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DTVISIOI{ UEUORANDTIU
DM IIo. fit(, , e.2O23

PROCESS r"rOW nr REQIrESTrrrc CERTTTICATIOII Or RF,UITTAITCES
F'OR GSIS/PAC,-IBIG PRIUIUUS AI{D IDAITS

To: AssistantSchoolsDivisionSuperintendents
Division Chiefs and Section / Unit Heads
Public Schools District Supervisors
Elementary and Secondar;r School Heads
AII Others Concerned

1. With reference to the attached DepEd Region IV-A CAI-ABARZON Regional

Memorandum No. 48 s.2023 entitled "PROCESS FI-OW IN REQUESTING

CERTIFICATION OF REMITTANCES FOR GSIS/PAG-IBIG PREMIUMS AND IOANS",

for information and guidance.

2. Immediate dissemination of this Memorandum is desired.

ELIAS A. ALICAYA.'R., EdD
Assistant Schools Division Su
Oflicer-In-Charge
OfEce of the Schools

tendent

perintendent

Adrna,ntoz /O212023

{

"Creoting Possibilities, lnspiing lnnovotlons,,
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline #: (042) 784-0366, (04217844164, (042) 784-0391, (O4Z) 784-O32t
Email Address: quezon@deped.gov.ph
Website: www.depedquezon.com.ph
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Regional Memoraadum
No.48 s.2023

To

l&
08/ps7

Schools Diwision Superintendents
Public School Heads
All Others Concerned

24 Jarruarv 2023

ffi

, CF,SO II

PROCESS FLOW IN REQUESTING CERTIFICATION
OF REMIA:IANCES FOR GSIS/PAG.IBIG

PREMIUMS AIID LOANS

1. Attached hereto is a copy of Memorandum OUA-OUT-O 10423-008 dated 04
January 2023 signed by USec. KRISTIAN R. ABLAN, Undersecretary for
Administration re Process Flow in Requesting certification of Remittances for
GSIS/PAG-IBIG Premiums and Loans, for information and guidance.

2. Immediate dissemination of this Memorandum is desired.

ATTY,

€b#
so8 oFF|CE

RECEIVED

2 2r2Dat

By,

Address: Gate 2, KaranBalan Village, Cainta, Rizal

Telephone Nos.: 02-8682-577 f 18684-49t4/8647 -7 ABj
Email Address: region4a@deped.gov.ph
Website: deped ca la ba rzon. ph
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I&sgahsran ng @Duhuepon

MEUORAI{DUU
04 January 2023

TO

Tanggapan ng Pangalawang Kalihim sa Pangangasiwa

ouA-ouT-o10423-008

Dnot- 2rlr' a
Rcgloaal Dlrcctort
Schoolr Dlvldon EupGrhtGndcnt!
hblic School
Alt JAN 20 20236

o 9Y ",(" n,,, ?l
FROM

ndersecretaqr for

SUBJECT PR(rcESS FLOW IIf REQITFSfII{G CERIIFICATIOtr OF
REUITTAITCES FOR GSIA/PA&,IBIG PREUII'TS IIITD
LO/INS

In 2O13, the Department of Budget and Management (DBM) approved the
Department of Education (DepEd) Rationalization Plan, as enforced by DepEd
Order No. 52, s. 2Ol5 or the "New Organizational Structures of the Central,
Regional, arrd Schools Division Offices of DepEd," which involves changes in the
structure and staffing pattem of oflices at the Central, Regional, and Division level.
One of the changes was to rename t.lle Finance and Management Service-Systems
Division (FMS-Systems) to User Support Division (USD) and transfer it under the
Information and Communications Technologr Service (ICTS). fifnnax I,f

Since its establishment, the FMS-Systems Division has been veri$ing the GSIS and
Pag-IBIG premium and loan remittances of DepEd personnel whose pa5noll of
salaries were processed and issued by the former FMS-PaSrroll Services Division
classified as "DcpEd IBM-pdd." This process led to the issuance of Ccrtlllcetloa
of Rculttencct by the Finance Service.

