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Mandate

Pag-IBIG is an acronym which stands for Pagtutulungan sa Kinabukasan:

Ikaw, Bangko, Industriya at Gobyerno. To this day, the Pag-IBIG Fund continues to
harness these four sectors of the society to work together towards providing Fund
members with adequate housing through an effective savings scheme.

Vision
For every Filipino worker to save with Pag-IBIG Fund and to have decent shelter.

Mission

To generate more savings from more Filipino workers, to administer a sustainable Fund
with integrity, sound financial principles, and with social responsibility, and to provide
accessible funds for housing of every member.

Service Pledge

To improve the quality of life of every Filipino, we in the Pag-IBIG Fund, commit to provide
member-focused quality service, through enhancement of the provident savings and
home financing system.

To sustain quality service, we shall:

1 Pursue the requirements of international standard and strictly comply with the
appropriate rules and regulations to continually improve the effectiveness and
efficiency of our Quality Management System;

1 Assess all pertinent risks and perform appropriate mitigation action to minimize
risks and maximize opportunities;

T Protect the confidentiality, privacy,
other related data;

1 Develop and enhance services that are responsive to the growing needs of
members and relevant interested parties;

i nt

f Maintain a productveand safe work environment that

expertise, engagement, team work, and wellness; and
1 Uphold transparency and accountability.

ALi ngkoldBIP@g Tapat na Serbisyo, Mula sa

Pusoc
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1. Application for Provident Benefits Claim

The application for provident benefits claim entitles the members to withdraw their Total
Accumulated Value (TAV) anytime upon the occurrence of any of the following grounds for
termination of fund membership as provided under the RA 9679 or the HDMF Law of 2009,
and its IRR:

Membership Term Maturity

Retirement

Permanent Total Disability or Insanity

Termination from Service by Reason of Health
Critical lllness of the Member or Any of his Immediate Family Member, as Certified
by a Licensed Physician

Death

Optional Withdrawal of Pag-IBIG Savings
Permanent Departure from the Country

Expatriates

Any other reason as may be approved by the Board

OGO O00O00 OOO000

This service shall start from the submission of claim application up to the release of claim
proceeds to the member/claimant.

Office or Division: A Member Services Il - Frontline Servicing - Branch
A Technical and Administrative Support (TAS)
O Members Contribution Accounting Division (MCAD)
O Short-Term Loan Accounting Division (STLAD)
O Cash and Administrative Services Division (CASD)
O General Accounting and Budget Management Division

(GABMD)
Classification: Highly Technical Transaction
Type of Transaction: G2C i Government to Client
Who may avail: The application for provident benefits claim may be availed by
the member or his beneficiary upon the occurrence of the
following:

OMembership Term Maturity - shall be based on twenty (20)
years of membership with the Fund, reckoned from the initial
contribution that is recorded in the database; provided, the
member has remitted a total of 240 monthly membership
savings to the Fund at the time of maturity.

ORetirement - a member shall be compulsorily retired with the
Fund upon reaching the age of 65. A member may opt to retire
earlier under the Fund anytime upon occurrence of any of the
following events:

5
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a. Actual retirement from the SSS, GSIS, or from government
service by provision of law;

b.Retirement under a private
plan, provided that the member is at least forty-five (45)
years of age at the time of retirement;

c. Reaching the age of sixty (60);

OPermanent Total Disability (PTD) or Insanity - PTD refers to the
loss or impairment of a physical or mental function resulting
from injury or sickness, which incapacitates said member to
perform any work or engage in any business or occupation.

OTermination from Service by Reason of Health - a member who
can no longer render service to an employer due to severe
health conditions, as certified by his doctor.

OCritical illness of the member or any of his immediate family
member, as certified by a licensed physician, under one of the
following categories, subject to the approval of the Deputy
Chief Executive Officer - Member Services Cluster:

a. Cancer

b. Organ Failure

c. Heart-Related lliness

d. Stroke

e. Neuromuscular-related illness

ODeath

OOptional Withdrawal of Pag-IBIG Savings
- Members of the Fund after the effectivity of the RA 9679 shall

have the option to withdraw his TAV on the fifteenth (15%)
year of continuous membership. This option may be
exercised only once during the membership term;

- A member eligible for optional withdrawal after completing
180 continuous monthly savings may opt to withdraw an
amount less than the equivalent sum of said 180 monthly
savings. The remaining TAV together with succeeding
savings shall be released to the member upon the occurrence
of any of the grounds for membership termination.

OPermanent Departure from the Country - a member has been
permitted by his host country to remain there indefinitely or has
permanently left the Philippines to reside in another country.

OExpatriates

OAny other reasons as may be approved by the Board.
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Member/Claimant

Membership Term Maturity/Optional

Withdrawal

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Pag-IBIG Loyalty Card/Loyalty Card
Plus or one (1) valid ID of the member
(1 Photocopy)

Compulsory Retirement

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285)
(1 Original)

2. Pag-IBIG Loyalty Card/Loyalty Card
Plus or one (1) valid ID of the member
(1 Photocopy)

3. Order of Retirement Voucher
(For members of AFP, PNP, BIJMP,
BFP) (1 Photocopy)

4. Statement of Service (For members of
AFP) (1 Photocopy)

5. Service Record (For members of PNP,
BJMP, BFP) (1 Photocopy)

Optional Retirement
1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

AFP, PNP, BJMP, BFP

AFP

PNP, BIJMP, BFP

Pag-1BIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch
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2. Pag-IBIG Loyalty Card/Loyalty Card
Plus or one (1) valid ID of the member
(1 Photocopy)

3. Certificate of Early Retirement (For
private employees who are at least 45
years old) (1 Photocopy)

4. GSIS Retirement Voucher
(For government employees)
(1 Photocopy)

Permanent Total Disability (PTD) or
Insanity
1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285)
(1 Original)

2. Pag-IBIG Loyalty Card/Loyalty Card
Plus or one (1) valid ID of the member
(1 Photocopy)

3. Physicianbés Certifi
Clinical or Medical Abstract) (1 Original)

Critical illness of the member or any of

his immediate family member

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Pag-IBIG Loyalty Card/Loyalty Card
Plus or one (1) valid ID of the member
(1 Photocopy)

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, B,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Employer

GSIS

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Medical Records Section of the Hospital/
Clinic

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer
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3. Marriage Certificate issued by PSA/NSO
or LCRO and Advisory on Marriage
issued by PSA/NSO (If the immediate
family member is the claimant)

(1 Photocopy)

4. Birth Certificate issued by PSA/NSO or
LCRO or Baptismal Certificate
(1 Photocopy)

5. Non-availability of Birth Record issued
by PSA/NSO (1 Photocopy) and Joint
Affidavit of Two Disinterested Persons
(HQP-PFF-029) (1 Original)

6. Physicianbés Certifi
Clinical or Medical Abstract) (1 Original)

7. To establish kinship with the member,
the claimant shall submit any of the
following:

ABirth Certificate issued by PSA/NSO
or LCRO or Baptismal Certificate
(1 Photocopy); or

ANon-Availability of Birth Record issued
by PSA/NSO (1 Photocopy) and Joint
Affidavit of Two Disinterested Persons
(HQP-PFF-029) (1 Original)

Termination from Service by Reason of

Health

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Pag-IBIG Loyalty Card/Loyalty Card
Plus or one (1) valid ID of the member
(1 Photocopy)

PSA or LCRO

PSA or LCRO/Parish or Church

PSA and Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Medical Records Section of the Hospital/
Clinic

PSA or LCRO/Parish or Church

PSA and Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer
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3. Phy s i cCeréficate/Statement (With
Clinical or Medical Abstract) (1 Original)

Death

Death Claim - Married with Child/

Children

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

Pag-IBIG Loyalty Card/Loyalty Card
Plus or one (1) valid ID of the claimant
(1 Photocopy)

Death Certificate of Member issued by
PSA/NSO or LCRO (1 Photocopy)

Proof of Surviving Legal Heirs
(HQP-PFF-030) (1 Original)

Marriage Certificate issued by
PSA/NSO or LCRO and Advisory on
Marriage issued by PSA/NSO (If the
immediate family member is the
claimant) (1 Photocopy)

Birth Certificate issued by PSA/NSO or
LCRO or Baptismal Certificate
(1 Photocopy)

Declaration of Guardianship (HQP-
PFF-028) (if with child/children below
18 years old, or if child/children is/are
physically or mentally incompetent)
(1 Original)

Medical Records Section of the Hospital/
Clinic

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

PSA or LCRO

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

PSA or LCRO

PSA or LCRO/Parish or Church

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

10
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8. To establish kinship with the member,
the claimant shall submit any of the
following:

A Birth Certificate issued by PSA/NSO
or LCRO or Baptismal Certificate
(1 Photocopy); or

A Non-Availability of Birth Record
issued by PSA/NSO (1 Photocopy)
and Joint Affidavit of Two
Disinterested Persons
(HQP-PFF-029) (1 Original)

Death Claim - Married (Without

Child/Children but with Surviving

Parent/s)

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Pag-IBIG Loyalty Card/Loyalty Card
Plus or one (1) valid ID of the claimant
(1 Photocopy)

3. Death Certificate of Member issued by
PSA/NSO or LCRO (1 Photocopy)

4. Proof of Surviving Legal Heirs
(HQP-PFF-030) (1 Original)

5. Marriage Certificate issued by
PSA/NSO or LCRO and Advisory on
Marriage issued by PSA/NSO (If the
immediate family member is the
claimant) (1 Photocopy)

6. To establish kinship with the member,
the claimant shall submit any of the
following:

A Birth Certificate issued by PSA/NSO
or LCRO or Baptismal Certificate
(1 Photocopy); or

PSA or LCRO/Parish or Church

PSA and Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

PSA or LCRO
Pag-IBIG Fund website

(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

PSA or LCRO

PSA or LCRO/Parish or Church

11
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A Non-Availability of Birth Record
issued by PSA/NSO (1 Photocopy)
and Joint Affidavit of Two
Disinterested Persons
(HQP-PFF-029) (1 Original)

Death Claim - Single with Child/Children

1. Application for Provident Benefits (APB)

Claim HQP-PFF-285) (1 Original)

. Pag-IBIG Loyalty Card/Loyalty Card
Plus or one (1) valid ID of the claimant
(1 Photocopy)

. Death Certificate of Member issued by
PSA/NSO or LCRO (1 Photocopy)

. Proof of Surviving Legal Heirs
(HQP-PFF-030) (1 Original)

. Certificate of No Marriage (CENOMAR)
issued by PSA/NSO (if the deceased
member is single) (1 Photocopy)

. Birth Certificate issued by PSA/NSO or
LCRO or Baptismal Certificate
(1 Photocopy)

. Declaration of Guardianship (HQP-
PFF-028) (if with child/ children below
18 years old, or if child/children is/are
physically or mentally incompetent)

(1 Original)

. To establish kinship with the member,
the claimant shall submit any of the
following:

A Birth Certificate issued by PSA/NSO
or LCRO or Baptismal Certificate
(1 Photocopy); or

PSA and Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

PSA or LCRO
Pag-IBIG Fund website

(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

PSA

PSA or LCRO/Parish or Church

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

PSA or LCRO/Parish or Church

12
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A Non-Availability of Birth Record PSA and Pag-IBIG Fund website
issued by PSA/NSO (1 Photocopy) (www.pagibigfund.gov.ph) or in any Pag-IBIG
and Joint Affidavit of Two Fund Branch

Disinterested Persons
(HQP-PFF-029) (1 Original)

Death Claim - Single (Without Child/
Children) with Surviving Parent/s
1. Application for Provident Benefits (APB) | Pag-IBIG Fund website

Claim (HQP-PFF-285) (1 Original) (www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

2. Pag-IBIG Loyalty Card/Loyalty Card DFA, LTO, PRC, NBI, Local Police Station,
Plus or one (1) valid ID of the claimant | Post Office, COMELEC, Barangay, GSIS,
(1 Photocopy) SSS, LGU, OWWA, POEA, MARINA, B,

Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

3. Death Certificate of Member issued by | PSA or LCRO
PSA/NSO or LCRO (1 Photocopy)

4. Proof of Surviving Legal Heirs Pag-IBIG Fund website
(HQP-PFF-030) (1 Original) (www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

5. Certificate of No Marriage (CENOMAR) | PSA
issued by PSA/NSO (If deceased
member is single) (1 Photocopy)

6. To establish kinship with the member,
the claimant shall submit any of the
following:

A Birth Certificate issued by PSA/NSO | PSA or LCRO/Parish or Church
or LCRO or Baptismal Certificate
(1 Photocopy); or

A Non- Availability of Birth Record PSA and Pag-IBIG Fund website
issued by PSA/NSO (1 Photocopy) (www.pagibigfund.gov.ph) or in any Pag-IBIG
and Joint Affidavit of Two Fund Branch

Disinterested Persons
(HQP-PFF-029) (1 Original)

13
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Permanent Departure from the Country

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Pag-IBIG Loyalty Card/Loyalty Card
Plus or one (1) valid ID of the member
(1 Photocopy)

3. Passport with Immigrant Visa/
Residence Visa/Settlement Visa
(1 Photocopy)

4. Declaration of Intention to Depart from
the Philippines Permanently
(HQP-PFF-031) (No need to submit if
already based abroad) (1 Original)

Expatriates

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285)
(1 Original)

2. Passport (1 Photocopy)

3. Alien Employment Permit (AEP) issued
by the Department of Labor and
Employment (DOLE) (1 Photocopy)

Modified Pag-IBIG Il (MP2) Maturity
1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Pag-IBIG Loyalty Card/Loyalty Card
Plus or one (1) valid ID of the member
(1 Photocopy)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

DFA

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Issuing Country

DOLE

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

14
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Filing Through a Representative

Membership Term Maturity/Optional

Withdrawal

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Authorization Letter (1 Original)

3. Valid IDs of both parties (1 Photocopy)

Compulsory Retirement
1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Authorization Letter (1 Original)

3. Valid IDs of both parties (1 Photocopy)

4. Order of Retirement Voucher
(For members of AFP, PNP, BIJMP,
BFP) (1 Photocopy)

5. Statement of Service
(For members of AFP) (1 Photocopy)

6. Service Record (For members of PNP,
BJMP, BFP) (1 Photocopy)

Optional Retirement

1. Application for Provident Benefits
(APB) Claim (HQP-PFF-285)
(1 Original)

2. Authorization Letter (1 Original)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Member

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Member

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

AFP, PNP, BIJMP, BFP

AFP

PNP, BIJMP, BFP

Pag-1BIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Member

15
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3. Valid IDs of both parties (1 Photocopy)

