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PROCESS FLOW [N REQUESTING CERTIFICATION OF
RErmTTANcrs FOR Gsls/PAG-IBIG pREMluMs AND
LOANS

In    2013,    the   Department   of   Budget   and   Management   (DBM)   approved   the
Department  of  Education   (DepEd)   Rationalization   Plan.   as   enforced   by  DepEd
Order  No.   52,   s.   2015   or  the  "New  Organizational  Structures   of  the   Central,
Regional,  and  Schools  Division  Ofrices  of DepBd,"  which  involves  changes  in  the
structure  and stafring pattern of offices at the Central, Regional. and Division level.
One  of the changes  was to rename the Finance and  Management Service-Systems
Division  (FMS-Systems)  to  User  Support  Division  (USD)  and  transfer  it under the
Information and Communications Technology Service (ICTS). /Annex I/
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PROCESS FLOW IN REQUESTING CERTIFICATION OF
RErml`TANcrs FOR GSIS/ PAG-IBIG PREMluMS AND
LOANS

t  I,  a.fcT .i.a I,,'__

In   2013,   the   Department   of  Budget   and   Management   (DBM)   approved   the
Department  of  Education   (DepEd)  Rationalization  Plan,  as  enforced  by  DepEd
Order  No.   52,   s.   2015  or  the  "New  Organizational  Structures  of  the   Central,
Regional,  and  Schools  Division  Ofrices  of DepEd," which  involves  changes  in  the
structure and staffing pattern of offices at the Central, Regional, and Division level.
One of the changes was to rename the Finance and Management Service-Systems
Division  (FMS-Systems)  to  User  Support  Division  (USD}  and  transfer it under the
Information and Communications Technology Service (ICTS). /Annex I/

Since its establishment, the FMS-Systems Division has been verifying the GSIS and
Fag-[BIG  premium  and  loan  remittances  of  DepEd  personnel  whose  payroll  of
salaries  were  processed  and  issued  by  the  former  F`MS-Payroll  Services  Division
classified  as  "DepEd IBM-paid." This  process  led  to the issuance of Certiflcation
of Remittances by the Finance Service.

Prior  to  the  COVID-19  pandemic,  this  service  was  originally  limited  to  walk-in
clients only. However, due to the onset of the pandemic, the process was enhanced
by USD through the issuance of  "Process F`low, the User Guide. and the Frequently
Asked   Questions"   /nnnexcs   2,   3,   and   4).   The   enhancement   ensures   that
certification requests are expeditiously processed and the requirement for clients to
be physically present at the Central Ofrice is eliminated.

DepEd IBM-paid personnel may avail themselves of this service provided they were
working  from:  (a)  elementary  and  secondary  schools  in  NCR;  and  (b)  elementary
schools  in all other regions.  Said DepEd  personnel  may fiiile their request through

Once of the Undersecretary for Administration
Department of Education -Central Ofrice, Room 508, 5th Floor Mabini Building,

Meralco Avenue, Pasig City; Landline 8638-1780
Email: usecforadministration@deped.gov. ph



this  Goo8Le  Form  link:  bit.ly/D.pBdR.mlttanc.kequ.ct.  Once  registered,  the
Finance ServicelTAccounting Division will 8cnd a certlflcatl®b to the email address
prwidcd in the form.
Please take note that the i8§uancc of certificarfuon will only cover DepBd IBM-pall
personnel from year 2000 untn the rourdut of the payrou system to their respective
Regional Payrou Service Uhito 4rmerE 6J.

For queric8 and more information,  please  contact M8.  ftylvia Botia or Ms. Vicky
Zapafa  of USD  throuth  landinc  mimber  (02}  8633-7264  or  cmafl  address  at
ict8.u3ngeped.8Ov.ph.
Thackyou.
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I.qu..I f®r C.rtlf lc.tl®h ®f I.mltt.nc.. ®1
CSIS/P.--IBIC Pr.mfum./L®.h.

Process  Flow
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I.qu..I f®r C.rtlTtc.tl®h ®f I.mltt.hc.. ®f
CSIS/P.I-lBIC Pr.mlum./L®.h.