Prior to the COVID-l9 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 "Prjqflgga.ll4SefjuiCe, and the Frequently

ns" lAnnexes 2, 3, ana e1- The entrancement eniffi
certification requests are expeditiously processed and the requirement for clienta to
be physically present at the Central Oflice is eliminated.

DepEd IBM-paid personnel may avail themselves of this service provided they were
working from: (a) elementa.ry and secondaqr schools in NCR; and (b) elementar5l
schools in all other regions. Said DepEd personnel may file their request t}rough

Ofllce of thc Urrdcnecretar5z for Adninlstratloa
Department of Education - Central Oflice, Room 5O8, sth Floor Mabini Building,

Meralco Avenue, Pasig City; L^andline 8638-1780
Email: usecforadministrauon(@deped. gov. ph

:''/'r

tY{



this Google Form link: blt.lyl EdRcmlttasceRcquGrt. Once registered, the
Finance Service-Accounting Division
provided in the form.

Please take note that the issuance of certification will only cover DcpEd lBf-pdd
personnel from year 2000 until the roll-out of the payroll system to their respective
Regional Payroll Service Units frlnncx 5,f.

For queries and more information, please contact Ms. Sylvia Borja or Ms. Vicky
Zapata of USD through landline number (O2l 8633-7264 or email address at
icts.usd@deped. gov.ph.

Thank you.

send a tloa to the email address

wsuELrr\|l IBIAN/\I$E
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Annex 2

mhp €;
rcTs

USD

Rrquort tor Gcrtlltcetlon ol Romlttrncef of
CSIS/Peg-lBlG Prrmlumr/Loanr

Process Flow

No Ycs

START

It Clent a

w.ll(nn (i.e.,

rcquesting ilt
p€rson at COI?

Cllent subfilts

'tqr.n W 6[ine out
tha Googl! Form and

atiachinS r.quired
docum€ms

Client maysubfiit
request by fillinS out
thr Googl€ Form or a
pap€r request ,ont,
th€n anaah requlred

documant!

USO r.<.iv6
Clien(r r.qu6t

and v.rlffcr
4querl.d drt.r
alainrt .olloul

tahaduh

Arc raqortad
d.tca latcr
than .olloul
r.h.dub?

Cllent mu3t
contact thalr

ReSlonal

Payroll
SeNices Unlt

Client must send th€ir
p.yroll if they haven't
already done so in the

form

Arc.lquarLd
d.taa €arli€r
than Januaay

20m?

USO forwards
raquait to

AccountinS lor
ae.tlficatlon

STOP

Acrountin8 sends
cen[kition to Clcnl

throuSh enail

I

Download and reproduce this document ln Portable Document Format (PDF)t bit.l'l,/DepEdR.rttt.nc.3culd.
al 8-204, zd Floor, Bonil*lo Bldt., DepEd Complq,I[eralco Ave., Pasig city

a (02) 8G33-72G4 lO lctt.urded.p.d.tov.plr
2



Annex 3

ED €
tcrs

Rrquert for Ccrtlflcetlon of Remlttencer of
GSlS/Prg -tBtG premlumr/Loenr

User Guide

lmpottem Reildnd.rl
1' This service covers DepEd IBM-paid personnel requesting for the remittance list of their GSIS

and/or Pag-IBIG premlums and/or loans from the year zooo until the schedule of the payrotl
rollout to their respective Region/Dlvision.

2. Personnel are highly encouraged to utilize the online facility as it saves time, effort, and money
that would have been spent to travel to the Central Office to physically request for theii
certifications.

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

4' If those dates are after the rollout schedule of the client's region/division, they must seek
assistance from their Regional payroU Services Unit (RPSU).

How to Fllc r Rcquort
1. [,og on to bi t.lv/DcoEdRe:i ttanccR.ouest to access the form.

R.queit for Certlrlcdlon of
Remhttncec ot GStt/pag-1916
PrcrnlumtAoane
rn.dEr(minaE$E6tton,{uakltmdturE*rht(trdon,.dr*tus,th

rdb@d.o.id cdlenkrbr It tDhatrffr!
ED.r,Ei d Ear.tbr
x!6 2or,-2oJ, rd !h.r, IEn& |I|!ihC Dotd c.t!da. ffa|r! 