4. Certificate of Early Retirement
(For private employee who are at least
45 years old) (1 Photocopy)

5. GSIS Retirement Voucher
(For government employees)
(1 Photocopy)

Permanent Total Disability (PTD) or

Insanity

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Authorization Letter (1 Original)

3. Valid IDs of both parties (1 Photocopy)

4. Phy s i Certficate/Statement (With
Clinical or Medical Abstract) (1 Original)

Critical illness of the member or any of

his immediate family member

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Authorization Letter (1 Original)

3. Valid IDs of both parties (1 Photocopy)

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Employer

GSIS

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Member/Claimant

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Medical Records Section of the Hospital/
Clinic

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Member/Claimant

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer
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4. Marriage Certificate issued by
PSA/NSO or LCRO and Advisory on
Marriage issued by PSA/NSO (If the
immediate family member is the
claimant) (1 Photocopy)

5. Birth Certificate issued by PSA/NSO or
LCRO or Baptismal Certificate
(1 Photocopy)

6. Non-availability of Birth Record issued
by PSA/NSO (1 Photocopy) and Joint
Affidavit of Two Disinterested Persons
(HQP-PFF-029) (1 Original)

7. Physicianbés Certili
Clinical or Medical Abstract) (1 Original)

8. To establish kinship with the member,
the claimant shall submit any of the
following:

A Birth Certificate issued by PSA/NSO
or LCRO or Baptismal Certificate
(1 Photocopy); or

A Non-Availability of Birth Record
issued by PSA/NSO (1 Photocopy)
and Joint Affidavit of Two
Disinterested Persons
(HQP-PFF-029) (1 Original)

Termination from Service by Reason of

Health

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Authorization Letter (1 Original)

3. Valid IDs of both parties (1 Photocopy)

PSA or LCRO

PSA or LCRO/Parish or Church

PSA and Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Medical Records Section of the Hospital/
Clinic

PSA or LCRO/Parish or Church

PSA and Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Member/Claimant

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer
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4. Physiciands Certifi
Clinical or Medical Abstract) (1 Original)

Death

Death Claim - Married (with Child/

Children)

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Authorization Letter (1 Original)

3. Valid IDs of both parties (1 Photocopy)

4. Death Certificate of Member issued by
PSA/NSO or LCRO (1 Photocopy)

5. Proof of Surviving Legal Heirs
(HQP-PFF-030) (1 Original)

6. Marriage Certificate issued by
PSA/NSO or LCRO and Advisory on
Marriage issued by PSA/NSO (If the
immediate family member is the
claimant) (1 Photocopy)

7. Birth Certificate issued by PSA/NSO or
LCRO or Baptismal Certificate
(1 Photocopy)

8. Declaration of Guardianship (HQP-PFF-
028) (if with child/ children below 18
years old, or if child/children is/are
physically or mentally incompetent)

(1 Original)

Medical Records Section of the
Hospital/Clinic

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Claimant

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

PSA or LCRO
Pag-IBIG Fund website

(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

PSA or LCRO

PSA or LCRO/Parish or Church

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch
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9. To establish kinship with the member,
the claimant shall submit any of the
following:

A Birth Certificate issued by PSA/NSO
or LCRO or Baptismal Certificate
(1 Photocopy); or

A Non-Availability of Birth Record
issued by PSA/NSO (1 Photocopy)
and Joint Affidavit of Two
Disinterested Persons
(HQP-PFF-029) (1 Original)

Death Claim - Married (Without

Child/Children but with Surviving

Parents)

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Authorization Letter (1 Original)

3. Valid IDs of both parties (1 Photocopy)

4. Death Certificate of Member issued by
PSA/NSO or LCRO (1 Photocopy)

5. Proof of Surviving Legal Heirs
(HQP-PFF-030) (1 Original)

6. Marriage Certificate issued by PSA/NSO
or LCRO and Advisory on Marriage
issued by PSA/NSO (If the immediate
family member is the claimant)

(1 Photocopy)

PSA or LCRO/Parish or Church

PSA and Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Claimant

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

PSA or LCRO
Pag-IBIG Fund website

(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

PSA or LCRO
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. To establish kinship with the member,
the claimant shall submit any of the
following:

A Birth Certificate issued by PSA/NSO
or LCRO or Baptismal Certificate
(1 Photocopy); or

A Non-Availability of Birth Record issued
by PSA/NSO (1 Photocopy) and Joint
Affidavit of Two Disinterested Persons
(HQP-PFF-029) (1 Original)

Death Claim - Single with Child/ Children
1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

. Authorization Letter (1 Original)

. Valid IDs of both parties (1 Photocopy)

. Death Certificate of Member issued by
PSA/NSO or LCRO (1 Photocopy)

Proof of Surviving Legal Heirs
(HQP-PFF-030) (1 Original)

Certificate of No Marriage (CENOMAR)
issued by PSA/NSO (if the deceased
member is single) (1 Photocopy)

Birth Certificate issued by PSA/NSO or
LCRO or Baptismal Certificate
(1 Photocopy)

Declaration of Guardianship (HQP-PFF-
028) (if with child/ children below 18
years old, or if child/children is/are
physically or mentally incompetent)

(1 Original)

PSA or LCRO/Parish or Church

PSA and Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Claimant

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

PSA or LCRO
Pag-IBIG Fund website

(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

PSA

PSA or LCRO/Parish or Church

Pag-1BIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch
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9. To establish kinship with the member,
the claimant shall submit any of the
following:

A Birth Certificate issued by PSA/NSO | PSA or LCRO/Parish or Church
or LCRO or Baptismal Certificate
(1 Photocopy); or

A Non-Availability of Birth Record PSA and Pag-IBIG Fund website
issued by PSA/NSO (1 Photocopy) (www.pagibigfund.gov.ph) or in any Pag-IBIG
and Joint Affidavit of Two Fund Branch

Disinterested Persons
(HQP-PFF-029) (1 Original)

Death Claim - Single (Without Child/
Children with Surviving Parent/s)
1. Application for Provident Benefits (APB) | Pag-IBIG Fund website

Claim (HQP-PFF-285) (1 Original) (www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

2. Authorization Letter (1 Original) Claimant

3. Valid IDs of both parties (1 Photocopy) | DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

4. Death Certificate of Member issued by | PSA or LCRO
PSA/NSO or LCRO (1 Photocopy)

5. Proof of Surviving Legal Heirs Pag-IBIG Fund website
(HQP-PFF-030) (1 Original) (www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

6. Certificate of No Marriage (CENOMAR) | PSA
issued by PSA/NSO (If deceased
member is single) (1 Photocopy)

7. To establish kinship with the member,
the claimant shall submit any of the
following:

A Birth Certificate issued by PSA/INSO | PSA or LCRO/Parish or Church
or LCRO or Baptismal Certificate
(1 Photocopy); or
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A Non-Availability of Birth Record
(1 Photocopy) issued by PSA/NSO
and Joint Affidavit of Two
Disinterested Persons
(HQP-PFF-029) (1 Original)

Permanent Departure from the Country

1. Application for Provident Benefits (APB)
Claim (HQP-PFF-285) (1 Original)

2. Authorization Letter (1 Original)

3. Valid IDs of both parties (1 Photocopy)

4. Passport with Immigrant Visa/
Residence Visa/Settlement Visa
(1 Photocopy)

5. Declaration of Intention to Depart from
the Philippines Permanently (HQP-PFF-
031) (No need to submit if already
based abroad) (1 Original)

Expatriates

1. Application for Provident Benefits
(APB) Claim (HQP-PFF-285)
(1 Original)

2. Authorization Letter (1 Original)

3. Valid IDs of both parties
(1 Photocopy)

4. Passport (1 Photocopy)

PSA and Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Claimant

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

DFA

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Member

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Issuing Country
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5. Alien Employment Permit (AEP) issued | DOLE
by the Department of Labor and
Employment (DOLE) (1 Photocopy)

Modified Pag-IBIG Il (MP2) Maturity
1. Application for Provident Benefits (APB) | Pag-IBIG Fund website

Claim (HQP-PFF-285) (1 Original) (www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

2. Authorization Letter (1 Original) Member

3. Valid IDs of both parties (1 Photocopy) | DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

IMPORTANT:

1. For retirement purposes, thevalidiIDsmust refl ect the member
| Ds do not reflect the memberds date of
A Birth Certificate of the member issued by the Philippine Statistics Authority

(PSA)/National Statistics Office (NSO) or Local Civil Registry Office (LCRO) or
Baptismal Certificate.

A Non-availability of Birth Record issued by PSA/NSO and Joint Affidavit of Two
Disinterested Persons.

2. In all instance, wherein:

a. Photocopies are submitted, the original document must be presented for
authentication.

b. Discrepancies are noted in public documents submitted; Joint Affidavit of Two
Disinterested Persons is required for submission.

c. Discrepancies in Pag-IBIG remittances, a certification that includes remittances by
the respective employers is required.

d. Gaps in membership contribution are noted (due to LWOP, suspension, dismissal,
etc.), Statement of Service (For Members under AFP) or Service Record (For
Members under PNP, BJMP, BFP) is required.

3. Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.

4. For documents (e.g. Birth Certificate, Marriage Certificate, Death Certificate, etc.) issued
abroad:

a. Iftheissuing country is a member of The Hague Apostille Convention, the documents
must be apostillized by the concerned apostillization authority/officer.

b. If not, the said document/s should be duly certified by the Philippine Consulate
General/Philippine Embassy in the country where the document was issued.
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5. In case one/any of the legal heir/s waived all the rights and interest on the Provident
Benefits Claim proceeds in favor of another person, a notarized Waiver of Rights
(HQP-PFF-032) shall be required.

FEES
AGENCY PROCESSING PERSON
GEISNIT SIS ACTIONS TISAIIBDE TIME RESPONSIBLE

1. Proceed to the 1. Provide a queue | None | 30 Minutes* Information
Information Officer, number for the Officer
get a queue number desired Branch
for the Provident transaction.

Benefits Claim
application and wait
for the number to be
called.

2. Submit a duly 2. Receive the None 30 Minutes | Member Services
accomplished accomplished Officer
Application for Application for Member Services
Provident Benefits Provident Il - Frontline
(APB) Claim and Benefits (APB) Se“’""“r? -
supporting documents Claim and Branc
to the Member supporting
Services Officer. documents.

2.1Get the PBAR that 2.1Check the None 30 Minutes
will be issued by the following:

Member Services O If the member/
Officer. claimant is
eligible
according to
the grounds for
APB claim
O Completeness
and
correctness of
the details in
the application
form and
supporting
documents
O Authenticity of
the supporting
documents
submitted
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2.2Evaluate the None 2 Hours Member Services
application form Officer
and supporting Member Services
documents Il - Frontline
submitted and Servicing -
check the Branch
following:

OThe memi
information in
the system
against the
data indicated
in the
application
form

Ol f me mb ¢
record is
subject for
reconciliation

O If with existing
Short-Term
Loan (STL) or
Housing Loan
(HL)

NOTE:

For disqualified
applications, the
Member Services
Officer shall
indicate the
reason/s for
disqualification in
the application form
and return the
submitted
documents to the
member/claimant.
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2.3 Prepare and

issue the
Provident
Benefit Claim
Acknowledge-
ment Receipt
(PBAR)
reflecting the
scheduled date
of the release of
claims proceeds
to the member/
claimant.

2.4 At the end of the

day, perform the

following,

whichever is
applicable:

O Process the
me mber 6
record
reconciliation;

O Update the
List of Claims
Application for
Validation and
endorse to the
concerned
unit; and/or

O Request the
verification of
payment on
the issued
Pag-IBIG
Loyalty Card.

None

None

30 Minutes

7 hours

Member Services
Officer
Member Services
Il - Frontline
Servicing -
Branch

2.5Process the

account
reconciliation,
as applicable:

For verification/
reconciliation of
me mber 6s

None

12 Working
Days

MC Accounting
Division -
Technical and
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record:

OFor MS/SL
adjustment

OFor dividend
adjustment
due to
outstanding HL

OFor complex
consolidation/
merging

OFor MID
integration

OFor
reconciliation/
data migration

OFor editing of
information in
t he me mi
subsidiary
ledger

OWwith account
for reclass due
to erroneously
paid
remittances

OWith records
under Legacy
system

Administrative
Support
(MCAD-TAS)

ISDD/DCD/
Service Desk
Branch

For verification/
reconciliation of
STL account:

O If with gap in
posted
payment of
loan
amortization

O If subject for
TAV offsetting

O If with in-
transit
payment

O With account
for reclass due

to erroneously

STL Accounting
Division -
Technical and
Administrative
Support
(STLAD-TAS)

ISDD/DCD/
Service Desk
Branch
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paid
amortization

O If for validation
of Accounts
Payable (AP)

O If with STL
account under
Legacy
System for
TAV Offsetting

2.6 File the None 10 Minutes Member_Services
application in Officer
the system and Member Services
encode the Il - Frontline
member 6s Servicing -
and/or Branch
cl ai mant
details.

2.7 Review the None 20 Minutes Supervising
claims Member Services
application and Officer (SMSO)
confirm the Member Services
correctness of HSefJ.cc);?rtlgne
claims details. Branch

2.8 Approve/ None 1 Working Approvi_ng
disapprove the Day** Authority
claims
application.

2.9 Generate the None 1 Hour Head/

List of Approved Branch Head
Claim Member Services
Application and Il - Frontline
Certification for S%r;’;‘r:]'g‘r? -
Disbursement.

2.10Endorse the None 30 Minutes

List of
Approved Claim
Application and
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Certification for

Disbursement

to the Cash and

Administrative
Services
Division -
Technical and
Administrative
Support

(CASD-TAS) to

initiate
disbursement.

2.11Generate/ None 1 Hour Cashier Il
prepare the CASD-TAS
necessary
disbursement
documents.

2.12Sign the None 1 Working Approving
disbursement Day** Authority
documents to
indicate
approval.

2.13Review the None 30 Minutes Financial
disbursement Specialist
transactions GABMD-TAS
for funding.

2.14Sign the None 1 Working Approving
DV/Check to Day** Authority
certify the
availability of
funds for
disbursement.

2.15Process the None 3 Working Cashier Il
signing of Days** CASD-TAS
DV/Check and o
endorse the Signing
Check to the Authorities
concerned
branch for
releasing.
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2.16Upon receipt of | None 30 Minutes Cashier
DV/Check from (Disbursement)
CASD-TAS, Branch Support -
facilitate the Branch
request for
SMS blasting to
inform the
concerned
member/
claimant on the
availability of
the Check.