User GuideImp-I-
1.   This service covers DepEd IBM-paid personnel requesting for the remittance list of their GSIS

and/or Bag-DIG premiiims and/or loans from the year 2ooo unffl tLLe schedule Of the payroll
lonout to their re§pectlve Region/Division.

2.   Personnel are highly eneouraged to utilize the online facility as it saves time, effort, and money
that would have been spent to tra`rel to the Central Office to physlcally request for their
certificatiorrs.

3.   If dates requested are earlier than January 2ooo, clients are requiired to attach their payroll as a
basis for verirfuon.

4.   If those dates are after the rollout schedule of the cllent's region/division, they must sect
assistance from their Regional Payrou Ser`rfees Uhlt (RPSU).

Ltw to Flle . R-
1.    I.og on to bit.`y/Det]EdReiiittene.R.auest to access the form.

R.qu..I for C.rtHheatl®h Of
ftomfttanc.. Of esIsfro-IBIC
PnmluHutlL~
hdbit[GiiHi=i±-duttrbifrodoA,ced]etp.IL.
flunedncur-t-
tqfrodfbm4Gn]Eiiiii±5±±T=E==6:aiiltut3iiiaiiE=t(-
bmaot-o5.-4II...,aiiiiifeE±E±t)qpIGriiiiELXEide^-.T*t„
•e] 2 dn7-At I ..] 2 N# {fl._--
"nm.-lpli-=±=±=E=utp-®oot..cautiM*a:c=ii;whpiut-.nilehttthhod.hm-pidr.rfe.prmpen.Ift-

2.   Scroll down and enter your emafl address in the Emall tod:box.
a.   Your cerdfication will be sent to this emafl address.
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3.   Scroll down to read the Read Me First and ptry statement disclosures.

BedMEEha
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4.  Agree to the disclosures and proceed to the fomi by selecting Yes and dicldng Nth

I]a-qumlthf*dl.do.timaddlgr.etodich?.
ve±J-iEiiiffbjai=eal

©yt.
Ore

5.   In the Servlce Request form, fill in the following information (rquutred fields marked with *):
a.   Last name (Afiz)ated, prorddejmurtnalden last name d7rdspouse's last name)
b.   Firstname
c.   Middle name (jri"nded, prorfej®urmalden mlddle name)
a.  Coimact rNIhoon torefembly ysur mchtle numbeb
e.   rtyrfue!rri;alto emaAI.{to be used if there are emors encountered wliegi sending to prdmaiz]r emaxp

twmhadatr¥=::=#Tqui:gg:::=::+ffi#¥#ffi=:==I_'rfuide4
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ConutNtde.
•    TLm"lhprmtwerlndhnlfdruttNfm*(a.coax567-
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f.    Employment detaus
1.   Regivn, division code, and station code

li.   Employee number
9.   Type of certification requested ( carl sedfftJm" thai7 one/
h.  DctaHhe Of \equesA {1nc)ule covered dates al.d moths riequested, as wall aus spectfLe )oeno
L    Attachmirmits {optlonal; pap/roll required as stated)a--.-11,--*--I-.-t-•.  E]in-

I) -th
Ould-.nn--I--I-I,|I--I--`'  -I-
t„-,,,I-.,-

qAd-
th*-I,.I-fu+-I--|E}"--,~„--dy~-un-dt-dl-

III||Om--,IbL-,„.qm•,nla,|tl|wJLa-ebE|.IL"
• -Omb-.-

&Wb1
-,.  .  -.  .  -

6,   once finlched filling the fomi out, select Submit to send your responses for processing.

•T¥FiE..._i.i_aia`i-I-i-ii-i'a.~i...-iE_i±RE
=i

7.   Please expert to receive the scanned copy of your Certlflcation Of Remittances ln your emall inbor
within at least three business days.

aL   USD personnel may contact you by emall for chlficatious or additional requirements.
b.   Requests with incom|]lete requirements will N0rr be prceessed.
c,   If you sent the request on a Friday or on weekends, please allot at least 3 additional business

days to receive your certlfication.
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I.qu..I for C.rtff lc.tl®h ®f I.mttt.hc.. ®f
CSIS/P..-lBIC Pr.mtum./L®.h.