^rrnu. 
BlE

.6r,'6rr.1761l .6, te6,6 4B1a
6,udada.atqlt

Lra!l...r-tF,l *nd c{rr 6 D, ld
Ir!.6-E rn,'.tD..t !d.d fin ro, c.od! Gcrr ra b Rdrd ,iar Fr l4bd
fik lin tutir rlt ldF. dt $a adt to,.rtti t. dt ot lu,l! r.@.

2. Scroll down and enter your email address in the Email textbox.
a. Your certification will be sent to this email address.

USD

IJSD
ICTS

L
OeopeU

Download and reproduce thls document ln Portable Do(ument Format(PDF): bit.tv/D.oEdR. ltt.nc.scuidr
aa B-2o/., 2d Floor, Bonilacio Bldg., D.pEd Compl€x, Meralco Ave. ! paslg Ctty. (02) e533-?zc4 I 6 lcts.ucdgdcprd. gov.ph

I



B3qu-a.t for Cortlficatlon ol Rcmhtanccr of
cSlS/Prg-lBlG Premlumr/Loenr
Usrr Gulda

*t"e *. EP

[n tl'

3. Scroll down to read the Read Me FIrst and mvacy Statement disclosures.

ncad Mc Eirst

Llhli3.rvt..oyltrellD?Edp!.5 rrlnqr6urElotth.r.[rtE r.pllstotrt.E
CE|S .nd P.8-IltC pr.r{[rEB .rd lodr tlm thcy!.r 2m ltru th rdr.{uL ol
dr. p.yroll rollcit ro rh.l. r6D.drw i4tdl/Urslorl.

I c1IaE.r".lE dr+Gdtom(Erldrrhttr-Ft oE lr$onir.t t!ronrt
r.qt.lt! r rqul'rbg olt! o6c.. tn d[. cEEd of,l(t to rom rh.ir rlqlr l lo
lcrs-usD.

l.tld.t r Rqurrtr{ ar...rltft tllin,am.ry2ooo, clLoE ! r.quhd to.tr..t $.tr
D.rro[Brb*Eior]lrllt .um

,- tlttot d.t!r -. at.t ah rclbur rhrdd. o(th. Ad Ut r,r qtm/dMstar,
cllmB rLrs( r.rt .!dst o(t ttqr th.U r(tlarBl kyrol Srd... t! (Itl3U).

ffYa(y Statcmcnt
nx D+? tr[.lrofEdlr roo OeEd) bbound b, Iawlljlr dl. Etd r'lift!&r o,
roD (RA rcrBI

Eyuli rh8 lhE fotrl ind r.kdtng rs|Smli,i yDu Crr to thr tollo{nE:

. \bu.*Dr.tsyour.oE nt f.r ad.uttrtz. D.pEd, tttqlah ri. rhrom:rron -dcommudcdon! ltcbmloty s!fl k-rr.r $Eort Dtvtrtod(ICTS_rrSD), to
(ou.d. D.D(!E!, -rd Llrp yoor Fr.dult td.rlttri.lDt. lntoflDdon for t xlol
FrrpG.i ltLi.d to rh. lrErdn3 ot 

'olr 
rcql}la. D.pld r-not dbcbr your Frlmi[t fttnrdr]rbL lnftrl,l.dm rD arry tldrd Dir06

t ltholn]orE.pndt Fnrtsston. Itc , bolilrr.r, !h.r. t Id tnfor@ion r|tn ttl
hrrrft!/ofk./s.Etc€! lhd dernrl .g.n t s, ltfllln.s. or p.rh.rsto o.bllthaE
to Fo<ris t oor $lvt . r.qu.!4 rE ttnElldolEtil t Atd...nd oti.r.onE .rul
otlE dms, or tE omply $tth L .Etorc.o.nt rdht.lD(cB!6.. ror .MMlc5 -d oG"r p!rrp.E6. hl.rn l or .rt.flt. th.r .r. n . @!r.{ ty .ht
pru,BloEsrr.dioer, Dr?Edts kg yholrndtoendryr tI!irdndp.I
p.rldtily ld.nttf.dc tnJomB0on trDo data $ri

lc,crtfytn r ]{,u h.1!.gr.!d to th!.[ov! htorirurhn dld thit vou It $dFtnt6m.d
of .ha Dllrpos.a ofthls andarvor.