3. On the scheduled 3. Provide a queue None | 30 Minutes* Information
date, proceed to the number for the Officer
Information Officer, get | desired Branch
a queue number for transaction.
the Check releasing
transaction and wait
for the number to be
called.

4. Present the PBAR and |4. Release the None 30 Minutes Cashier
the supporting Check to the (Disbursement)
documents to the member/claimant. Branch Support -
Cashier. Branch

4.1Get the Check that
will be issued by the

Cashier.
TOTAL: | None | 20 Working
Days

* The time indicated shall include the waiting time of the transacting clients and shall depend on the number on queue.
**The activity is being done in batch and may be done at the end of the day.
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2. Application for Provident Benefits Claim Through Virtual Pag-IBIG
(Check Releasing)

The application for provident benefits claim entitles the members to withdraw their Total
Accumulated Value (TAV) anytime upon the occurrence of any of the following grounds
for termination of fund membership as provided under the RA 9679 or the HDMF Law
of 2009, and its IRR.

The online filing through Virtual Pag-IBIG through check releasing shall be applicable
to the following grounds only:

O Membership Term Maturity

O Retirement

O Optional Withdrawal of Pag-IBIG Savings
O Modified Pag-IBIG Il (MP2) Maturity

This service shall start from the receipt of claim application and supporting documents
up to the release of claim proceeds through Check to the member.

Office or Division: | A Member Services Il - Frontline Servicing - Branch
A Technical and Administrative Support (TAS)
O Members Contribution Accounting Division (MCAD)
O Short-Term Loan Accounting Division (STLAD)
O Cash and Administrative Services Division (CASD)
O General Accounting and Budget Management Division

(GABMD)
Classification: Highly Technical Transaction
Type of . G2C 1 Government to Client
Transaction:
Who may avail: The application for provident benefits claim through Virtual
Pag-IBIG may be availed by the member upon the occurrence of
the following:

OMembership Term Maturity - shall be based on twenty (20)
years of membership with the Fund, reckoned from the initial
contribution that is recorded in the database; provided, the
member has remitted a total of 240 monthly membership
savings to the Fund at the time of maturity.

ORetirement - a member shall be compulsorily retired with the
Fund upon reaching the age of 65. A member may opt to retire
earlier under the Fund anytime upon occurrence of any of the
following events:

a. Actual retirement from the SSS, GSIS, or from government
service by provision of law;
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b.Retirement under a private
plan, provided that the member is at least forty-five (45) years
of age at the time of retirement;

c. Reaching the age of sixty (60).

OOptional Withdrawal of Pag-IBIG Savings

- Members of the Fund after the effectivity of the RA 9679 shall
have the option to withdraw his TAV on the fifteenth (15") year
of continuous membership. This option may be exercised only
once during the membership term;

- A member eligible for optional withdrawal after completing 180
continuous monthly savings may opt to withdraw an amount
less than the equivalent sum of said 180 monthly savings. The
remaining TAV together with succeeding savings shall be
released to the member upon the occurrence of any of the
grounds for membership termination.

OModified Pag-IBIG Il (MP2) Maturity

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Member
Membership Term Maturity/Optional
Withdrawal
1. Application for Provident Benefits Pag-IBIG Fund website
(APB) Claim (HQP-PFF-285) (www.pagibigfund.gov.ph) or in any
(1 Photo or scanned copy) Pag-IBIG Fund Branch

2. Pag-IBIG Loyalty Card/Loyalty Card | DFA, LTO, PRC, NBI, Local Police Station,
Plus or one (1) valid ID of the Post Office, COMELEC, Barangay, GSIS,
member (1 Photo or scanned copy) SSS, LGU, OWWA, POEA, MARINA, B,

Govt. Office/GOCC, NCWPD, DSWD, IBP,

PSA or Employer

3. Selfie photo showing ID Card Member

Compulsory Retirement

1. Application for Provident Benefits Pag-IBIG Fund website
(APB) Claim (HQP-PFF-285) (www.pagibigfund.gov.ph) or in any
(1 Photo or scanned copy) Pag-IBIG Fund Branch

2. Pag-IBIG Loyalty Card/Loyalty Card | DFA, LTO, PRC, NBI, Local Police Station,
Plus or one (1) valid ID of the Post Office, COMELEC, Barangay, GSIS,
member (1 Photo or scanned copy) | SSS, LGU, OWWA, POEA, MARINA, BI,

Govt. Office/GOCC, NCWPD, DSWD, IBP,

PSA or Employer
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3. Order of Retirement Voucher
(For members of AFP, PNP, BJMP,
BFP) (1 Photo or scanned copy)

4. Statement of Service (For members
of AFP) (1 Photo or scanned copy)

5. Service Record (For members of
PNP, BJMP, BFP)
(1 Photo or scanned copy)

6. Selfie photo showing ID Card

Optional Retirement

1. Application for Provident Benefits
(APB) Claim (HQP-PFF-285)
(1 Photo or scanned copy)

2. Pag-IBIG Loyalty Card/Loyalty Card
Plus or one (1) valid ID of the
member (1 Photo or scanned copy)

3. Certificate of Early Retirement
(For private employees who are at
least 45 years old) (1 Photo or
scanned copy)

4. GSIS Retirement Voucher
(For government employees)
(1 Photo or scanned copy)

5. Selfie photo showing ID Card

Modified Pag-I1BIG Il (MP2) Maturity
1. Application for Provident Benefits
(APB) Claim (HQP-PFF-285)
(1 Photo or scanned copy)

2. Pag-IBIG Loyalty Card/Loyalty Card
Plus or one (1) valid ID of the
member (1 Photo or scanned copy)

AFP, PNP, BJMP, BFP

AFP

PNP, BJMP, BFP

Member

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Employer

GSIS

Member

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer
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3. Selfie photo showing ID Card Member

IMPORTANT:

1. For retirement purposes, the valid | Dj
valid I Ds do not reflect the member s

A Birth Certificate of the member issued by the Philippine Statistics Authority
(PSA)/National Statistics Office (NSO) or Local Civil Registry Office (LCRO) or
Baptismal Certificate.

A Non-availability of Birth Record issued by PSA/NSO and Joint Affidavit of Two
Disinterested Persons

2. In all instance, wherein:

a. Discrepancies are noted in public documents submitted; Joint Affidavit of Two
Disinterested Persons is required for submission.

b. Discrepancies in Pag-IBIG remittances, a certification that includes
remittances by the respective employers is required.

c. Gaps in membership contribution are noted (due to LWOP, suspension,
dismissal, etc.), Statement of Service (For Members under AFP) or Service
Record (For Members under PNP, BJMP, BFP) is required.

3. Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.

4. For documents (e.g., Birth Certificate, Marriage Certificate, Death Certificate, etc.)
issued abroad:

a. If the issuing country is a member of The Hague Apostille Convention, the
documents must be apostillized by the concerned apostillization authority/officer.

b. If not, the said document/s should be duly certified by the Philippine Consulate
General/Philippine Embassy in the country where the document was issued.

FEES
AGENCY PROCESSING PERSON
ColENTErEE ACTIONS TFE')AIIBDE TIME RESPONSIBLE
1. Access the 1. On scheduled None 30 Minutes Member Services
Pag-IBIG Fund date, access the Officer
website and file system and view Member Services
the Provident the Provident Il - Frontline
Benefits Claim Benefits Claim Servicing -
Application application Branch
online through through Virtual
Virtual Pag-IBIG.
Pag-IBIG.
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Note:

Upon successful
submission of the
Provident Benefits
Claim application,
the member shall
receive an SMS
confirmation or
pop-up message
concerning the
successful
submission of the
application.

1.1

1.3

1.4 Verify the

15

Select the
application for
processing.

Check the
completeness
and
correctness of
the documents
submitted.

Encode the
me mber 6 s
Pag-I1BIG MID
No. and view
t he me mkK
details.

me mber 65
record.

At the end of
the day,
perform the
following,
whichever is
applicable:
OProcess the
me mber 6
record
reconciliation;
OUpdate the
List of Claims
Application
for Validation
and endorse
to the
concerned
unit; and/or

None

None

None

None

None

30 Minutes

15 Minutes

15 Minutes

2 Hours and
30 Minutes

7 Hours

Member Services
Officer
Member Services
Il - Frontline
Servicing -
Branch
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ORequest the
verification of
payment on
the issued
Pag-IBIG
Loyalty Card.
1.6 Process the None 12 Working
account Days
reconciliation,
as applicable:
For verification/ MC Accounting
reconciliation of Division -
member 6s Technical and
record: Administrative
OFor MS/SL Support
adjustment (MCAD-TAS)
(")Fo_r dividend ISDD/DCD/
adjustment Service Desk
due to Branch
outstanding
HL

OFor complex
consolidation/
merging

OFor MID
integration

OFor
reconciliation/
data migration

OFor editing of
information in
the mem
subsidiary
ledger

OWith account
for reclass due
to erroneously
paid
remittances
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1.7S el

Owith records
under Legacy
system

For verification/
reconciliation of
STL account:
OIf with gap in
posted
payment of
loan
amortization
OlIf subject for
TAV offsetting
OIf with in-
transit
payment
OWith account
for reclass
due to
erroneously
paid
amortization
Olf for
validation of
Accounts
Payable (AP)
OIf with STL
account under
Legacy
System for
TAV
Offsetting

ect t
button to
proceed with
the processing.

None

10 Minutes

STL Accounting
Division -
Technical and
Administrative
Support
(STLAD-TAS)

ISDD/DCD/
Service Desk
Branch

Member Services
Officer
Member Services
Il - Frontline
Servicing -
Branch
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1.9

1.8 Review the

claims
application and
confirm the
correctness of
the claims
details.

Approve/
disapprove the
claims
application.

Note:

In case of
disapproval, an
SMS notification
shall be sent to the
concerned
member regarding
the disapproval of
his claim
application.

1.10Generate the

List of
Approved
Claim
Application and
Certification for
Disbursement.

1.11 Endorse the

List of
Approved
Claim
Application and
Certification for
Disbursement
to the Cash
and
Administrative
Services
Division -
Technical and

None

None

None

None

20 Minutes

1 Working

Day**

1 Hour

30 Minutes

Supervising
Member Services
Officer (SMSO)
Member Services
Il - Frontline
Servicing -
Branch

Approving
Authority

Head/
Branch Head
Member Services
Il - Frontline
Servicing -
Branch
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Administrative
Support
(CASD-TAS)
to initiate
disbursement.

1.12 Generate/
prepare
the necessary
disbursement
documents.

1.13 Sign the
disbursement
documents to
indicate
approval.

1.14 Review the
disbursement
transactions
for funding.

1.15 Sign the
DV/Check to
certify the
availability of
funds for
disbursement.

1.16 Process the
signing of
DV/Check and
endorse the
Check to the
concerned
branch for
releasing.

1.17Upon receipt
of DV/Check
from CASD-
TAS, facilitate
the request for
SMS blasting

None

None

None

None

None

None

1 Hour

1 Working
Day**

30 Minutes

1 Working
Day**

3 Working
Days**

30 Minutes

Cashier Il
CASD-TAS

Approving
Authority

Financial
Specialist
GABMD-TAS

Approving
Authority

Cashier Il
CASD-TAS

Signing
Authorities

Cashier
(Disbursement)
Branch Support -

Branch
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to inform the
concerned
member on
the availability
of the Check.

2. On the 2. Provide a queue | None 30 Minutes* Information
scheduled date number for the Officer
of release of desired Branch
claim proceeds, transaction.
proceed to the
Information
Officer, get a
gueue number
for Check
releasing
transaction and
wait for the
number to be
called.

2.1Present any 2.1 Release the None 30 Minutes Cashier
supporting Check to the (Disbursement)
documents of member. Branch Support -
the claim Branch
application to
the Cashier.

2.2Get the Check
that will be
issued by the
Cashier.

TOTAL: | None | <20 Working
Days

* The time indicated shall include the waiting time of the transacting clients and shall depend on the number on queue.
** The activity is being done in batch and may be done at the end of the day.
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3. Application for Provident Benefits Claim Through Virtual Pag-IBIG
(Disbursement Card)

The application for provident benefits claim entitles the members to withdraw their Total
Accumulated Value (TAV) anytime upon the occurrence of any of the following grounds
for termination of fund membership as provided under the RA 9679 or the HDMF Law of
2009, and its IRR.

The online filing through Virtual Pag-IBIG shall be applicable to the following grounds
only:

O Membership Term Maturity
O Optional Withdrawal of Pag-IBIG Savings
O Modified Pag-IBIG Il (MP2) Maturity

This service shall start from the receipt of claim application and supporting documents up
to the release of claim proceeds through disbursement card to the member.

Office or Division: | A Member Services Il - Frontline Servicing - Branch

A Technical and Administrative Support (TAS)
O Members Contribution Accounting Division (MCAD)
O Short-Term Loan Accounting Division (STLAD)

A Cash Management Division - Treasury Department

A Financial Control Division - Operations Accounting

Department (OAD)
Classification: Highly Technical Transaction
Type of . G2C 1 Government to Client
Transaction:
Who may avail: The online filing of application for provident benefits claim may be

availed by the member upon the occurrence of the following:

O Membership Term Maturity - shall be based on twenty (20)
years of membership with the Fund, reckoned from the initial
contribution that is recorded in the database; provided, the
member has remitted a total of 240 monthly membership
savings to the Fund at the time of maturity.

