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Repubic ol the Philippines
Departmont of Education
Rexcpnon Xl
CITY SCHOOLS DIVISION OF TACURONG

City of Tacunng

DIVISION MEMORANDUM
Mo 52 5. 2018

10 ; Division Office Dersonnel
Closter Hends
Elementary and Sncondary School Heads
Teachers and Non-Toaching Personnel
This Division

FIROM ; LEONARDO M. BALAILA, CESE
Schools Division Superintondont

SUBJECT DISSEMINATION OF THE PROCEDURES FOR THE
VERIFICATION OF THE NET TAKE-HOME PAY (NTHP) BY
THE DEPED VERIFIER UNDER THE APDS FOR LOANS,
INSURANCE PREMIA AND MEMBERSHIP
DUES/ICONTRIBUTIONS

DATE ; May 25, 2018
1. For the information and guidance of all concarmed, enclosed are copios of
Annex "B” for Enclosure 2~ PROCEDURES FOR THE VERIFICATION OF T

NET TAKE-HOME PAY (NTH) BY THE DEPED VERIFIER UNDER THE APDS
(FOR LOANS) and Annex "C" for Loclosure 3 —~ PROCEDURES FORTHE
VERIFICATION OF THE NET TAKE-HOME PAY (NTHEPY BY THE DEDPED
VERIFIER UNDER THE APDS (IFOTU INSURANCE PREMIA ANLD MEMBERSHIP
DUES/CONTRIBUTIONS) of Depld Order No. 18, 5. 2018, for the information and
guidance of all concerned.

Z. immediate dissemination of this Memorandum is desired.

o,

LEQONAR
Schools

ALALA, CESE
vEON Superintendent
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PROCEDARI FORORHE VERIFECATTON OF 19805 D88 TAKD 0D PAY (MM ) By
THE BEPTD VERIVFTEDR DIMDER TH APDS (TOR FOANS)
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Hhe Breplied Borroweer (hercinaftes pefoned 1o0as she "Boevosasne™) shall proenent hie/hes
atest available aniginal pay Alip 1o the APDY s acopcdited Bl endity (hwreinafio
reforred o o the "Eemedor™) o parl of his/her loan application,

the Lewacder shall evaluale the Roegrower's Tong Apphealion wsinng fy ooy crering,
i luchineg the Bostover ™ capacity 1o pay based on Hie preaented original peng i Hie
piesence of YUincedngctod Oblicgations™ i the Borrowe s = oy “ipr inche sdeey Disfler T boof
capecity to pay the doon Hoaagly the AT Beenee, =ochy Dosposees i ineligibie G Do
uneler the AP
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atfcinl/desionated Depld oo mail addeose af the caneorned Fropl el Venfioe (heremadio
referred to s "Verifier™) deisug the Dogroveer ™, of (i frepib e il
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FELTIY tode, el ihies Brewanses o o apaciiv 1o Py hasedhon the pyesepted puny Slip el e
Vaifier s vecords The Meilion, harael o bisfhier recards, Al adeo ched i ihe Borteneey
Bavcsppeoved abligations Hhat e ool voebreflecbed in the Lstters stammped oy “hip.
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4 Deponding on the Visifies ™, Asievanent the Lomder hadl o ofther of e forllenegng

npony reccipd of Lhe frpmers oomnail:

A ha monthly Joan amaortizalion can e accompiodataed in e AP Approves Hhe
foan and release the loan procecds To the Dorrower within wevien (/) day fiom
receipt ol the Veridiers continmation and notity 1he Vesificr of the ol of 1he ey
proceeds through e-nmil within 24 Do, Gon e date af foan 1eleane.

b 30 the manthly [nan smogtization coannat Do Aeamimodated jn the APDS: infonin (he
Botrower that The loan cannet he aranted under Hhae APy,
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Annex "¢~
{(for Enclosmee 1)

PROCEDIRES FOR THE VERITICATION OF THE MET TAKI-HOME PAY (M1 ) By
THE DUEPED VERIFIFR UNDER 1HE AFDS (FOR IMSURANCE PREMTIA AND
PEMBERSHIP DUES /CONT RIRNUTHGMS)

Foodhe DrepEd Cmiployee (hereinofior roleaed 1o s 1he "Employes™) shall presenl
fisfher Test available original pay “dip Yo the AP accredited entity (hereinafle
tefered o s the "Accredited Eriiny™) as parl of his/hies application Tor instance
palicy/membership/other allowed obligation (herelnalter ieferred 10 as *Application™).

Lo The Accredited Entity shall evaluate the Fployec’s Applisation usine its own rileria,
nctuding the Cnployoe’s capin iy Lo pay Lased on the presented original pay sfip. The
presence of "Undeducted Obligations” in the Limplayan’s pay stipindicates his/her Tack of
capacity Lo pay throngh the APDS, hence, the Application of such cmployer shall el he
approved by the Acaredited Entity under $he APDY.

-

I the Application paases the Aceroditod Endity™s cvaluation, the Acoredited Imbity
shall stamp the dollowing on the Tace of the pay slip without obscaring the pertine
dotails therein:

A Comporate ame of the Acepeddiled Pobity and APIY D Code/ aids Code for nsiang e ey
anelfor mernberahin dies/eontrity inne,;

v, Ao of IOty ~alary clodog tien,

oo Daole of ovalustion; o

o HMame of Accredilerd Eotity's CHficer, sl shadl iy e Hes stamap Lo sdemify cvahiation.