Frequently Asked questions (FAqs)

Who clh I.qil.d for c.rtHlcrd®h. Of li.mhanc.f7
The following permanent teaching and nan-teaching personnel of pubnc schools can
make the rquest:
•    For NCR-both elementaty and secondary school personnel
•    For other region -elementary school persormel only

Who cirmof I.qu.ut for c.rdflc.don. Of li.mlttanc.I?
Thefollowlngcannotbeprowldedbythisservice:
•   Personnel whose remittances covered dates when their school was an lmplementing

Uult
I   Other reglous except NCR-secondary school personnel

can I riequ.d for li.cord. prfer to ae®cO
•   The records stored with DapEd start from the yeaLr 2ooo onwards.
•   For requests covering periods earue[ than January 2ooo, you are required to attach a

certffiedtruecopyofyourpayrou.
•   The payrou will be used as a basis to issue the certification.

Wh.I. can I gut th. c.rtHl.I com/ Of lm/ pq/IeH?
YoucanrequestthecopydycontactlngyourschooloryourSchoolsDivislonOfrfee.

Doum'®adndtt#2o4¥¥trF¥TTffiffEF¥i:i=`nng=:a:==".whdee



froex 5

R.qu..I for C.rtlf te.tl®h ®f I.mftt.hc.. ®f
CSIS/P..-lBIC Pr.mlum./L®.h.

Roll-Out Schedule  of DepEd Employees'  Payroll
Rngd Dtwlon ho»-out Due

1

065 Dagupan City

Cut. 2004u7 sanCatlesCfty
%0 I.aeagcfty
255 Urdaneta Cfty
024 ha Unlon Now. aeo4
021 Ilaee Sun Jam.  2005
020 Ilo€es Norte Feb. 2005
041 Pangasinan I fry. 2005
n9 Panrfuan 11 Apr. 2005

2

006 Batanes Apr. 2005
125 Qgiv
OIL Cagap Jtry 2005038 N"rmVhaya
023 Isabela Jun. 2005

3

042 Aurora

Jam. 2005

103 Angrles Cfty
115 Palayan Gty
119 Olongapo City
es SanJosecfty
079 cabanatuanclty
005 Bataan

Fch. 2005050 Zanthales
261 Balangaaty
013;R N-EdJa

]ul. 2005257 GapanClty
262 Sd. Gty of Mufioz
010 Bt]lacan

Aug. 2005
049 Tarlac Pwhnce
259 Tatlaccfty
260 SanJesede]ifente
263 rmolosGty
040 Pattprga Sep. 2005
258 CftyofSanFemando

4A

060 Sam Pablo Cfty

Afu. 2009

074 Lurema Clty
077 LlpaGty
078 TasrtyClty
082 Cwhte City
123 Eatangasaty
251 JmtryloGty
252 calarfuaty
233 Tamunaty
254 "e Martires City
007 Efatangas Prow. I Jam. 2010

Rngcd Cd DlvqlloD Bod-Outne
016 cavite Provlne
025 Lagum
043 Rm
099 Qpean Provbme
127 Batangas Prty, 11
286 Sta. Ro§a City

48

076 Pugiv Prbeesa Clty fry. 2008250 Cafa|ian
028 Marlnduque

Ape. 2009
030 ck:didchch rmdon
031 Ohatal~ro
039 Pat-
044 Ronblon

5

084 Na8acfty

fry 2005
133 LqBapl City
135 Irtocfty
137 Sorsogon City
256 Tabaco aty
Ore Canafines Norte

Jul. 2005Or5 catnduanes
046 Sorsqgon Probe AAlg. 2005
029 hdete Sep. 2cO5
003 Altry On 2005
265 L18aoGty
01, Canrines Sun Jun. 2oo6

6

u6 LacalofaClty

Sap. 2005058 Sfty City
236 rahankalanaty
080 RIRE Cfty
217 SagayClty

ate. 2005%1 Bagp Clty
067 SanCatlosClty
113 cedlzcfty
055 Imoaty

Jam. 2006053 Bacolod aty
131 Gulmams Feb. 2oo6098 Aman
004 Jintique rm. 2006

6
Orty Caplz Apr. 2006
035 N-orddental try2006
022 llollo Pbovilve Jun. 2oo6

7
017 crfu Provime sap. 2cO4
054 Cur Cfty

Now. 2cO4
o75 hapu-I.apucfty

Legend:                        Beg cd = Regional cede;         Div cd = Division code