O Optional Withdrawal of Pag-IBIG Savings
- Members of the Fund after the effectivity of the RA 9679 shall

have the option to withdraw his TAV on the fifteenth (15™)
year of continuous membership. This option may be
exercised only once during the membership term;

- A member eligible for optional withdrawal after completing
180 continuous monthly savings may opt to withdraw an
amount less than the equivalent sum of said 180 monthly
savings. The remaining TAV together with succeeding
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savings shall be released to the member upon the
occurrence of any of the grounds for membership

termination.
O Modified Pag-IBIG Il (MP2) Maturity

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Member
Membership Term Maturity/Optional
Withdrawal
1. Application for Provident Benefits Pag-IBIG Fund website

(APB) Claim (HQP-PFF-285) (www.pagibigfund.gov.ph) or in any

(1 Photo or scanned copy) Pag-IBIG Fund Branch

2. Pag-IBIG Loyalty Card/Loyalty Card | DFA, LTO, PRC, NBI, Local Police Station,
Plus or one (1) valid ID of the Post Office, COMELEC, Barangay, GSIS,
member (1 Photo or scanned copy) SSS, LGU, OWWA, POEA, MARINA, B,

Govt. Office/GOCC, NCWPD, DSWD, IBP,

PSA or Employer

3. Selfie photo showing ID Card Member

Modified Pag-I1BIG Il (MP2) Maturity

1. Application for Provident Benefits Pag-IBIG Fund website
(APB) Claim (HQP-PFF-285) (www.pagibigfund.gov.ph) or in any
(1 Photo or scanned copy) Pag-IBIG Fund Branch

2. Pag-IBIG Loyalty Card/Loyalty Card | DFA, LTO, PRC, NBI, Local Police Station,
Plus or one (1) valid ID of the Post Office, COMELEC, Barangay, GSIS,
member (1 Photo or scanned copy) | SSS, LGU, OWWA, POEA, MARINA, B,

Govt. Office/GOCC, NCWPD, DSWD, IBP,

PSA or Employer

3. Selfie photo showing ID Card Member

IMPORTANT:
1. In all instance, wherein:

a. Discrepancies are noted in public documents submitted; Joint Affidavit of Two
Disinterested Persons is required for submission.

b. Discrepancies in Pag-IBIG remittances, a certification that includes
remittances by the respective employers is required.

c. Gaps in membership contribution are noted (due to LWOP, suspension,
dismissal, etc.), Statement of Service (For Members under AFP) or Service
Record (For Members under PNP, BJMP, BFP) is required.

2. Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.
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3. For documents (e.g., Birth Certificate, Marriage Certificate, Death Certificate, etc.)

issued abroad:

a. If the issuing country is a member of The Hague Apostille Convention, the
documents must be apostillized by the concerned apostillization authority/officer.

b. If not, the said document/s should be duly certified by the Philippine Consulate
General/Philippine Embassy in the country where the document was issued.

FEES
AGENCY PROCESSING PERSON
SEENT SUEZE ACTIONS T&FDE TIME RESPONSIBLE
1. Access 1. On scheduled None 30 Minutes Member Services
Pag-IBIG Fund date, access the Officer
website and file | system and view Member Services
the Provident the Provident Il - Frontline
Benefits Claim Benefits Claim Servicing -
o C Branch
application application
online through through Virtual
Virtual Pag-IBIG.
Pag-IBIG.
1.1 Select the None 30 Minutes
Note: application for
Upon successful processing.
submission of the
Provident Benefits (1.2 Check the None 15 Minutes
Claim application, completeness
the member shall and correctness
receive an SMS of the
confirmation or documents
pop-up message submitted.
concerning
successful 1.3 Encode the None 15 Minutes
submission of the memberd s
application. Pag-IBIG MID
No. and view
t he memb
details.
1.4 Verify the None 2 Hours and
me mber 6s 30 Minutes
record.
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1.5 At the end of
the day,
perform the
following,
whichever is
applicable:
OProcess the
me mber 6
record
reconciliation;
OUpdate the
List of Claims
Application for
Validation and
endorse to
the concerned
unit; and/or
ORequest the
verification of
payment on
the issued
Pag-IBIG
Loyalty Card.

1.6 Process the
account
reconciliation,
as applicable:

For verification/

reconciliation of

me mber 6s

record:

O For MS/SL
adjustment

O For dividend
adjustment
due to
outstanding
HL

O For complex
consolidation/
merging

None

None

7 Hours

12 Working
Days

Member Services
Officer
Member Services
Il - Frontline
Servicing -
Branch

MC Accounting
Division -
Technical and
Administrative
Support
(MCAD-TAS)

ISDD/DCD/
Service Desk
Branch
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O For MID
integration

O For
reconciliation/
data
migration

O For editing of
information in
t he men
subsidiary
ledger

O With account
for reclass
due to
erroneously
paid
remittances

O With records
under Legacy
system

For verification/
reconciliation of
me mb eSTh s
Account:

OIf with gap in
posted
payment of
loan
amortization

O|If subject for
TAV offsetting

OIf with in-
transit
payment

O With account
for reclass
due to
erroneously
paid
amortization

OlIf for
validation of
Accounts

Payable (AP)

STL Accounting
Division -
Technical and
Administrative
Support
(STLAD-TAS)

ISDD/DCD/
Service Desk
Branch
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O If with STL
account
under Legacy
system for
TAV
Offsetting

1.7 Select the
AFil eo
proceed with
the processing.

1.8 Review the
claims
application and
confirm the
correctness of
claims details.
1.9 Approve/
disapprove the
claims

application.

Note:

In case of
disapproval, an
SMS notification
shall be sent to the
concerned
member regarding
the disapproval of
his claim
application.

1.10 Generate the
List of
Approved
Claim
Application and
Certification for
Disbursement.

K

None

None

None

None

10 Minutes

20 Minutes

1 Working
Day**

1 Hour

Member Services
Officer
Member Services
Il - Frontline
Servicing -
Branch

Supervising
Member Services
Officer (SMSO)
Member Services
Il - Frontline
Servicing -
Branch

Approving
Authority

Head/
Branch Head
Member Services
Il - Frontline
Servicing -
Branch
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1.11 Endorse the
Certification for
Disbursement
to the Cash
Management
Division (CMD)
- Treasury
Department to
initiate
disbursement.

1.12 Generate/
prepare the
necessary
disbursement
documents.

1.13 Sign the
disbursement
documents to
indicate
approval.

1.14 Prepare and
approve the
Disbursement
Voucher (DV).

1.15 Sign the DV to
certify the
availability of
funds for
disbursement.

1.16 Process the
release of
claim proceeds
and forward
the Letter of
Instruction
(LOI) and
email
notification to
the Partner-
Bank for

None

None

None

None

None

None

30 Minutes

1 Hour

1 Working
Day**

30 Minutes

1 Working
Day**

3 Working
Days**

Head/
Branch Head
Member Services
Il - Frontline
Servicing -
Branch

Treasury Analyst
CMD - Treasury
Department

Approving
Authorities

Financial
Analyst Il
FCD-OAD

Approving
Authorities

Treasury Analyst
CMD-Treasury
Department

Signing
Authorities
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crediting of
claim
proceeds.

1.17 Inform the None 1 Hour and Treasury Analyst
Data Center 30 Minutes CMD-Treasury
Department Department
(DCD) on the
availability of
Feedback File
Report for
uploading in
the system.

NOTE:

After the uploading
of Feedback File
Report, the system
shall automatically
send an SMS
notification to the
member that the
claim proceeds
have been credited
to his account.

20 Working

TOTAL: | None
Days

** The activity is being done in batch and may be done at the end of the day.
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4. Application for Refund of the Excess/Overpayment of Short-Term Loan
(STL) Amortization

The refund of the excess/overpayment of Short-Term Loan (STL) amortization entitles
the qualified member to reimburse the excess/overpayment of his STL amortization
payment after the loan had been fully settled.

This service shall start from the receipt of Application for Refund Due to Excess/
Overpayment of STL Amortization Payment up to the release of excess/overpayment

proceeds.
Office or A Member Services Il - Frontline Servicing - Branch
Division: A Technical and Administrative Support (TAS)

O Cash and Administrative Services Division (CASD)
O General Accounting and Budget Management Division
(GABMD)

Classification: | Highly Technical Transaction

Type of . G2C i Government to Client

Transaction:

Who may This transaction shall be availed by the concerned member with

avail: excess/overpayment on his Short-Term Loan (STL) amortization.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Member

1. Application for Refund Due to Excess/ | Pag-IBIG Fund website
Overpayment of STL Amortization (www.pagibigfund.gov.ph) or in any

Payment (HQP-SLF-103) (2 Original) | Pag-IBIG Fund Branch

2. Valid ID acceptable to the Fund DFA, LTO, PRC, NBI, Local Police Station,

(1 Photocopy) Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Filing Through a Representative

1. Application for Refund Due to of Pag-IBIG Fund website
Excess/ Overpayment of STL (www.pagibigfund.gov.ph) or in any
Amortization Payment (HQP-SLF-103) | Pag-IBIG Fund Branch
(2 Original)

2. Authorization Letter (1 Original) Member

3. Valid IDs of both parties (1 Photocopy) | DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
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Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

NOTES:

1. In all instances wherein photocopies are submitted, the original document must be
presented for authentication.
2. Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.

FEES
TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE TIME RESPONSIBLE
PAID
1. Proceed to 1. Provide a queue None 30 Minutes* | Information Officer
the number for the Branch
Information desired
Officer, get a transaction.
queue
number and
wait for the
number to be
called.

2. Submit a duly | 2. Receive the None 30 Minutes Member Services
accomplished accomplished Officer
Application for Application for Member Services
Refund Due Refund Due to Il - Frontline
to Excess/ Excess/ Servicing - Branch
Overpayment Overpayment of
of STL STL Amortization
Amortization Payment and
Payment and supporting
supporting documents.
documents to
the Member
Services
Officer.

2.1 Get the 2.1Access the system | None 2 Hours
acknowledged and verify if the

Application for
Refund that
will be issued
by the
Member
Services
Officer.

concerned
member is
qualified for the
application for
refund.
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NOTE:

For disqualified
application, a Notice
of Disapproval of
Request Slip (HQP-
PFF-376) shall be
issued to the
concerned member.

2.2File the application | None 30 Minutes Member Services
for refund in the Officer
system. Member Services
Il - Frontline

Servicing - Branch

2.3Sign and indicate None 30 Minutes
the date of release
in the Application
for Refund.

2.4 1ssue the None 30 Minutes
acknowledged
Application for
Refund to the
concerned
member.

2.5 At the end of the None 7 Hours
day, endorse the
received
application form
and supporting
documents to the
SMSO for review.

2.6 Review the None 6 Working Supervising
me mber 0s Days** Member Services
and the amount of Officer (SMSO)

Member Services
Il - Frontline
Servicing - Branch

refund shown in
the system against
the application
form and
supporting
documents.
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2.7 Approve/ None 6 Working Head/Branch
disapprove the Days** Head
application for Member Services
refund. II - Frontline

Servicing - Branch

2.8 Generate the List | None 1 Hour
of Approved
Refund
Application and
Certification for
Disbursement.

2.9 Endorse the List None 30 Minutes
of Approved
Refund
Application and
Certification for
Disbursement to
Cash and
Administrative
Services Division
- Technical and
Administrative
Support (CASD-
TAS) to initiate
disbursement.

2.10 Generate/ None 1 Hour Cashier 11l
prepare the CASD - TAS
necessary
disbursement
documents.

2.11 Sign the None | 1 Working Day Approving
disbursement Authorities

documents to
indicate approval.

.12 Review the None 1 Working Financial
disbursement Day** Specialist
transaction for GABMD-TAS
funding.
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.13 Sign the None 1 Working Approving
DV/Check to Day** Authorities
certify the
availability of
funds for
disbursement.

.14 Process the None 3 Working Cashier lll
signing of Days** CASD-TAS
DV/Check and o -
endorse to the Signing Authorities
concerned
Branch for
releasing.

.15 Upon receipt of None 1 Hour Cashier
the DV/Check (Disbursement)
from CASD-TAS, Branch Support -
facilitate the Branch
request for SMS
blasting to inform
the concerned
member on the
availability of the
Check.

3. On the 3. Provide a queue None 30 Minutes* | Information Officer
scheduled number for the Branch
date, proceed desired transaction.
to the
Information
Officer, get a
queue
number for
Check
releasing
transaction
and wait for
the number to
be called.
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4. Present the 4. Release the Check | None 30 Minutes Cashier
acknowledged to the member. (Disbursement)
Application for Branch Support -
Refund and Branch
supporting

document to
the Cashier to
claim the
refund.

4.1Get the
Check that
will be issued
by the
Cashier.

20 Working

TOTAL: | None
Days

* The time indicated shall include the waiting time of the transacting clients and shall depend on the number on queue.
**The activity is being done in batch gk dane at the end of the day.
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5. Availment of Short-Term Loan (STL) Through Check (Complex)

The Short-Term Loan (STL) program aims to provide financial assistance to the Pag-IBIG
Fund members.

A Multi-Purpose Loan (MPL) - to provide financial assistance for the following purposes:

Minor home improvement/home renovation/upgrades;
Livelihood/additional capital in small business;
Tuition/educational expenses;

Health and wellness;

Purchase of appliance and furniture/electronic gadgets;
Payment of utility/credit card bills;

Vacation/travel;

Special events;

Car repair; and

Other needs

OO0 0000: 00O

A Calamity Loan - to provide immediate financial assistance to the Pag-IBIG members
in calamity-stricken areas as declared by the Office of the President or Sangguniang
Bayan.

This service shall start from the receipt of STL application form and supporting documents
up to the release of loan proceeds through Check to the member-borrower.

Office or A Member Services Il - Frontline Servicing - Branch
Division: A Technical and Administrative Support (TAS)

O Cash and Administrative Services Division (CASD)

O General Accounting and Budget Management Division

(GABMD)
Classification: | Complex Transaction
Type of . G2C i Government to Client
Transaction:
Who may The program shall be open to the Pag-IBIG member who satisfies the
avail: following requirements:

O Has made at least twenty-four (24) monthly membership savings

(MS);

- A member who has withdrawn his MS due to membership
maturity, or who has optionally withdrawn his MS, shall be allowed
to apply for an MPL/CL provided said member has subsequently
accumulated 24 MS or at least its equivalent from the cut-off date
of membership maturity or optional withdrawal;

- A member who does not meet the required 24 MS, may
nevertheless, be allowed to avail of an MPL/CL if his total savings
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Is at least equivalent to 24 MS, at the rate applicable to him.

O Has made at least one (1) MS within the last six (6) months prior to
the date of loan application;

O If with existing Pag-IBIG housing loan, the account must not be in
default as of the date of application;

O If with existing MPL and/or Calamity Loan, the account/s must not
be in default as of the date of application;

O Has sulfficient proof of income; and

O A resident of the area which is declared calamity-stricken or his
place of work is declared under state of calamity, subject to the
approval of the Management (For calamity loan only).

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

MULTI-PURPOSE LOAN (MPL)
Member

1.

