Al OF CUSTOMS
MAMILA 099
November 5, 2009

CUSTOMS MEMORANDUM ORDER
No, 49~ 2evy

TO:  All Burean (fficials and Employees
Aund All Dthers Concerned

SUBJECT : Issuance and Signing of BOC Clearnpes

l. ORJECTTVES

1. Ta facilitale the processing of BOC Clearance for separated employees
in aceordance with existing rules and regulations: and

2. Ta guide the separated employees and the concerned signatories the sleps
in signing BOC Clearance,

11. SCOPE

The izsvance of BOC Clearance {Foromn Trereto altached) shall cover
separated emplovees due to weticement, resignation wmud translcr

Ill. GUIDELINES

1. One (1) month before retirement, HEMD shall notity the reliring employee
o submit 1o Retirement and Benefits Section the duly accomplished
requiretnents including the BOC Clearance for provessing of retiremem
benelits except for the Certilicate of 1ast Payvmenl which shall be issuced on
the fast day o histher service by the concermed Disbursing Officer.

ks

For resignation aned Iransfer 1o other povernment agency, HREMD shall
nolify the emplovee within a day upon teceipl of letter ol resipnation
andfor tequest for transfer (o submil 1o Retiremenl & Benelits Section he
duly accomplished BOC clearance and other pedinen! requiremenis,

Prior 1o the processing of BOC clearance. service andfor port clearance
shall be secured which include a proper turn-over of accountabilities,

4. For cleamnces from other govermment agencies. HRMD shall submit a
manthly st of separated emplovees (o the Land Bank of the Philippines,
Philippine  National Bank and Customs Multi-Purpuse  Cooperative
Canteen, HTRMD for issuance ol comesponding Certificale of Clearance.

In the absence of the concermned sigmatories and for the econtinuous
processing ol the BOC clearnnce, sm alternale signatory for each
portiservice/division shonld be designaied.

B, The signatories of concerned offices/services shall sign the BOC clearanee
wilhin an hour wpon receipt of the =ame except lor Legal Service and
Gencral Services which shall e signed within (24) hours upon receipl.

o On the last day of service of the emplovee, the RFIDY card shall be
surrenidered (o HRMD for OCOM and Administralive Divisions/Units for
the poris, for immediate cancellation of their acconm mumber in the Laud

Bank of the Philippines (1.1} copy furnished the concerfed Disbursing
Officer. '
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1Vv.

STEPS IN SIGNING THE BOC CLEARANCE

The following steps shall he followed in signing
. T

clearance : R R

Step 1 - As to Weork Liability in the Office of the Assignment:

> p ; e A
Preceed 1o the ollice of the District Collector! Thrector colrcermed

Step 2 - As to Money Accountability :
=2 Procced tu the Dashbursing Officer concemed
2 Proceed to the Manager. Providen! Fund Jnc. (2™ Flr., CRIC Bldg.)

[

Siep 3 - As to Other Financial Accountability :
23 Proceed to the Chicf, Accounting Division (2™ Fir,, OCOM, Bldg)

> Ir::];:wd 1o the Chiel, Revenue Accounting Division ( Grd Flr.. CRIC
ag .

Sep 4 - As to Unligdidated Cash Advance
2 Procesd 1o the Chier, Budgel Thvision { 2™ Fir., OUCOM iy

Step 3 - As to Property Accountabilify :
¥ Proceed to the Chief, General Services Division (Gind. Flr, OUC0M
Bldp.)
2 Procesd o the Chiel, Systems Mpmt. Division, MISTG (2™ Flr, €200
Bldp.)

Step & - As o Pending Administrative/ Criminal Case :
=3 Proceed tw the Director. Enlorcement and Security Service {Cird Flr,
E3S Bldg )
= Procecd to Director, Customs Intellipence & Inveslipnlion Serviee (Gl
Flr., CII% Bldg.) L
2 Proceed to Dircctor, Lepal Service (4" Flr, Port of Manila Bldg, )

Step 7 - As to Liability on Fersonnel Matter :
=2 Proceed to the Chiel, Hhiman Resonrces Managemenl Division {3'"' i,
CHOOM Bldse )
Step 8 - As to Approval of the BOC Clearance
= Proceed o the Director, Administration QOffice {L‘"'I Fle., OCOM Bldg)
=2 Procecd to the (Mlice ol the Depuly Commissioncr, Infemal
Administrmbion Group (Ged. Flr, COOM Bldy. )
V. EFFECTIVITY

This Order shall 1ake effect immediacly,
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