l+. Agree to the disclosures and proceed to the form by selecting yes and clicking Next

Hrg. you tead thG.G dkdoturB rnd .gt.! to thcrtt? ,
Y@rM..nt h iq!l,!d ro Dr(ed.

OY.
Or,

5 In the Seryice Request form, fill in the
a. Last name (if married, prouide
b. First name

following information (required fields marked with *):
yourmalden last name ardspouse,s Last name)

c.
d.
e.

Middle name (1. maried, prow:deyoarmaiden middle name)
Contact number (preferably your mobite number)
Altemate email ( to be used if there are errors encountered when sending to primery emeil)

Download and leproduce this document ln Ponablc Docum€nt Format (pDF): bi t.lv/pcoEdtsri tt.nc.36ui d.aa B-2or., 2d Floor, Bonfacio Bld&, DcpEd Co.pto, iu"r"t"o Ar. n-""[ cfr--:a (s2) s6Sr-72c4 I 6 I ctr, ordgrdrpod.3ov, ptr
I



Rcqu_cst tor Cortmcetlon of Remittencor of
GSIS/P.9-|BIG Premlumrfi.oenr
Us€r cutd€

r.tEP *. m
Contact Fumb€r'
PLx.0llltrh nri{kd lrrlll htrnlyr trrlnt rhk lml (D,r(Frr,,'5a!I o'

orfi rutdTI onlhp&6, |Eanh*, l*rlER.d.tr(othd M'nun rk(hu5d!.

ollort!]t56T

Mllllnc n.

f. Employment details
i. Region, division code, and station code
ii. Employee number

g. firpe of certification requested (can select morc than one)
h. Details of request ( include covered dates and moths reguested, as well as specilic loan)
i. Attachments (optional; payroll rcquired as stated)

rrdm' CE l!od- ridd.
Lq'irr-.rnd,

tu.ni-hEBlr'E4

Altcrnat Elrrll'
\t.dlldrrritl'r w difr.rih 

'o 
n h.4 ol.r rdr *ilh qilnt byur

l**

llfudbdd+d

frai6iE'al.B.}hq.!dEr.b.ffi

t,|plot.lllrlLr.
bdrt-.t.rrr-.E rt-l-d)6D8trr.bE

rhlEl(G'8,@.,rErC.E,fr,E'

. rlEorlrrtu,d,E)

-

c.it!!..U.G rrorE .d. I

6 Once finished filling the form out, select Submlt to send your responses for processing.

A copy ol yol, lr pon .. alll b. €nrlLd ro fi! .dd.!. you F(nid.dr
f,i lldi rnrEdr {rrtr !od. .dfr

7 Please e,(pect to receive the scanned copy of your Certification of Remittances in your email inbox
within at least three business days.

a' UsD personnel may contact you by email for clarifications or additional requir€ments.
b. R€quests with incomplete requirements will NOT be processed.
c. If you sent the request on a Friday or on weekends, pfuase allot at least 3 additional business

days to receive your certification

Download and reProduce thls document in Portable Document Format (PDF): bi t . tv/D.pEdR.nl tt.nc.s6ul d.
aa B-2o4, 2d Floor, Bontfrio BIdg., DepEd Compl€lq M€ralco Aw., n""g Otya (02) s6!r-r2g4l6 t ctr. utdcd.prd. ,cv. ph

I



USD€
Annex 4

ED
ICTS

Requert for Go:tlflcetlon of Romlttenccr of
GSIS/Ptg.tBlG Prcmlumr/Loenr

Frequently Asked Questions (FAqs)