Multi-Purpose Loan Application Form
(MPLAF, HQP-SLF-065)
(1 Original)

Valid ID acceptable to the Fund
(1 Photocopy)

Proof of Income

For Formally employed:

The ACerti Pagateo
at the back of the application form
must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
aut henticated
authorized signatory.

by

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayoro6s Perm
Permit (1 Photocopy)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Employer

Bureau of Internal Revenue (BIR)/LGU
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b. Commission Vouchers reflecting
the i ssueros
details (for the last 12 months)
(1 Original)

c. Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

d. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)

e. Certificate of Engagement issued
by the owner of business
(1 Original)

f. Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract
A Employment Contract
between employee and
employer (1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and

Compensation (CEC)

A CEC written on the Employer/
Companyods of fi
(1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)

(1 Original) supported by a
photocopy of t
ID and passport

nam

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer
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c. ITR filed with the Host Country/ | Employer
Government (1 Original)
NOTE: If documents are in

foreign language/s,
English translation is
required.

Filing Through a Representative

1. Multi-Purpose Loan Application Pag-IBIG Fund website
Form (MPLAF, HQP-SLF-065) (www.pagibigfund.gov.ph) or in any
(1 Original) Pag-IBIG Fund Branch

2. Valid IDs of both parties DFA, LTO, PRC, NBI, Local Police Station,
(1 Photocopy) Post Office, COMELEC, Barangay, GSIS,

SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

3. Authorization Letter (1 Original) Member

4. Proof of Income
For Formally Employed:
The fACertificate Employer
at the back of the application form
must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
aut henticated by
authorized signatory.

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Bureau of Internal Revenue (BIR)/LGU
Audited Financial Statements,
and Official Receipt of tax
payment from bank supported
with DTI Registration and
Mayor s Per mit/ E
(1 Photocopy)

b. Commission Vouchers reflecting | Concerned company wherein member has
t he 1 ssuer oomtach a 1 engagement
details (for the last 12 months)
(1 Original)
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c. Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

d. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)

e. Certificate of Engagement issued
by the owner of business
(1 Original)

f. Declaration of Income (HQP-
SLF-136) (1 Original)

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract
A Employment Contract
between employee and
employer (1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and

Compensation (CEC)

A CEC written on the Employer/
Companybés of fi
(1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)

(1 Original), supported by a
photocopy of t
ID and passport

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer
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ITR filed with the Host Country/

Government (1 Original)

NOTE: If documents are in
foreign language/s,
English translation is
required.

C.

Employer

CALAMITY LOAN

Member

1. Calamity Loan Application Form
(CLAF, HQP-SLF-066) (1 Original)

2. Valid ID acceptable to the Fund
(1 Photocopy)
3. Proof of Income
For Formally Employed:
The ACertificate

at the back of the application form
must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
authenticated
authorized signatory.

by

For Self Employed, any of the

following:

a. Income Tax Return (ITR),
Audited Financial Statements,
and Official Receipt of tax
payment from bank supported
with DTI Registration and
Mayor s Per mit/ B
(1 Photocopy)

Commission Vouchers reflecting
thei ssuer 6s name
details (for the last 12 months)
(1 Original)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Employer

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement
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c. Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

d. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVSs) (1 Certified True

Copy)

e. Certificate of Engagement issued
by the owner of business
(1 Original)

f. Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract
A Employment Contract
between employee and
employer (1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and

Compensation (CEC)

A CEC written on the Employer/
Companybés of fi
(1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)

(1 Original) supported by a
photocopy of t
ID and passport

c. ITR filed with the Host Country/
Government (1 Original)
NOTE: If documents are in

foreign languagel/s,
English translation is
required.

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer

Employer
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4.

In case of El Nifio Phenomenon,
any of the following:
a. For farmers, including landlords,
fisher folks, and livestock farmers
A Certification from the
Municipal Agricultural Office
(MAO) that their products
were damaged/killed due to
the calamity (1 Original)

b. For business owners/market

vendors

A Certification from the Market
Vendors Association or
certification from the
Municipal Mayor (if not a
member of the association)
attesting that he is engaged in
the selling of farm products,
vegetable, meat, fish and that
his source of livelihood was
affected by the calamity
(1 Original)

c. For Pag-IBIG Members or any of
his immediate family members
afflicted by diseases such as
diarrhea, cholera, skin diseases,
paralytic shellfish poisoning (red
tide bloom), heat cramps, heat
exhaustion, heat stroke,
chickenpox, measles, and
hypertension
A A Medical Certificate from the

Doctor stating that such
diseasesl/iliness brought by
the onset of calamity

(1 Original)

LGU

LGU

Medical Records Section of the Hospital/
Clinic

Filing Through a Representative

1.

Calamity Loan Application Form
(CLAF, HQP-SLF-066) (1 Original)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch
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2. Valid IDs of both parties
(1 Photocopy)

3. Authorization Letter (1 Original)

4. Proof of Income
For Formally Employed:
The fnACertificate
the back portion of the application
form must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
authenticated
authorized signatory.

by

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayorb6s Perm
Permit (1 Photocopy)

b. Commission Vouchers reflecting
theissuer 6 s name an
details (for the last 12 months)

(1 Original)

c. Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pensions, etc.)

(1 Original)

d. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Member

| Employer

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB
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e. Certificate of Engagement issued | Concerned company wherein member has
by owner of business (1 Original) | engagement

f. Declaration of Income Pag-IBIG Fund website
(HQP-SLF-136) (1 Original) (www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract Employer
A Employment Contract
between employee and
employer (1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and Employer

Compensation (CEC)

A CEC written on the
Empl oyer/ Compa
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original) supported by a
photocopy of t
ID and passport

c. ITR filed with the Host Country/ Employer
Government (1 Original)
NOTE: If documents are in

foreign language/s,
English translation is
required.

5. In case of El Nilo Phenomenon, any
of the following:

a. For farmers, including landlords, | LGU
fisher folks, and livestock farmers
Certification from the Municipal
Agricultural Office (MAO) that
their products were
damaged/killed due to the
calamity (1 Original)
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b. For business owners/market LGU

vendors

A Certification from the Market
Vendors Association or
certification from the Municipal
Mayor (if not a member of the
association) attesting that he is
engaged in the selling of farm
products, vegetable, meat,
fish, and that his source of
livelihood was affected by the
calamity (1 Original)

c. For Pag-IBIG Members or any of | Medical Records Section of the Hospital/
his immediate family members Clinic
afflicted by diseases such as
diarrhea, cholera, skin diseases,
paralytic shellfish poisoning (red
tide bloom), heat cramps, heat
exhaustion, heat stroke,
chickenpox, measles, and
hypertension
A A Medical Certificate from the
Doctor stating that such
diseases/iliness brought by the
onset of calamity
(1 Original)

NOTES:

1. In all instances wherein photocopies are submitted, the original document must be
presented for authentication.

2. Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.

FEES
PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS TFE?AIIBDE TIME RESPONSIBLE
1. Proceed to 1. Provide a queue None 30 Minutes* | Information Officer

the number for the Branch

Information desired

Officer, get a transaction.

gqueue

number and

wait for the

number to be

called.
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2. Submitaduly |2. Receive the None 30 Minutes Member Services
accomplished accomplished Officer
MPLAF/CLAF MPLAF/CLAF and Member Services
and supporting Il - Frontline
supporting documents. Servicing - Branch
documents to
the Member
Services
Officer.

2.1Get the 2.1Evaluate the None 1 Hour and
STLAR that application form 30 Minutes
will be issued and supporting
by the documents
Member submitted and
Services check the
Officer. following:

OIf the member-
applicant is
eligible

Olf the member-
applicant has
Pag-IBIG MID
No.

Olf the application
form is
completely
and properly
accomplished
with the
supporting
documents

OThe member-
applican
information in
the system
against the data
indicated in the
application form

Olf the account is
subject for
reconciliation
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OIf with existing
Short-Term
Loan (STL)

O|If with existing
Housing Loan
(HL)

OIf with previous
Claim
application

NOTE:

For disqualified
applications, the
Member Services
Officer shall indicate
the reason/s for
disqualification in the
application form and
return the submitted
documents to the
member-applicant.

2.2 File the
application in the
system and
encode the
member-
applicant

2.3 Generate and
issue the STL
Acknowledgement
Receipt (STLAR)
reflecting the
scheduled date of
release of the STL
proceeds to the
member-
applicant.

2.4 At the end of the
day, endorse the
received
applications and
supporting

None

None

None

10 Minutes

30 Minutes

20 Minutes**

Member Services
Officer
Member Services
[l - Frontline
Servicing - Branch
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2.5

2.6

2.7

2.8

2.9

documents to the
Head/Branch
Head, for review
and approval.

Review the loan
details of the
member-applicant
against the
application form
and supporting
documents and
approve/
disapprove the
loan application.

Generate the List
of Approved STL
Application and
Certification for
Disbursement.

Endorse the List
of Approved STL
Application and
Certification for
Disbursement to
the Cash and
Administrative
Services Division
- Technical and
Administrative
Support (CASD-
TAS) to initiate
disbursement.

Generate/prepare
the necessary
disbursement
documents.

Sign the
disbursement
documents to
indicate approval.

None

None

None

None

None

1 Working
Day**

1 Hour

30 Minutes

1 Hour

1 Working
Day**

Head/
Branch Head
Member Services
Il - Frontline
Servicing - Branch

Cashier Il
CASD-TAS

Approving
Authorities
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2.10 Review the None 30 Minutes Financial
disbursement Specialist
transaction for GABMD-TAS
funding.

2.11 Sign the None 1 Working Approving
DV/Check to Day** Authorities
certify the
availability of
funds for
disbursement.

2.12 Process the None 3 Working Cashier Il
signing of Days** CASD-TAS
DV/Check and o
endorse to the Signing
concerned Authorities
Branch for
releasing.

2.13 Upon receipt of None 30 Minutes Cashier
DV/Check from (Disbursement)
CASD-TAS, Branch Support -
facilitate the Branch
request for SMS
blasting to
inform the
concerned
member-
borrower on the
availability of the
Check.

3.0n the 3. Provide a queue None 30 Minutes* | Information Officer
scheduled the number for the Branch
date, proceed desired transaction.
to the
Information
Officer, get a
queue number
for Check
releasing
transaction
and wait for
the number to
be called.
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4. Present the 4. Release the Check None 30 Minutes Cashier
STLAR and to the member- (Disbursement)
supporting borrower. Branch Support -
documents to Branch

the Cashier to
claim the loan
proceeds.

4.1 Get the
Check that
will be issued
by the
Cashier.

7 Working

TOTAL: None
Days

NOTE: Member-applicant may also submit their loan application and the supporting
documents through the designated Drop Box located within Pag-1BIG Fund
Branches.

* The time indicated shall include the waiting time of the transacting clients and shall depend on the number on queue.

**The activity is being done in batch and may be done at the end of the day.
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6. Availment of Short-Term Loan (STL) Through Check
(Highly Technical)

The Short-Term Loan (STL) program aims to provide financial assistance to Pag-IBIG
Fund members.

A Multi-Purpose Loan (MPL) - to provide financial assistance for the following purposes:

Minor home improvement/home renovation/upgrades;
Livelihood/additional capital in small business;
Tuition/educational expenses;

Health and wellness;

Purchase of appliance and furniture/electronic gadgets;
Payment of utility/credit card bills;

Vacation/travel,

Special events;

Car repair; and

Other needs

OO0 O0O000000

A Calamity Loan - to provide immediate financial assistance to Pag-IBIG members in
calamity-stricken areas, as declared by the Office of the President or Sangguniang
Bayan.

This service shall start from the receipt of STL application form and supporting documents
up to the release of loan proceeds through Check to the member-borrower.

Office or A Member Services Il - Frontline Servicing - Branch

Division: A Technical and Administrative Support (TAS)

O Members Contribution Accounting Division (MCAD)

O Short-Term Loan Accounting Division (STLAD)

O Cash and Administrative Services Division (CASD)

O General Accounting and Budget Management Division
(GABMD)

Classification: | Highly Technical Transaction

Type of
Transaction:
Who may avail: | The program shall be open to Pag-IBIG member who satisfies the
following requirements:

G2C 1 Government to Client

O Has made at least twenty-four (24) monthly membership savings

(MS);

- A member who has withdrawn his MS due to membership
maturity, or who has optionally withdrawn his MS, shall be
allowed to apply for an MPL/CL provided said member has
subsequently accumulated 24 MS or at least its equivalent
from the cut-off date of membership maturity or optional
withdrawal,
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- A member who does not meet the required 24 MS, may
nevertheless, be allowed to avail of an MPL/CL if his total
savings is at least equivalent to 24 MS, at the rate applicable to
him.

O Has made at least one (1) MS within the last six (6) months prior
to the date of loan application;

O If with existing Pag-IBIG housing loan, the account must not be in
default as of the date of application;

O If with existing MPL and/or Calamity Loan, the account/s must not
be in default as of the date of application;

O Has sufficient proof of income; and

O A resident of the area which is declared calamity-stricken or his
place of work is declared under state of calamity, subject to the
approval of the Management (For calamity loan only).

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
MULTI-PURPOSE LOAN (MPL)
Member
1. Multi-Purpose Loan Application Pag-IBIG Fund website
Form (MPLAF, HQP-SLF-065) (www.pagibigfund.gov.ph) or in any
(1 Original) Pag-IBIG Fund Branch
2. Valid ID acceptable to the Fund DFA, LTO, PRC, NBI, Local Police Station,
(1 Photocopy) Post Office, COMELEC, Barangay, GSIS,

SSS, LGU, OWWA, POEA, MARINA, Bl,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

3. Proof of Income
For Formally employed:
The fACertificate Employer
at the back of the application form
must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
aut henticated by
authorized signatory.

For Self Employed, any of the

following:
a. Income Tax Return (ITR), Bureau of Internal Revenue (BIR)/LGU

Audited Financial Statements,
and Official Receipt of tax
payment from bank supported
with DTI Registration and
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f.

Ma y o Petrst/Business Permit
(1 Photocopy)

Commission Vouchers reflecting
the 1 ssuerds nafi
details (for the last 12 months)

(1 Original)

Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

. Transport Franchise issued by

appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)

Certificate of Engagement issued
by the owner of business
(1 Original)

Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers

(OFW), any of the following:

a. Employment Contract

A Employment Contract between
employee and employer
(1 Photocopy); or

A POEA Standard Contract
(1 Original)

Certificate of Employment and

Compensation (CEC)

A CEC written on the
Empl oyer/ Compa
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly

situated employees)

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer
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(1 Original) supported by a
photocopy of t
ID and passport

c. ITR filed with the Host Country/ Employer
Government (1 Original)
NOTE: If documents are in

foreign language/s,
English translation is
required.

