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Republic of the Philippines
Department of Education
Region V - Bicol
SCHOOLS DIVISION OFFICE LIGAO CITY
Office of the Schools Division Superintendent

                                                    
	PROCESSING SHEET

	TERMINAL LEAVE PAY

	NAME: 
	Date Received: JUNE 29, 2026

	SCHOOL: 

	No.
	Documentary Requirement
	Office/Person Responsible
	Remarks

	1
	Endorsement of Schools Division Superintendent
	Schools Division Superintendent
	/

	2
	Certification of non-availability of Savings/Funds
	Implementing Unit/SDO Budget
	/

	3
	Duly Accomplished Retirement Form
	Retiree
	/

	4
	Approved Letter of Intent to Retire or, in the case of resignation, employee’s letter of resignation duly accepted by the Head of Agency
	Retiree
	/

	5
	CS Form No. 6 (Application for Leave)
	Implementing Unit /SDO HRM Office
	/

	6
	Statement of Vacation/Sick Leave Credits/Report of Computation Certified by the HRMO
	Implementing Unit /SDO HRM Office
	/

	7
	Certified photocopy of employee’s leave record card
	Implementing Unit /SDO HRM Office
	/

	8
	Certificate of Last Day of Service
	Implementing Unit /SDO HRM Office
	/

	9
	School(if applicable) and Division Office Clearance as to money, property and work-related accountabilities
	School and/or Schools Division Office (SDO)
	/

	10
	Fiscal’s Clearance / Affidavit of an applicant stating that there is no pending criminal investigation or prosecution against him or her (RA 3019 - Anti Graft and Corrupt Practices Act)
	Retiree
	/

	11
	Updated Service Record and Certification of Leave without Pay (LWOP)
	Implementing Unit /SDO HRM Office
	/

	12
	Statement of Asset, Liabilities and Net Worth (SALN) as of the last day retirement
	Retiree/School/Schools Division Office
	/

	13
	Certificate of Last Salary Payment 

(if there is an overpayment, the applicant’s authorization (in affidavit form) to deduct all financial obligations with the employer or agency or official receipt of settlement for the overpayment
	Implementing Unit/PS Office

Retiree
	

/

	14
	GSIS Clearance
	Retiree/GSIS
	/

	15
	Photocopy of appointment of NOSA/NOSI showing the highest salary received if the salary under the last appointment is not the highest
	Implementing Unit/ SDO HRM Office
	/

	16
	Marriage certificate duly authenticated by the PSA – for change name of a married woman (if employee name is different from those on record)
	Retiree
	

	17
	List of Actual Retirees to be paid (LARP) – for compulsory retirees
	SDO/RO Accounting Section depending on the source of funds
	

	18
	Letter request for funding
	IU/SDO Accounting Section
	/

	19
	Computation of terminal leave benefits duly signed by the RO Chief Accountant
	RO-Finance Division (Accounting Section)
	

	20
	Copy if the page of the plantilla where the unique item no. of the retiree is reflected
	Implementing Unit /SDO HRM Office
	/

	Additional Requirements:

	
	For Teachers on detail offices or assigned to perform non-teaching functions:
	
	

	1
	Copy of Designation Order
	Retiree / SDO Human Resource Management Office (HRMO)
	

	
	For Third-Level Officials:
	
	

	1
	Regional and Central Office Clearances as to Money, Property, and Work-Related Accountabilities
	Regional Office
Central Office
	

	
	For deceased retirees:
	
	

	1
	Death Certificate issued by PSA
	Beneficiary(ies) / Heirs
	

	2
	Marriage Certificate issued by PSA
	Beneficiary(ies) / Heirs
	

	3
	Birth Certificate of all surviving legal heirs issued by PSA
	Beneficiary(ies) / Heirs
	

	4
	Proof of Surviving Legal Heirs (duly notarized)
	Beneficiary(ies) / Heirs
	

	5
	Judicial or Extra Judicial Settlement of Estate (duly notarized)
	Beneficiary(ies) / Heirs
	

	Note: all requirements must be certified true copy in case the original are not available

	Evaluated/Processed by:   
      
       ______________________                                                                   DATE: _________________
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