Who can rcqu.lt for c.rttfc*lonr of rcmlttencqfl
The following permanent teaching and non-teaching personnel of public schools can
make the request:
. For NCR-both elementary and secondary school personnel. For other region - elementary school personnel only

Y{ho cantpt rcqu.rt io? ettlll'catlonr of runlttenc.d
The following cannot be provided by this senrice:. Personnel whose remittances covered dates when their school was an Implementing

Unit
. Other retions €xcept NcR-secondary school personnel

Cen I rcqu..tfor recodr pdorto 2(0/0{l/,. The records stored with DepEd start from the year zooo onwards.. For requests covering periods earlier than fanuary 2ooo, you are required to attach a
certified true copy of your payroll.

. The payroll will be used as a basis to issue ttre certification.

Wheiu cln I get the c.tdfu copy o, my p.1nom
You can request the copy by contacting your school or your Schools Division Office.

Download and reP_ mduce thls document ln Portable Document Format (PDF): bit.lv/D.oEdR.pitt.nc..Guld.
al B-2or., 2d Floor, Bont(acto Bldg.,_DepEd Corn4o, U"."Lo lo. n"slg Cfi-a (02) t633-?26a IO lctr.ordedrpod.Sov.ph

C



__r
ED P-m Annex 5

Rcquc.t for Crrtlflcetlon of Romlttenccr of
CSIS/Peg-tBtG Prcmlumr/Loanr

Roll-Out Schedule of DepEd Employees,payroll
Reg cd Div cd Division Roll-out Date

1

065 Datupan City

Oct.20o4,
1r7 San Carlos City
140 Laoa8 City
255 Urdaneta City
ozt+ La Union Nov. zoo4,
ozl Ilocos sur Jan.2o05
o20 Ilocos Norte Feb. 2oo5
o47 Pangasinan I Mar.2oo5
129 Pangasinan II Apr.20o5

2

oo6 Batanes
Apr.2oo5

125 quirino
o11 Cagayan

May 2oo5o38 Nueva Vizcaya
o21 Isab€la Jun.20o5

3

o12 Aurora

Jan' zoos

103 Angeles City
115 Palayan City
119 Olongapo City
126 San )ose City
o79 Cabanatuan City
005 Bataan

Feb.20o5o50
Balanga City

of7 Nueva Eciia

Jul.20o5257 Gapan City
262 Sci. City of Mufroz
010 Bulacan

Aug.2oo5
ot+9 Tarlac Province
259 Tarlac City
260 San lose del Monte
263 Malolos City
o40 Pampanga

Sep.2oo5254 City of San Fernando

I,A

o6o San Pablo City

Mar.20o9

o7l+ Lucena City
o77 Lipa City
078 Tagaytay City
082 Cavite City
123 Batangas City
251 Antipolo City
252 Calamba City
233 Tanauan City
25/+ Trece Martires Cify
oo7 Batangas Prov. I Jan.2o10

Legend:

ReB Cd Div Cd Divislon Roll-out Date
o16 Cavite Province
oz5 Laguna
oL3
o99 quezon Province
r27 Batangas Prov.lI
286 Sta. Rosa City

I,B

o76 Puerto Princesa City
Mar. 2oo8

250 calapan
o28 Marinduque

Apr.2oo9
o30 Occidental Mlndoro
ol1 orientat Mindoro
o39 Palawan
o11 Romblon

5

o84 Naga City

May 2oo5

r31 Legazpi City
135 Iriga City
137 Sorsogon City
256 Tabaco City
o12 Camarines Norte

Iul.2oo5o15 Catanduanes
o1.6 Sorsogon Province Aug. zooS
o29 Masbate Sep.2oo5
oo3 Albay

Oct. 2oo5
265 Ligao City
o13 Camarines sur ,un.2oo6

6

116 La Carlota City

Sep. 2oo5
oi8 Silay city
236 Kabankalan City
o8o Roxas Clty
217 Sagay City

OcL 2oo5
71L Bago Clty
o67 San Carlos City
113 Cadiz City
o55 Iloilo city

,an. 2006o53 Bacolod City
131 Guimaras
o98 Aklan
ool+ Antique Mar. 2006

6

o14 Caplz Apr.20o6
o15 Neg!os Occidental May 2006

Iloilo Province ,un.2006

7

or7 Cebu Provinc€ Sep.2oo4,
051 Cebu City

Nov. 2oo(o7, Lapu-t"apu City

RegCd = Regional Code; DivCd = Division Code
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Zambales
26r