1o The Accredited Tatity shall coninil o soan of e stamped original pay <lip 1o 1the
Froployee using e ool stbject "Request for Londinnation of Lvaluated  APDY,
Applicativn- ~Acaredited Enlity's APDY Codo - “lmployec's complete namie="" o
retar the stamped origingd pay ship 1o the Lmployee,

v the Employee shall fonvand the o mail tecoived from e Accredditend Fnlity to the
official/designated Depld e-mail addiess of e concerned Pepled Verifier (hereinafles
teferted Lo as "Verifier™y using the Employea' official Depld o-mail,

G0 The Yerifinre shalf rocord the detail: of 1he Linpioyes and of the Application ovaliated
by the Accredited Fntity that spe perinent o the assessment of the Enployee', i iy
o pay.

7. The Wesificr shall detenmine if e stamped monthly deducdion can he accommmodated i
the APDS, cognizant of  the Foployee's eligibilily 1o awail  of  insaronce
poticy/membership/other allowed obligation under e APTYS, the NI tule, st the
Frnployec capndily to pay Dased on e prosented pay lip and the Vevifies s e opes
The Vewifier, hased on Iisfhor tecnnds, shall Al il Hhie fanployon bae approse
obligations that are not yed reflocted i (e [t lamped poy iy,

Fist-in fivst-served ke shall be a1y Hy afverved i the veritication of Applic.ations,.

B The Merifier, tsing 1he afficiabfelesicpuated Pegl c-aail, shall eomail 1he Aceenlifedd

Lodity, copy furhiched ("Ce™y the Eonployee cither of the {oltowine menssacges depending
o the Viopifier s arsesiment

The BepFd Office congepned may preseibe il s ol snbject Hwonghy official commsnic Ation s with (e
Accredited ntities, comy Tuenishiedt e Office of the Hieeg seqelay oy B e DA

e 1 0f 73
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I the monthly deduction can be accominadated in Uie AP

Ploasa bednforned sl as walidated i o recindsthe following applicalions v evastiated o
' 0oy
accummpdatod in the AP

llﬂlnplnyﬁéﬁ Namo | f'.r_r'1|1|nynp' I Station Gode Amaount of Monthly
My ! Amogtirntiog
i ) !
P S ! ' S g

Ay mistepresoniation i Me [ plyee's Application verfied by e Aceroritod Iufily shall not be e ability of
(e Vearifier,

“Mame of Verifier-
“fice~

 the thonthly deduction cannot e accommodated in e AP

Please he joformed that as validated i o reeards, the follow

g applications you evalialed cannal b
acepsmodatod in the APDS for manons staled holow

Employen's Namn Cinployoe Siation Codn Antannt of Manthity Hoasanfy
o Mo, Amastizatinn
_ 1 . i o Insaiiticinnt Wi
Wil sapapsrinee/
ol ivgations (ot
‘. TS el
| ; teffectedt it ihe |
) o - ) _ _ o "f'.'?.'H'/lr'(/_'(,'.‘_f}-' '.'ﬁp_ :
o | o ] |
<Hama of Verifinr>
<{HHeo>

Depanding on the Verifier's assessiment, the Accreditod Eniily <holl dlo cither of 1he
following upon receipt of 1he formers o mail-

d,

IT the manthly deduction can be accommenatod  in the AP Approve the
Application  and oxecede the peyt sleps pecessary oo complole {he
transaction/conteact within wsven (73 days Tromy yeccipt of the Veritioes confirmation
Andd notify the Verdlier of such action/s Hiongh enail within 24 oo .

Hothe montbly dedoction conngd he accommuadatod i the APDS: Inform The
Cimployee that the Application cannat e granted nnder the APDS,

Ined -
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I e, indonnes e Boaplioyee
AT tndinl;ly,
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Tynployee il iobuans e some
tovthe [atler,
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PROCESS FLOW FOR THE VERIFICATION OF THE NTHP DY THE DREPED
VERIFIERUNDER  THE APDS(FOR  TMSHRAMCE PREMIA AMD MEMBEIITREP

BUES [CONTRIBUTIONS)

Accrediied Unlity ' Warifior

Erplaysc

aniginal pivy sliplo
eaedited bnlity,

N Forwsands the pAccreditedd

Fadily's el 1o the Veriting f+ —
for confinuntion,

P

b Regords e details of the
Eenployoe and of e Applic s
RS S tion evalaled by the Acered
ited] Btity Ul are peaiinenl
oy the pnceasent of fhe
mpleyer eapacity 1o pay.
{. botenmines i the stampod
menthly arporlization can he
acconmmodestdin Hhe ARDS,
| 1
Lo mails ansessimenl Lo the
Aogredited botity, copy
oished the Linployee,

—

Wi the monthily decdaclion can be
arcemonodbsed in the AlMDG;
Approae the Appficationy sl
exocte Lhe next steps
neeessy o compinte e LR
transir lion/eontiae L within
seven () days from recaipt of
Lhe Vorificrs confinmation aned
nelify the Vorifier of such
action/s theonghy comtl within
24 oy,

I they monthly dedud nn cannnt
Loy pecomiee tedd in thiey APDY:
inform the Fonpliyee dihed the
Application cannet e granted
vgpeler 1 ARy
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