Filing Through a Representative
1. Multi-Purpose Loan Application Form | Pag-IBIG Fund website

(MPLAF, HQP-SLF-065) (www.pagibigfund.gov.ph) or in any
(1 Original) Pag-IBIG Fund Branch

2. Valid IDs of both parties DFA, LTO, PRC, NBI, Local Police Station,
(1 Photocopy) Post Office, COMELEC, Barangay, GSIS,

SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

3. Authorization Letter (1 Original) Member

4. Proof of Income
For Formally Employed:
The fACertificate Employer
at the back of the application form
must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
aut henticated by
authorized signatory.

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Bureau of Internal Revenue (BIR)/LGU
Audited Financial Statements,
and Official Receipt of tax
payment from bank supported
with DTI Registration and
Mayor s Per mit/ I
(1 Photocopy)
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. Commission Vouchers reflecting
the 1 ssuerds nafi
details (for the last 12 months)

(1 Original)

Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)

. Certificate of Engagement issued
by the owner of business
(1 Original)

Declaration of Income
(HQP-SLF-136) (1 Original)

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract
A Employment Contract
between employee and
employer (1 Photocopy); or
A POEA Standard Contract
(1 Original)

Employer

b. Certificate of Employment and

Compensation (CEC)

A CEC written on the Employer/
Companyb6s of fi
(1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)

(1 Original) supported by a
photocopy of t
ID and passport

Employer
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ITR filed with the Host Country/

Government (1 Original)

NOTE: If documents are in
foreign language/s,
English translation is
required.

C.

Employer

CALAMITY LOAN

Member

1. Calamity Loan Application Form
(CLAF, HQP-SLF-066) (1 Original)

Valid ID acceptable to the Fund
(1 Photocopy)

Proof of Income

For Formally Employed:

The fnACertificate
at the back of the application form
must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
aut henticated
authorized signatory.

by

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayor o6s Pern
Permit (1 Photocopy)

Commission Vouchers reflecting
the 1 ssuerods nan
details (for the last 12 months)
(1 Original)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Employer

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement
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c. Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

d. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)

e. Certificate of Engagement issued
by the owner of business
(1 Original)

Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract
A Employment Contract
between employee and
employer (1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and
Compensation (CEC)
A CEC written on the

Empl oyer/ Compa

letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original) supported by a
photocopy of t
ID and passport

c. ITR filed with the Host Country/
Government (1 Original)
NOTE: If documents are in

foreign language/s,
English translation is
required.

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer

Employer
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4. In case of El Nifio Phenomenon, any
of the following:
a. For farmers, including landlords,
fisher folks, and livestock farmers
A Certification from the
Municipal Agricultural Office
(MAO) that their products
were damaged/killed due to
the calamity (1 Original)

b. For business owners/market

vendors

A Certification from the Market
Vendors Association or
certification from the
Municipal Mayor (if not a
member of the association)
attesting that he is engaged in
the selling of farm products,
vegetable, meat, fish and that
his source of livelihood was
affected by the calamity
(1 Original)

c. For Pag-IBIG Members or any of
his immediate family members
afflicted by diseases such as
diarrhea, cholera, skin diseases,
paralytic shellfish poisoning (red
tide bloom), heat cramps, heat
exhaustion, heat stroke,
chickenpox, measles, and
hypertension
A A Medical Certificate from the

Doctor stating that such
diseasesl/iliness brought by
the onset of calamity

(1 Original)

LGU

LGU

Medical Records Section of the Hospital/
Clinic

Filing Through a Representative
1. Calamity Loan Application Form
(CLAF, HQP-SLF-066) (1 Original)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch
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2. Valid IDs of both parties
(1 Photocopy)

3. Authorization Letter (1 Original)

4. Proof of Income
For Formally Employed:
The fACertificate
the back portion of the application
form must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
authenticated
authorized signatory.

by

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayorb6s Perm
Permit (1 Photocopy)

Commission Vouchers reflecting
t he 1 ssuer oomtach a m
details (for the last 12 months)
(1 Original)

Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pensions, etc.)

(1 Original)

Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVSs) (1 Certified True

Copy)

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Member

| Employer

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB
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e. Certificate of Engagement issued | Concerned company wherein member has
by owner of business (1 Original) | engagement

f. Declaration of Income Pag-IBIG Fund website
(HQP-SLF-136) (1 Original) (www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract Employer
A Employment Contract
between employee and
employer (1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and Employer

Compensation (CEC)

A CEC written on the
Empl oyer/ Compa
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original) supported by a
photocopy of t
ID and passport

c. ITR filed with the Host Country/ | Employer
Government (1 Original)
NOTE: If documents are in

foreign language/s,
English translation is
required.

5. In case of El Nifio Phenomenon, any
of the following:
a. For farmers, including landlords, | LGU
fisher folks, and livestock farmers
A Certification from the
Municipal Agricultural Office
(MAO) that their products
were damaged/killed due to
the calamity (1 Original)
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b. For business owners/market LGU

vendors

A Certification from the Market
Vendors Association or
certification from the
Municipal Mayor (if not a
member of the association)
attesting that he is engaged in
the selling of farm products,
vegetable, meat, fish, and that
his source of livelihood was
affected by the calamity
(1 Original)

c. For Pag-IBIG Members or any of | Medical Records Section of the Hospital/
his immediate family members Clinic
afflicted by diseases such as
diarrhea, cholera, skin diseases,
paralytic shellfish poisoning (red
tide bloom), heat cramps, heat
exhaustion, heat stroke,
chickenpox, measles, and
hypertension
A A Medical Certificate from the
Doctor stating that such
diseasesl/iliness brought by
the onset of calamity
(1 Original)

NOTES:

1. In all instances wherein photocopies are submitted, the original document must be
presented for authentication.

2. Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.

FEES
PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS TPC,)L\IIBDE TIME RESPONSIBLE
1. Proceed to 1. Provide a queue None 30 Minutes* Information

the number for the Officer

Information desired Branch

Officer, get a transaction.

gqueue

number and

wait for the

number to be

called.
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2. Submit a duly
accomplished
MPLAF/CLAF
and
supporting
documents to
the Member
Services
Officer.

2.1 Get the
STLAR that
will be
issued by
the Member
Services
Officer.

2.

2.1Evaluate the

Receive the
accomplished
MPLAF/CLAF and
supporting
documents.

application form

and supporting

documents
submitted, and
check the
following:

OIf the member-
applicant is
eligible

OIf the member-
applicant has
Pag-1BIG MID
No.

OlIf the application
form is
completely
and properly
accomplished
with supporting
documents

OThe member-
applican]
information in
the system
against the data
indicated in the
application form

Olf the account is
subject for

reconciliation

None

None

30 Minutes

1 Hour and 30
Minutes

Member Services
Officer
Member Services
Il - Frontline
Servicing -
Branch
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O|If with existing
Short-Term Loan
(STL)

OIf with existing
Housing Loan
(HL)

O|If with previous
Claim
application

NOTE:

For disqualified
applications, the
Member Services
Officer shall indicate
the reason/s for
disqualification in the
application form and
return the submitted
documents to the
member-applicant.

2.2 File the application | None 10 Minutes Member Services
in the system and Officer
select the Member Services
iPendi ngo II—Fr_or_1tIine

Servicing -
Branch

2.3 Prepare and issue | None 30 Minutes
the STL
Acknowledgement

Receipt (STLAR)
reflecting the
scheduling

date of release of
the STL proceeds
to the member-
applicant.

2.4 At the end of the None 7 Hours
day, process the
member-
applicant
reconciliation.
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2.5 Process the None 12 Working
account Days
reconciliation, as
applicable:

For verification/ MC Accounting

reconciliation of Divi_sion -
member- Technical and

applicant Administrative

= Support
O For MS/SL (MCAD-TAS)

adjustment

O For complex ISDD/DCD/
consolidation/ Service Desk

_merging Branch

OFor
reconciliation/
data migration

O For editing of
information in
t he memb
subsidiary
ledger

O With account for
reclass due to
erroneously paid
remittances

For verification/ STL Accounting

reconciliation of Division -
member- Technical and

applicant Administrative

account: Support
O If with gap in (STLAD-TAS)
posted payment ISDD/DCD/

of IOaD _ Service Desk
amortization Branch

O If subject for
TAV offsetting

O If with in-transit
payment

O With account for
reclass due to
erroneously paid
amortization
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O If for validation
of Accounts
Payable (AP)

O If with STL
Account under
Legacy system

2.6 Retrieve the filed None 1 Hour 20 Member Services
application in the Minutes Officer
system and Member Services
resume the Il - Frontline

Servicing -

processing of

application and Branch
endorse to the

Head/Branch

Head for review

and approval.

2.7 Review the loan None 1 Working Head/Branch
details of the Day** Head
member-applicant Member Services
against the IIS— Frontline

icati ervicing -
application form il r?

and supporting
documents and
approve/
disapprove the
loan application.

2.8 Generate the List | None 1 Hour
of Approved STL
Application and
Certification for
Disbursement.

2.9 Endorse the List None 30 Minutes
of Approved STL
Application and
Certification for
Disbursement to
the Cash and
Administrative
Services Division
- Technical and
Administrative
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Support (CASD-

TAS) to initiate
disbursement.

2.10 Generate/
prepare the
necessary
disbursement
documents.

2.11 Sign the
disbursement
documents to
indicate
approval.

2.12 Review the
disbursement
transaction for
funding.

2.13 Sign the
DV/Check to
certify the
availability of
funds for
disbursement.

2.14 Process the
signing of
DV/Check and
endorse to the
concerned
Branch for
releasing.

2.15Upon receipt of
DV/Check from
the CASD-TAS,
facilitate the

request for SMS
blasting to inform

the concerned
member-

None

None

None

None

None

None

1 Hour

1 Working
Day**

30 Minutes

1 Working
Day**

3 Working
Days**

30 Minutes

Cashier Il
CASD-TAS

Approving
Authorities

Financial
Specialist
GABMD-TAS

Approving
Authorities

Cashier Il
CASD-TAS

Signing
Authorities

Cashier
(Disbursement)
Branch Support -

Branch
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borrower on the
availability of the
Check.

3.0n the 3. Provide a queue None 30 Minutes* Information
scheduled number for the Officer
date, proceed desired Branch

to the transaction.
Information

Officer, get a

gueue number

for Check

releasing

transaction

and wait for

the number to

be called.

4. Present the 4. Release the None 30 Minutes Cashier
STLAR and Check to the (Disbursement)
supporting member- Branch Support -
document to borrower. Branch
the Cashier to
claim the loan
proceeds.

4.1 Get the

Check that
will be issued
by the
Cashier.
TOTAL: | None | 20 Working
Days

NOTE: Member-applicant may also submit their loan application and the supporting
documents through the designated Drop Box located within Pag-IBIG Fund
Branches.

* The time indicated shall include the waiting time of the transacting clients and shall depend on the number on queue.

**The actity is being done in batch and may be done at the end of the day.
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7. Availment of Short-Term Loan (STL) Through Disbursement
Card (Complex)

The Short-Term Loan (STL) program aims to provide financial assistance to Pag-IBIG
Fund members.

A Multi-Purpose Loan (MPL) - to provide financial assistance for the following purposes:

Minor home improvement/home renovation/upgrades;
Livelihood/additional capital in small business;
Tuition/educational expenses;

Health and wellness;

Purchase of appliance and furniture/electronic gadgets;
Payment of utility/credit card bills;

Vacation/travel,

Special events;

Car repair; and

Other needs

OO0 O00O0O0000

A Calamity Loan - to provide immediate financial assistance to Pag-IBIG members in
calamity-stricken areas, as declared by the Office of the President or Sangguniang
Bayan.

This service shall start from the receipt of STL application form and supporting documents
up to the release of loan proceeds through disbursement card to the member-borrower.

Office or A Member Services Il - Frontline Servicing - Branch
Division: A Cash Management Division - Treasury Department
A Financial Control Division - Operations Accounting Department
(OAD)

Classification: Complex Transaction

Type of . G2C i Government to Client
Transaction:
Who may avail: | The program shall be open to Pag-IBIG member who satisfies the

following requirements:

O Has made at least twenty-four (24) monthly membership savings

(MS);

- A member who has withdrawn his MS due to membership
maturity, or who has optionally withdrawn his MS, shall be
allowed to apply for an MPL/CL provided said member has
subsequently accumulated 24 MS or at least its equivalent from
the cut-off date of membership maturity or optional withdrawal;
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- A member who does not meet the required 24 MS, may
nevertheless, be allowed to avail of an MPL if his total savings
is at least equivalent to 24 MS, at the rate applicable to him.

O Has made at least one (1) MS within the last six (6) months prior to
the date of loan application;

O If with existing Pag-IBIG housing loan, the account must not be in
default as of the date of application;

O If with existing MPL and/or Calamity Loan, the account/s must not
be in default as of the date of application;

O Has sufficient proof of income; and

O A resident of the area which is declared calamity-stricken or his
place of work is declared under state of calamity, subject to the
approval of the Management (For calamity loan only).

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

MULTI-PURPOSE LOAN (MPL)
Member
1. Multi-Purpose Loan Application Form | Pag-IBIG Fund website

(MPLAF, HQP-SLF-065) (1 Original) | (www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

2. Valid ID acceptable to the Fund DFA, LTO, PRC, NBI, Local Police Station,

(1 Photocopy) Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

3. Proof of Income
For Formally employed:
The ACertificat e (¢Employer
the back of the application form must
be accomplished by the employer or
submit photocopy of one (1) month
latest payslip duly authenticated by
the companyds auth

For Self Employed, any of the
following:

a. Income Tax Return (ITR), Bureau of Internal Revenue (BIR)/LGU
Audited Financial Statements,
and Official Receipt of tax
payment from bank supported
with DTI Registration and
Mayor 6s Per mit/ H
(1 Photocopy)
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b. Commission Vouchers reflecting | Concerned company wherein member has

the i ssuer 6s name|engagement
details (for the last 12 months)
(1 Original)

c. Bank Statements or passbook for | Issuing Bank
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

d. Transport Franchise issued by LGU, LTFRB
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)
e. Certificate of Engagement issued | Concerned company wherein member has
by the owner of business engagement
(1 Original)
f. Declaration of Income Pag-IBIG Fund website
(HQP-SLF-136) (1 Original) (www.pagibigfund.gov.ph) or in any Pag-IBIG

Fund Branch

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract Employer
A Employment Contract between
employee and employer
(1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and | Employer

Compensation (CEC)

A CEC written on the
Empl oyer/ Compan
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original), supported by a
photocopy oft he empl ¢
and passport
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c. ITR filed with the Host Country/
Government (1 Original)
NOTE: If documents are in
foreign language/s,
English translation is
required.

