein prascribed. Hence,
should the retiring employee fail to comply with the same, the release
of benefits shall be moved corresponding to the number of days of
delay of submission of the complete requirements.

Likewise, the ocourrence of force majewrs or other insuperahble causes shall
toll the running of the prescribed period. Upon cessation of the ocoumencs
of force majeure or other insuperable causes, the running of the prescribed
period shall confinue.
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Benefits of retiring employee may only be withheld i the employee has 2
pending administralive tase, the oulcome of the case involves a possibie
Pecuniary liability on the employee, and the law specifically authorizes the
wilthholding of the reliement benefits.  In na case, however, shall [he
terminalfacerued leave benefits of a retiring employee be withheld because
of a pending administrative Case,

It shall be the responsibility of the Legal Service o ensure that a pending

employes shall be tevminatediresohlved within g Pericd of ninety (90) days
from the effectivity dale of retirement of the concerned employee. Aller the
lapse of such period and the taze has nol yet been leminatediiesolved
withoul justifiable reason/s andfor without fault or defay attributable o the
reliring employee, the refirement benefils due shall be immediately released
to himfher without prejudice to the outcome of the case. For this purpoze,
appeal taken by the empioyee shall constiluie a justifiable reason for the
non-release of histher relirement enefits.

On the other hand, il the casze is pending with agencies, olher than lhe
Bureau of Customs, e.g. OMB, DOQJ, CSC, OF. ate. it shall be incumbent
Upon the retiring employee to seek fo the early tevminalion/resolution of
his/her case with that agency. '

The Legal Service shail also ensure that afl Requests for Adjudication of
Legal Heirs in the case of death claims of deceased employees shall be
acted upon within a period of thirly (30) days from the dale of referral by the

. Customs personnel, who without justifiable reasons fail o comply with the

rules, regulations and procedures as herein prescribed, shall be subject 1o
Rule VI, Penal Provisions of CSC Resoluiion No. 1300237 or the
Implementing Rules of RA 10154

- In order o expedite the processing of BOC Clearances, the following

clearances shall be applied for by the retiring employee and issued by the
concemed office/division separately:

| Type of Clearance _ Issuing Office/Division | Covered Persormel ]
Office/Porl Clearance GroupfCollection Al

District (io be signed by |
Head of Office/Division,
Disbursing Officer,
Supply  Officer.  and
clhers  as  maybe
required by the Port and
approved by the District
Collector/Deputy

- Commissioner) | e gl
Clearance  of l.egal Service All
Pendency/Mon-

Pendency of Case J o




I

Clearance  of

RAD,  FS/Accounting [ AR Accountable
Qut=standing Divigion, FMO/Budget | Officers
Accountabilities Division, FMO :
Cloarance of Aceounting Division | Al T =
Unfiquidated Cash '
Advance
Clearance  of Mo | GSD, FMD — |an =
Outstanding  Property | MISTG
Accouniability
Clearance  of Mo | Provident Fund, [ Al ]
Outstanding Fhilippine Mational
Obligations Bank, Land Bank of the
p Philippines
Clearance of | OMB All ="
Pendency/Non-
Pendency of Case
CBC  (par CEC|AnN ]
Resglution Mo,
~ | 13o0e3m) |
oF {per C5C | Presdential
Resolution No. | Appointees
= 1300237) i

Operational Procedures:

The following are the procedural steps, documentary requireiments, perods of
submission and responsible divisionfoffice in the processing of relirement

benelits:

1. Claims for Retirement Graluity (RG) and Terminal Leave (TL) bensfits ol
compulsory relirees:

1:1.

1.2

On the first working day of each month, the Human Resources
Management Division (HRMD), using the Human Resource
information System (HRIS) shall yererate the list of employees who
are due for compulsory relirement one (1) year prior to that monih.
Le. all compulsory refirees for the month of Oclober 2014 shall be
listed on September 2. 2013,

Based on such lisl, and within a period of fiffeen [15] days, HEMD
shall send a lelier o each concemed employee, through histher
service Director/District Collector informing himiher of the effectivity
of his/her refirement with instructions for hisnvher to submit 2 wrillen
expression of inlent to retire as provided under Seclion 8. Rule IV of
C5C Resvlution No. 1300237, form altached as ANNEX A.

o



1.3

1.4.

1.5

1.6.

1.7

T8

1.9

Reliring employee shall submit the duly signed expression of intent
to retire within fifleen (15) days from receipt of the letter from HRMD.
Upon receipt of the written expression of inlent to refire, | IRMD shall
process  hisfher application by submilting the same 10 fhe
Cotnmissioner of Custons for acoeplance/approval, The Processing
o hisiher acceptance lefter shall be completed within a period of
fifteen (15) days. S

HEMD shall then forward such approvalfaccepiance 1o the retiring
employee through hisfher Sarvice Director/District Collector logether
with the checklis! of requirements for compulsory refirement together
with applicable blank forms for accomplishment and with notilication
that the complete requirements shall be submitted nol later than one
hundred twenly (120) days prior to the effectivity date of his/hes
refirement in order for himfher o avail of eatly release of claims,
checklist and forms attached as ANNEX B.

Upon receipt of the checklist and blank forms, the refiring simployee
shall accomplish all documents, secure all Necassary clearances,
including audit of hisher leave cards by HRMI:Adminisirative
Division in all hisfher places of assignments as required by COA
Cirgular No. 2012-1.

Aller accomplishing all forms and securing all reguirements in the
checklist, the retiing employee shall submit them to HRMD lor
personnel  under Ocomiconcerned Adminisirative Division  fo
personne in porlsfsubpdils on or before 120 days prior to effectivity
of hisiher retirement.