Dooui]oadandreprDducethlsdoculnenthPortatleDoc`mentPormat{PDP):bit.Lv/e-.E4R-.1ttaec.IGilld.ub204rf4E?T#io::£:?"wT#ie?:I:::=::#:::::#ve.Padgtify 7



Roll-Out  Schedule  of DepEd Employees'  Payroll
Rngou rmlon hell-od ode

128 rmndaue aty
071 TOutoGty

Jar 2005085 Du"giv City
log SlqulJor
036 NegmeOtiental Feb. 2005
008 Bohol Mar. 2005

8

027 IJeyte Sep. 2002
095 Caltrygcfty

Now. 2004
096 Cmacaty
097 Tackhacfty
L42 8iha
061 Southrm lieyte Jam 2005

8
064 EaBtem farmr Feb. 2005
045 Northern Sarm Afro. 2005
063 Sarnar Apr. 2co5

9

102 mpltanClty

Feb. aeo5136 Pagadianaty
u3 Dlpologcity
238 nraThGty
057 Clty Ape. 2cO5
144 Zamhanga Slbugay
052 Zanboanga del Sun rty2005
051 ZanboangadelNorte 7un. 2o05

10

n8 Canlguln Atry 2004
240 OquuLeta Gty
066 Cagayan de ore aty

Apr. 2005073 Gin8OogCity
239 Malaybalayaty
241 Tangubcfty
033 Iusamls onental

rty2005092 Chamteclty
094 nth City
032 MLsamis oeddental Jut. 2005
026 Lance del Nbrte AUB' 2005
009 Burmon ap. 2005

11

087 DaveClty zhay 2co4
234 PanaboCfty

ARAg. 2004
244 Isl.un.GtyOfsnd
245 TagumGty
249 mgos Cfty
019 Darao del Norte Sep. 2co4
112 Drarvae Onened aft 2004
u5 compostchvalley Now. aeo41u DBrao del Sun

12

060 cotalbatoQty

Jam. 2cO5
130 Gchnd Santes City
246 Rldapawan aty
247 toronadalcfty

Rngct Drmon frouout Due
loo Sarangani Feb. 2o05
090 South Ctitabato Afro. ng
018 Sunan Kudarat Ape. 2cO5
088 Horth Cotwhto May 2cO5248 Taourngaty

Crm 081 Eagulo any Jam. 2oo5

Crm

109 Ifugao Jam.2005
110 tchnga Feb. 2005in Apayao
034 Ben8uet rm. 2005
001 Abra Apr. 2005070 hfrochn Pwhce

•

091 Butuncfty
On 20051% Slargao

139 Surlgao City
002 Agunnde»forte

F€b. 2co6124 AgusanddSur
048 SurigaodelNorte
072 SurlgaodelSur

rm(Elem)

228 valenndacfty

Fch. 2008

230 Pamfuuecfty
233 Mandaluyngclty
234 AharfkinaClty
237 rmbon & NavoGBs
264 MuntulupaClty
056 Patty any

Aug, 2008

069 QpezDn Clty
089 calamancfty
)20 -aPrty
227 Manil a Intermediate
229 rmntlnlupaGty
231 thtiGty
232 faslg&San)un
235 Las Pffias aty

NCR(Set)

301 PasayGty

Jam. 2007

302 Qpeaen City
303 Calorrm City
304 Manlla
305 ValermchClty
306 Tbde & Pate[es
307 Parafiaque
308 -tiaty
309 Paslg & Sad ]trm
310 "alnyongaty
3u nrfurtha City
312 -&Navobs
313 Mundhhqutry
314 Las rife try

I+egend:                        Beg cd = Regional code;         Div cd = Division code

Doumload nd r¥:::::::+#di¥:gg:±:=§+RE#¥=i:=E#".edde    a