Employer

Filing Through a Representative
1. Multi-Purpose Loan Application Form
(MPLAF, HQP-SLF-065) (1 Original)

2. Valid IDs of both parties
(1 Photocopy)

3. Authorization Letter (1 Original)
4. Proof of Income
Formally Employed:
The ACertificate (

the back of the application form must
be accomplished by the employer or
submit photocopy of one (1) month
latest payslip duly authenticated by
the companyds auth

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayordos Perm
Permit (1 Photocopy)

b. Commission Vouchers reflecting
the issuerdés nan
details (for the last 12 months)
(1 Original)

Pag-IBIG Fund website

(www.pagibigfund.gov.ph) or in any Pag-IBIG

Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Member

Employer

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement
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c. Bank Statements or passbook for | Issuing Bank
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

d. Transport Franchise issued by LGU, LTFRB
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)
e. Certificate of Engagement issued | Concerned company wherein member has
by the owner of business engagement
(1 Original)
f. Declaration of Income Pag-IBIG Fund website
(HQP-SLF-136) (1 Original) (www.pagibigfund.gov.ph) or in any Pag-IBIG

Fund Branch

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract Employer
A Employment Contract between
employee and employer
(1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and Employer
Compensation (CEC)
A CEC written on the
Empl oyer/ Compar
letterhead (1 Original); or
A CEC signed by employer (for
household staff and similarly
situated employees (1 Original)
supported by a photocopy of
the employer 6s

c. ITR filed with the Host Country/ | Employer
Government (1 Original)
NOTE: If documents are in

foreign language/s,
English translation is
required.
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CALAMITY LOAN

Member

1. Calamity Loan Application Form
(CLAF, HQP-SLF-066) (1 Original)

2. Valid ID acceptable to the Fund
(1 Photocopy)

3. Proof of Income
For Formally Employed:
The ACertificate (¢

the back of the application form must
be accomplished by the employer or
submit photocopy of one (1) month
latest payslip duly authenticated by
the companydés auth

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayorb6s Perm
Permit (1 Photocopy)

b. Commission Vouchers reflecting
the i ssuerdés nan
details (for the last 12 months)

(1 Original)

c. Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

d. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)

Pag-IBIG Fund website

(www.pagibigfund.gov.ph) or in any Pag-IBIG

Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Employer

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB

93



http://www.pagibigfund.gov.ph/

CITIZEN'S CHARTER

2023 EDITION | Version 1.0

e. Certificate of Engagement issued
by the owner of business
(1 Original)

f. Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract
A Employment Contract
between employee and
employer (1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and

Compensation (CEC)

A CEC written on the
Empl oyer/ Compa
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original), supported by a
photocopyof t he em
ID and passport.

c. ITR filed with the Host Country/
Government (1 Original)
NOTE: If documents are in

foreign language/s,
English translation is
required.

4. In case of El Nifio Phenomenon, any
of the following:
a. For farmers, including landlords,
fisher folks, and livestock farmers
A Certification from the Municipal
Agricultural Office (MAO) that
their products were
damaged/killed due to the
calamity (1 Original)

Concerned company wherein member has
engagement

Pag-IBIG Fund website

(www.pagibigfund.gov.ph) or in any Pag-IBIG

Fund Branch

Employer

Employer

Employer

LGU
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b. For business owners/market LGU

vendors

A Certification from the Market
Vendors Association or
certification from the Municipal
Mayor (if not a member of the
association) attesting that he is
engaged in the selling of farm
products, vegetable, meat, fish
and that his source of
livelihood was affected by the
calamity (1 Original)

c. For Pag-IBIG Members or any of | Medical Records Section of the Hospital/
his immediate family members Clinic
afflicted by diseases such as
diarrhea, cholera, skin diseases,
paralytic shellfish poisoning (red
tide bloom), heat cramps, heat
exhaustion, heat stroke,
chickenpox, measles, and
hypertension

A A Medical Certificate from the
Doctor stating that such
diseasesl/iliness brought by the
onset of calamity (1 Original)

Filing Through a Representative
1. Calamity Loan Application Form Pag-IBIG Fund website

(CLAF, HQP-SLF-066) (1 Original) (www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

2. Valid IDs of both parties DFA, LTO, PRC, NBI, Local Police Station,

(1 Photocopy) Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

3. Authorization Letter (1 Original) Member

4. Proof of Income
For Formally Employed:
The ACertificat e dEmployer
the back portion of the application
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form must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
authenticated
authorized signatory.

by t

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayorb6s Perm
Permit (1 Photocopy)

Commission Vouchers reflecting
the i ssuerodés nam
details (for the last 12 months)

(1 Original)

Bank Statements or passbook for
the last 12 months (in case income
is sourced from foreign remittance,
pensions, etc.) (1 Original)

Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for other
PUVSs) (1 Certified True Copy)

Certificate of Engagement issued
by owner of business
(1 Original)

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract
A Employment Contract between
employee and employer
(1 Photocopy); or
A POEA Standard Contract
(1 Original)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

Employer
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b. Certificate of Employment and Employer

Compensation (CEC)

A CEC written on the
Empl oyer / Compal
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees
(1 Original) supported by a
photocopy ofthe e mp | 0
and passport

c. ITR filed with the Host Country/ | Employer
Government (1 Original)
NOTE: If documents are in

foreign language/s
English translation is
required.

5. In case of El Nifio Phenomenon, any
of the following:
a. For farmers, including landlords, LGU
fisher folks, and livestock farmers
A Certification from the Municipal
Agricultural Office (MAO) that
their products were
damaged/killed due to the
calamity (1 Original)

b. For business owners/market LGU

vendors

A Certification from the Market
Vendors Association or
certification from the Municipal
Mayor (if not a member of the
association) attesting that he is
engaged in the selling of farm
products, vegetable, meat, fish,
and that his source of livelihood
was affected by the calamity
(1 Original)

c. For Pag-IBIG Members or any of | Medical Records Section of the Hospital/
his immediate family members Clinic
afflicted by diseases such as
diarrhea, cholera, skin diseases,
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paralytic shellfish poisoning (red
tide bloom), heat cramps, heat
exhaustion, heat stroke,
chickenpox, measles, and
hypertension

A A Medical Certificate from the
Doctor stating that such
diseasesl/iliness brought by the
onset of calamity
(1 Original)

NOTES:

1. In all instances wherein photocopies are submitted, the original document must be
presented for authentication.

2. Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.

FEES
AGENCY PROCESSING PERSON
SRLSNURSLS ACTIONS TPC’)A\II'D’DE TIME RESPONSIBLE

1. Proceedtothe |1.Provide a queue None 30 Minutes* Information Officer
Information number for the Branch
Officer, get a desired
queue number transaction.
and wait for the
number to be
called.

2. Submit a duly 2. Receive the None 30 Minutes Member Services
accomplished accomplished Officer
MPLAF/CLAF MPLAF/CLAF and MemeerOS?xieces I
and supporting supporting - rrontl
documents to documents. Servicing - Branch
the Member
Services Officer.

2.1Get the STLAR |2.1Evaluate the None | 1 Hour and 30
that will be application form Minutes
issued by the and supporting
Member documents
Services submitted and
Officer. check the

following:

O If the member-
applicant is
eligible
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O If the member-
applicant has
Pag-IBIG MID
No.

Olf the
application
form is
completely
and properly
accomplished
with the
supporting
documents

O The member-
applicat
information in
the system
against the
data indicated
in the
application
form

O If the account
is subject for
reconciliation

O|If with existing
Short-Term
Loan (STL)

OIf with existing
Housing Loan
(HL)

O|If with previous
Claim
application

NOTE:

For disqualified
applications, the
Member Services
Officer shall
indicate the
reason/s for
disqualification in
the application form
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and return the
submitted
documents to the
member-applicant.

2.2 File the
application in
the system and
encode the
member-
applican
details.

2.3 Generate and
issue the STL
Acknowledge-
ment Receipt
(STLAR)
reflecting the
scheduled date
of release of
STL proceeds to
the member-
applicant.

None

None

10 Minutes

30 Minutes

Member Services
Officer
Member Services Il
- Frontline
Servicing - Branch

2.4 At the end of the
day, endorse the
received
application forms
and supporting
documents to
the Head/Branch
Head for review
and approval.

2.5 Review the loan
details of the
member-
applicant
against the
application form
and supporting
documents and
approve/
disapprove the
loan application.

None

None

20 Minutes**

1 Working
Day**

Head/Branch Head
Member Services |l
- Frontline
Servicing - Branch
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2.6 Generate the None 1 Hour Head/Branch Head
List of Approved Member Services |l
STL Application - Frontline
and Certification Servicing - Branch
for
Disbursement.

2.7 Endorse the None 30 Minutes
Certification for
Disbursement to
the Cash
Management
Division (CMD) -

Treasury
Department to
initiate
disbursement.

2.8 Generate/ None 1 Hour Treasury Analyst
prepare the CMD-Treasury
necessary Department
disbursement
documents.

2.9 Sign the None 1 Working Approving
disbursement Day** Authorities
documents to
indicate
approval.

2.10Prepare and None 30 Minutes Financial
approve the Analyst Il

Disbursement FCD-OAD
Voucher (DV).

2.11Sign the DV to None 1 Working Approving
certify the Day** Authorities
availability of
funds for
disbursement.

2.12 Process the None 3 Working Treasury Analyst
release of loan Days** CMD-Treasury

proceeds and
forward the
Letter of
Instruction

Department

Signing Authorities
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(LOI) and email
notification to
the Partner-
Bank for
crediting of
loan proceeds.

2.13 Inform the Data | None | 1 Hour and 30 | Treasury Analyst
Center Minutes CMD-Treasury
Department Department
(DCD) on the
availability of
Feedback File
Report to
initiate the SMS
blasting on the
crediting of
loan proceeds
to the member-
borrower
disbursement
card.

7 Working

TOTAL: None
Days

NOTE: Member-applicant may also submit their loan application and the supporting
documents through the designated Drop Box located within Pag-I1BIG Fund
Branches.

* The time indicated shall include the waiting time of the transacting clients and shall depend on the number on queue.
**The activity is being done in batch and may be done at the end of the day.
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8. Availment of Short-Term Loan (STL) Through Disbursement Card
(Highly Technical)

The Short-Term Loan (STL) program aims to provide financial assistance to Pag-IBIG
Fund members.

A Multi-Purpose Loan (MPL) - to provide financial assistance for the following purposes:

Minor home improvement/home renovation/upgrades;
Livelihood/additional capital in small business;
Tuition/educational expenses;

Health and wellness;

Purchase of appliance and furniture/electronic gadgets;
Payment of utility/credit card bills;

Vacation/travel;

Special events;

Car repair; and

Other needs

OO0 O0O0O00000

A Calamity Loan - to provide immediate financial assistance to Pag-IBIG members in
calamity-stricken areas, as declared by the Office of the President or Sangguniang
Bayan.

This service shall start from the receipt of STL application form and supporting documents
up to the release of loan proceeds through disbursement card to the member-borrower.

Office or A Member Services Il - Frontline Servicing - Branch
Division: A Technical and Administrative Support (TAS)
O Members Contribution Accounting Division (MCAD)
O Short-Term Loan Accounting Division (STLAD)
A Cash Management Division - Treasury Department
A Financial Control Division - Operations Accounting Department

(OAD)
Classification: Highly Technical Transaction
Type of . G2C 1 Government to Client
Transaction:
Who may avail: | The program shall be open to Pag-IBIG member who satisfies the

following requirements:

O Has made at least twenty-four (24) monthly membership savings

(MS);

- A member who has withdrawn his MS due to membership
maturity, or who has optionally withdrawn his MS, shall be
allowed to apply for an MPL/CL provided said member has
subsequently accumulated 24 MS or at least its equivalent
from the cut-off date of membership maturity or optional
withdrawal,
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- A member who does not meet the required 24 MS, may
nevertheless, be allowed to avail of an MPL/CL if his total
savings is at least equivalent to 24 MS, at the rate applicable
to him.

O Has made at least one (1) MS within the last six (6) months prior to
the date of loan application;

O If with existing Pag-IBIG housing loan, the account must not be in
default as of the date of application;

O If with existing MPL and/or Calamity Loan, the account/s must not
be in default as of the date of application;

O Has sufficient proof of income; and

O A resident of the area which is declared calamity-stricken or his
place of work is declared under state of calamity, subject to the
approval of the Management (For calamity loan only).

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

MULTI-PURPOSE LOAN (MPL)
Member

1. Multi-Purpose Loan Application Form
(MPLAF, HQP-SLF-065) (1 Original)

2. Valid ID acceptable to the Fund
(1 Photocopy)

3. Proof of Income
For Formally employed:
The fACertificate o
the back of the application form must
be accomplished by the employer or
submit photocopy of one (1) month
latest payslip duly authenticated by the
companyo6s authori z

For Self Employed, any of the following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
andMayor 6s Per mit/
Permit (1 Photocopy)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Employer

Bureau of Internal Revenue (BIR)/LGU
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Commission Vouchers reflecting
the 1 ssuer6s namg
details (for the last 12 months)
(1 Original)

Bank Statements or passbook for
the last 12 months (in case income
is sourced from foreign remittance,
pension, etc.) (1 Original)

. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for other
PUVSs) (1 Certified True Copy)

Certificate of Engagement issued
by the owner of business
(1 Original)

Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers (OFW),
any of the following:
a. Employment Contract
A Employment Contract between
employee and employer
(1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and
Compensation (CEC)
A CEC written on the

Empl oyer/ Compan)

letterhead (1 Original); or

CEC signed by employer (for
household staff and similarly
situated employees)

(1 Original), supported by a
photocopy of
and passport

t h

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB

Concerned company wherein member has

engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer
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c. ITR filed with the Host Country/
Government (1 Original)
NOTE: If documents are in

foreign language/s,

English translation is

required.

Employer

Filing Through a Representative
1. Multi-Purpose Loan Application Form
(MPLAF, HQP-SLF-065) (1 Original)

. Valid IDs of both parties
(1 Photocopy)

Authorization Letter (1 Original)

4. Proof of Income

For Formally Employed:

The fACertificate
the back of the application form must
be accomplished by the employer or
submit photocopy of one (1) month
latest payslip duly authenticated by the
companyo6s authori z

For Self-Employed, any of the

following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayoro6s Per mi
Permit (1 Photocopy)

(0]

Commission Vouchers reflecting
the i ssuer6s namg
details (for the last 12 months)
(1 Original)

Bank Statements or passbook for
the last 12 months (in case income
is sourced from foreign remittance,
pension, etc.) (1 Original)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Member

Employer

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement

Issuing Bank
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d. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for other
PUVS) (1 Certified True Copy)

e. Certificate of Engagement issued by
the owner of business (1 Original)

f. Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers (OFW),
any of the following:
a. Employment Contract
A Employment Contract between
employee and employer
(1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and
Compensation (CEC)
A CEC written on the
Empl oyer/ Compan
letterhead (1 Original); or
CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original), supported by a
photocopy of th
and passport

c. ITR filed with the Host Country/
Government (1 Original)
NOTE: If documents are in
foreign language/s,
English translation is
required.