Upon submission of the requirements o HRMDVconcerned
Administralive Division, the date of such subrission shall ba slamp
marked on the retirement application form in clear bold marks,
countersigned by the proper receiving and validating employee.
Only compiete and fully accomplished 1orms shall be received by
HEMD/concerned  Administrative Division, hence, submission by
mail shall be discouraged.

Within  thirty  (30) days wupon receipt, HRMDiconcemesd
Adminisliative Division shall process the application for refiremeant,
compute lhe authorized benefils, and wverify the authenticily,
accuracy and consistency of the data contained in the documents
and submit to the proper authorifies for approval, as follows:
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Document Frocessing Recommending Approving
i Ruthorty | Authority | Authority.
Application for | Chief, HRMD for Director, Deputy B
Terminal personnel  under | Administation Commissioner
Leave  (TL} | Ocom & | Dffice for | for  intermnal
Benelits Concemed Chief, | personnel under Administration
Mdrnimistrative Cocom & | Gioup
Division for | concemed
personnel  under | District Collecto
ports/subports of Cusloms for
personnel under
pors/subporis
Application for | Chief, HRMD for | Director Deputy
Retiramen personnel  under | Administration Commiszioner
Graluity (RG) | Ocom & | Office for | for Iniemal
Concerned Chief, | personnel under Adminiziralion
Administrative Chooim & | Group
Division for | concerned
personnel  under | District Collestor
porsisubports of Cusloms for
personnel under
— 1 |podsubpons | =
Note: It shail be the responsibility of the concerned Chiel, Administrative

Division for personnel fror

documents shal

n ponsizub
| be fransmilted to H

ports to ensure that the processed
RMD in a secured and fast manner

1.10. Not later than ninety (90). days prior o the actual date of

retirement. HRMD shall endorse the a

pproved application fo

retirmment benefits as follows:

11007,

1.10.2,

Retiement Gratuity under RA 8231 & RA GEO - fo
Government Service Insurance System {G315). As per
CSC Resolution No, 1300237, GSIS is expecled o
release benefits to the retiress on his/her [ast day of
govermment service.

Retirement Gratuity under RA 1616 and Terminal Leave

Benefits payable by the Bureay
~ To Accounting Divigion who shall in turm prepare the
Distnrrsement Voucher, after which, it shall be

transmitted to the Budget Division for the prepanation of
the Special Budyet Request (SBR) v cover such
refirement benefits chargeable against the Pension and
Gratuity Fund. (FGF) together with the List of Actual
Retirees o be Paid (LARP). The Budget Division shall
then transmil the SBE and LARP with the suppating




documenis prescribed in DBM Circular No. 2013-1 1o

DBM. Pursuant lo DBM Circular as mentioned. DEM

shall issue the SAROYNCA for TL/REG within len (10} to

twenty (20) days from date of submission by BOC.

111, Upon receipt of SAROMCA from DEM by the Budgel Division,
Efﬁl!ﬂwing processes shall be effected:

Management Office

Divigion _ Action { Time Frame

Budget Division Prepares  Obligation | Within two (2} days
Request (OBR) & |from receipt of
subrnils for approval of | SAROINCA
the Diteciors,
Administralion  Office
ard Financial

Accounting Thvision

Cashier Unit, GS0

—

Frepares Check

Prepares & procoss

(D)
regulations

Wiithin ten

OBR

Tor
signalure of authoized
sighalones.

Frepares and submits
Advice  of Checks
lzsuad & Canceiled.
Sends written notice o
refires of the
availability of check
with  instructions on
when & how to claim
the same. Releasing of
check shall only be
made {o the reliree or
hiz authorized
represenlative.
Submits copy of prool

| of receipt of check with

copy of DV &
supporting documents |
to HRMD for file and
fulure reference

Within five (5) days
from receipt of DV

Within five {5) days

from  receipt
check by retires

i
(10)

Dishursement Voucher | days from receipt of
in  accordance |

with exiating rules 2|

of




2. Claims for Retirement Graluity (RG) and Terminal Leave (TL)
benefits of optional retirees

2.1, Concemed employee who inlends to avail of optional
refirement from the service shall submil a written exXpression
of intenl to retire indicating the desited date of retirement at
least one hundred fifly (1520) days prior to hisfher aclual
relirement date to HRMD through  hisiher Service
DireclonDistrict Collector.
Upon receipt of the written expression of intent fo retire,
HRMD shall process hisiher application by subinitting the
same  to  the Commissioner of Customs  Jor
acceplancefapproval. The processing of histher accepitance
felter shall be completed within a period of fifteen {15) days.
HEMD shall then forward such approvalfacceptance to the
refiring employee through hisfher Service DhiractorDistric)
Collector fogether with the checklist of reguiremends for
optional retirement together with applicable blank forms for
accomplishment  and with nofification that the complete
requirements shall be submitted not later than one hundred
twenty (120) days prior 1o the date of effectivity of hismher
retirement in order for himMher to avail of early release of
claims, checkliist and forms aftached as ANNEX B,
The processing of relirement and lerminal keave benefits shall
proceed in accordance with Section IV.1.6-1.11 ahove.

2.2,

2.3,

24

V. REPEALING CLAUSE:

This order revokes CMO 49-7009, enlilled, lssuance and Signing of
BOC Clearance dated November 5. 2009 and all memmanda, circulars. and

office orders in conflict with any provision of this order sre hereby repealed
andfor modified accordingly.

W1 DATE OF EFFECTIVITY:

This Memorandum Order shall take effect immediately.
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