Rizal

Feb.2oo6

o22

,



Reg Cd Div cd Division Roll-out Date
128 Mandaue City
o77 Toledo City

Jan.2oo5o85 Dumaguete City
108 Siquijor
036 Negros Oriental Feb.2oo5
oo8 Bohol Mar.2oo5

8

o27 Leyte Sep. 2oo2
095 Calbayog City

Nov.2004
o96 Ormo( City
o9'l Tacloban City
1l+2 Biliran
o61 Southern L€yte Jan.20o5

8

06t* Eastem Samar Feb.2oo5
o45 Northern Samar Mar.2oo5
o6l Samar Apr. 2oo5

9

102 Dapitan City

Feb.2oo5
136 Pagadian City
r13 Dipolog City
238 Isabela City
o57 Zamboanga City Apr. 2ooi
111 Zamboanga Sibugay
o52 Zamboanga del Sur May 2oo5
o51 Zamboanga del Norte Iun. 2oo5

10

1r8 camiguin
240 Oroquieta City
066 Cagayan de Olo City

Apr. 2oo5
o73 Gingoog City
239 Malaybalay City
21.,1 Tangub City
o33 Misamis Ori€ntal

May 2oo5o92 Ozamiz City
09tr Iligan City
o)2 Misamis Occidental Jul.2oo5
o26 Aug.2oo5
oo9 Sep.2oo5

11

o87 Davao City May 2oo4
23t+ Panabo City

Aug. 2oo4
211, Isl. car. City of Samal
2tl5 Tagum City
219 Digos City
o19 Davao del Norte Sep. 2oo4
L12 Davao Oriental Oct.2004.
115 Compostela Valley

Nov.2oo1+
Davao del Sur

o60 Cotabato City

Jan.2oo5
130 General Santos City
216 Kidapawan City

Koronadal City

Roll-Out Schedule of DdpEd Employees' Payroll

Legend Reg Cd = Regional Code; Div Cd = DMsion Code

Reg Cd Divcd DMsion Roll-out Date
100 Sarangani Feb. 2oo5
o90 South Cotabato Mar, 2oo5
o18 Sultan Kudarat Apr.2oo5
088 North Cotabato
2t+8 Tacurong City

Baguio City )an.2oo5

CAR

109 Ifugao Jan.20o5
110 Kalinga

Feb. 2oo5
t21 Apayao

olL Benguet Mar.2oo5
oo1 Abra

Apr.20o5
o70 Mountain [tovince

RG

o91 Butuan City
Oct.20o5t1l. siargao

rr9 Surigao City
oo2 Agusan del Norte

Feb.2oo6
12/+ Agusan del sur
o48 surigao del Norte
o72 surigao del Sur

NCR
(Elem)

228 valenzuela city

F€b. 2oo8

2)O Paraiaque City
233 Mandaluyong City
231+ Marikina City
237 Malabon & Navotas
264 Muntinlupa City
o56 Pasay City

Aug.2oo8

o69 quezon City
o89 Caloocan City
120 Manila Primary

Manila Intermediate
229 Muntinlupa Clty
231 Makati City
2)2 Pasig & San luan
215 las Piias City

NCR
(Sec)

,o1 Pasay City

Jan.20oz

JOa quezon City

303 Caloocan City
,ot, Manila
305 Valenzuela City

306 Taguig & Pateros

to7 Parafraque

308 Makati City

309 Pasig & SanJuan

f10 Mandaluyongcity
3u Marikina City

112 Malabon & Navotas

31) Muntinlupa City
31t1 Las Piffas City

8
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May 2oo4

Lanao del Norte
Bukidnon

111

tz

May 2oo5

CAR 081