CALAMITY LOAN

Member

1. Calamity Loan Application Form
(CLAF, HQP-SLF-066) (1 Original)

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer

Employer

Pag-1BIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-1BIG Fund Branch
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. Valid ID acceptable to the Fund DFA, LTO, PRC, NBI, Local Police Station,
(1 Photocopy) Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

. Proof of Income

For Formally Employed:
The fACertificate ofEmployer
the back of the application form must
be accomplished by the employer or
submit photocopy of one (1) month
latest payslip duly authenticated by the
companyo6s authori z

For Self Employed, any of the following: | Bureau of Internal Revenue (BIR)/LGU

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration and
Mayor 6s Permit/ Bu
(1 Photocopy)

b. Commission Vouchers reflecting the | Concerned company wherein member has
i ssuer 6s name and | engagement
the last 12 months) (1 Original)

c. Bank Statements or passbook for the | Issuing Bank
last 12 months (in case income is
sourced from foreign remittance,
pension, etc.) (1 Original)

d. Transport Franchise issued by LGU, LTFRB
appropriate government agency
(LGU for tricycles, LTFRB for other
PUVSs) (1 Certified True Copy)

e. Certificate of Engagement issued by | Concerned company wherein member has

the owner of business (1 Original) engagement
f. Declaration of Income Pag-1BIG Fund website
(HQP-SLF-136) (1 Original) (www.pagibigfund.gov.ph) or in any

Pag-1BIG Fund Branch
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For Overseas Filipino Workers (OFW),
any of the following:
a. Employment Contract
A Employment Contract between
employee and employer
(1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and

Compensation (CEC)

A CEC written on the
Empl oyer/ Compan
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original), supported by a
photocopy of th
and passport

c. ITR filed with the Host Country/
Government (1 Original)
NOTE: If documents are in

foreign language/s,
English translation if
required.

Employer

Employer

Employer

4.

In case of El Nifio Phenomenon, any of
the following:
a. For farmers, including landlords,
fisher folks, and livestock farmers
A Certification from the Municipal
Agricultural Office (MAO) that
their products were
damaged/killed due to the
calamity (1 Original)

LGU

b. For business owners/market

vendors

A Certification from the Market
Vendors Association or
certification from the Municipal
Mayor (if not a member of the
association) attesting that he is
engaged in the selling of farm
products, vegetable, meat, fish

LGU
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and that his source of livelihood
was affected by the calamity
(1 Original)

c. For Pag-IBIG Members or any of
his immediate family members
afflicted by diseases such as
diarrhea, cholera, skin diseases,
paralytic shellfish poisoning (red
tide bloom), heat cramps, heat
exhaustion, heat stroke,
chickenpox, measles, and
hypertension
A A Medical Certificate from the

Doctor stating that such
diseasesl/iliness brought by the
onset of calamity (1 Original)

Medical Records Section of the Hospital/
Clinic

Filing Through a Representative
1. Calamity Loan Application Form
(CLAF, HQP-SLF-066) (1 Original)

2. Valid IDs of both parties (1 Photocopy)

3. Authorization Letter (1 Original)

4. Proof of Income

For Formally Employed:

The ACertificate o
the back portion of the application form
must be accomplished by the employer
or submit photocopy of one (1) month
latest payslip duly authenticated by the
companyb6s authori z

For Self Employed, any of the following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration and
Mayor s Per mit/ Bu
(1 Photocopy)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Member

Employer

Bureau of Internal Revenue (BIR)/LGU
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Commission Vouchers reflecting the
Il ssuero0s name and
(for the last 12 months) (1 Original)

Bank Statements or passbook for
the last 12 months (in case income
is sourced from foreign remittance,
pensions, etc.) (1 Original)

Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for other
PUVS) (1 Certified True Copy)

Certificate of Engagement issued by
owner of business (1 Original)

Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers (OFW),

any of the followinq:

a.

b. Certificate of

C.

Employment Contract

A Employment Contract between
employee and employer
(1 Photocopy); or

A POEA Standard Contract
(1 Original)

Employment and
Compensation (CEC)

A CEC written on the

Empl oyer/ Company

letterhead (1 Original); or

CEC signed by employer (for
household staff and similarly
situated employees) (1 Original),
supported by a photocopy of the
empl oyerés 1D

ITR filed with the Host Country/

Government (1 Original)

NOTE: If documents are in
foreign languagel/s,
English translation is
required.

a

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer

Employer
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5.

In case of El Nifilo Phenomenon, any of

the following:
a. For farmers, including landlords,
fisher folks, and livestock farmers
A Certification from the Municipal
Agricultural Office (MAO) that
their products were
damaged/killed due to the
calamity (1 Original)

b. For business owners/market
vendors

A Certification from the Market
Vendors Association or
certification from the Municipal
Mayor (if not a member of the
association) attesting that he is
engaged in the selling of farm
products, vegetable, meat, fish,
and that his source of livelihood
was affected by the calamity
(1 Original)

c. For Pag-IBIG Members or any of
his immediate family members
afflicted by diseases such as
diarrhea, cholera, skin diseases,
paralytic shellfish poisoning (red
tide bloom), heat cramps, heat
exhaustion, heat stroke,
chickenpox, measles, and
hypertension

A A Medical Certificate from the
Doctor stating that such
diseasesl/iliness brought by the
onset of calamity (1 Original)

LGU

LGU

Medical Records Section of the Hospital/
Clinic

NOTES:

1.

2.

In all instances wherein photocopies are submitted, the original document must be

presented for authentication.

Company ID must be issued by employers registered with or supervised or regulated

either by the BSP, SEC or IC.
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FEES

issued by the
Member Services
Officer.

and supporting

documents

submitted and
check the
following:

Alf the member-
applicant is
eligible

Alf the member-
applicant has
Pag-1BIG MID
No.

AThe member-
applican

PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS TISAIIBDE TIME RESPONSIBLE

. Proceed to the 1. Provide a queue None | 30 Minutes* | Information Officer
Information number for the Branch
Officer, get a desired
gueue number transaction.
and wait for the
number to be
called.

. Submit a duly 2. Receive the None 30 Minutes Member Services
accomplished accomplished Officer
MPLAF/CLAF MPLAF/CLAF Member Services Il
and supporting and supporting - Frontline Servicing
documents to the documents. - Branch
Member Services
Officer.

2.1Get the STLAR |2.1Evaluate the None 1 Hour and
that will be application form 30 Minutes

information in
the system
against the data
indicated in the
application form
Alf the account is
subject for
reconciliation
Alf with existing
Short-Term
Loan (STL)
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Alf with existing
Housing Loan
(HL)

Alf with previous
Claim
application

NOTE:

For disqualified
applications, the
Member Services
Officer shall indicate
the reason/s for
disqualification in
the application form
and return the
submitted
documents to the
member-applicant.

2.2 File the
application in
the system and
select the
APendi
button.

ng

2.3 Prepare and
issue the STL
Acknowledgem
ent Receipt
(STLAR)
reflecting the
scheduled date
of release of the
STL proceeds,
to the member-
applicant.

None

None

10 Minutes

30 Minutes

Member Services
Officer
Member Services Il
- Frontline Servicing
- Branch

2.4 At the end of

the day,

process the
member-
applican
record

reconciliation.

None

7 Hours

Member Services
Officer
Member Services I
- Frontline Servicing
- Branch
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account
reconciliation,
as applicable.

For verification/
reconciliation of
member-

applicant
record:

OFor MS/SL
adjustment

OFor complex
consolidation/
merging

O For
reconciliation/
data migration

O For editing of
information in

t he memk
subsidiary
ledger

O With account
for reclass due
to erroneously
paid
remittances

2.5 Process the None

12 Working
Days

MC Accounting
Division - Technical
and Administrative

Support
(MCAD-TAS)

ISDD/DCD/Service
Desk Branch

For verification/
reconciliation of

member-
applicant
account:
O If with gap in
posted payment
of loan

amortization

O If subject for
TAV offsetting

O If with in-transit
payment

O With account for
reclass due to
erroneously

STL Accounting
Division - Technical
and Administrative

Support
(STLAD-TAS)

ISDD/DCD/Service
Desk Branch
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paid
amortization

O If for validation
of Account
Payable (AP)

O If with STL
Account under
Legacy system.

2.6 Retrieve the filed
application in the
system and
resume the
processing of
application and
endorse to the
Head/Branch
Head, for review
and approval.

2.7 Review the loan
details of the
member-
applicant against
the application
and the
supporting
documents and
approve/
disapprove the
loan application.

2.8 Generate the List
of Approved STL
Application and
Certification for
Disbursement.

None

None

None

1 Hour and
20 Minutes

1 Working
Day**

1 Hour

Member Services
Officer
Member Services |l
- Frontline Servicing
- Branch

Head/Branch Head

Member Services Il

- Frontline Servicing
- Branch

2.9 Endorse the
Certification for
Disbursement to
the Cash and
Management
Division (CMD) -
Treasury

None

30 Minutes

Head/Branch Head

Member Services Il

- Frontline Servicing
- Branch
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Department to
initiate
disbursement.

?.10 Generate/
prepare the
necessary
disbursement
documents.

2.11 Sign the
disbursement
documents to
indicate
approval.

2.12 Prepare and
approve the
Disbursement
Voucher (DV).

2.13 Sign the DV to
certify the
availability of
funds for
disbursement.

None

None

None

None

1 Hour

1 Working
Day**

30 Minutes

1 Working
Day *k%k

Treasury Analyst
CMD-Treasury
Department

Approving
Authorities

Financial
Analyst Il
FCD-OAD

Approving
Authorities

2.14 Process the
release of loan
proceeds and
forward the
Letter of
Instruction (LOI)
and email
notification to
the Partner-
Bank for
crediting of loan
proceeds.

2.15 Inform the Data
Center
Department
(DCD) on the
availability of
Feedback File

None

None

3 Working
Days**

1 Hour and
30 Minutes

Treasury Analyst
CMD-Treasury
Department

Signing Authorities

Treasury Analyst
CMD-Treasury
Department
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Report to initiate
the SMS
blasting on the
crediting of loan
proceeds to the
member-
borrower ¢
disbursement
card.

20 Working
Days
NOTE: Member-applicant may also submit their loan application and the supporting

documents through the designated Drop Box located within Pag-IBIG Fund

Branches.
* The time indicated shall include the waiting time of the transarithghdi¢despend on the number on queue.
**The activity is being done in batch and may be done at the end of the day.

TOTAL: | None
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9. Availment of Short-Term Loan (STL) Through Payroll Account Card
(Complex)

The Short-Term Loan (STL) program aims to provide financial assistance to Pag-IBIG
Fund members.

A Multi-Purpose Loan (MPL) - to provide financial assistance for the following
purposes:

Minor home improvement/home renovation/upgrades;
Livelihood/additional capital in small business;
Tuition/educational expenses;

Health and wellness;

Purchase of appliance and furniture/electronic gadgets;
Payment of utility/credit card bills;

Vacation/travel;

Special events;

Car repair; and

Other needs

OO0000000:0: 0O

A Calamity Loan - to provide immediate financial assistance to Pag-IBIG members in
calamity-stricken areas, as declared by the Office of the President or Sangguniang
Bayan.

This service shall start from the receipt of STL application form and supporting documents
up to the release of loan proceeds through Payroll Account to the member-borrower.

Office or A Member Services Il - Frontline Servicing - Branch

Division: A Technical and Administrative Support (TAS)

O Cash and Administrative Services Division (CASD)

O General Accounting and Budget Management Division
(GABMD)

Classification: | Complex Transaction

Type of
Transaction:
Who may avail: | The program shall be open to Pag-IBIG member who satisfies the
following requirements:

G2C i1 Government to Client

O Has made at least twenty-four (24) monthly membership savings

(MS);

- A member who has withdrawn his MS due to membership
maturity, or who has optionally withdrawn his MS, shall be allowed
to apply for an MPL/CL provided said member has subsequently
accumulated 24 MS or at least its equivalent from the cut-off date
of membership maturity or optional withdrawal;
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- A member who does not meet the required 24 MS, may
nevertheless, be allowed to avail of an MPL/CL if his total savings
is at least equivalent to 24 MS, at the rate applicable to him.

O Has made at least one (1) MS within the last six (6) months prior to
the date of loan application;

O If with existing Pag-IBIG housing loan, the account must not be in
default as of the date of application;

O If with existing MPL and/or Calamity Loan, the account/s must not
be in default as of the date of application;

O Has sufficient proof of income; and

O A resident of the area which is declared calamity-stricken or his
place of work is declared under state of calamity, subject to the
approval of the Management (For calamity loan only).

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

MULTI-PURPOSE LOAN (MPL)
Member
1. Multi-Purpose Loan Application Form | Pag-IBIG Fund website

(MPLAF, HQP-SLF-065) (1 Original) (www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

2. Valid ID acceptable to the Fund DFA, LTO, PRC, NBI, Local Police Station,

(1 Photocopy) Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

3. Proof of Income

For Formally employed:
The ACertificat e o] Employer
the back of the application form must
be accomplished by the employer or
submit photocopy of one (1) month
latest payslip duly authenticated by the
companyo6s authori z

For Self Employed, any of the following:

a. Income Tax Return (ITR), Audited | Bureau of Internal Revenue (BIR)/LGU
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayoro6s Perm
Permit (1 Photocopy)
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b. Commission Vouchers reflecting
the issuerod6s nam
details (for the last 12 months)

(1 Original)

c. Bank Statements or passbook for
the last 12 months (in case income
is sourced from foreign remittance,
pension, etc.) (1 Original)

d. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for other
PUVSs) (1 Certified True Copy)

e. Certificate of Engagement issued
by the owner of business
(1 Original)

f. Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers (OFW),
any of the following:
a. Employment Contract
A Employment Contract between
employee and employer
(1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and
Compensation (CEC)

A CEC written on the

Empl oyer/ Compan
letterhead (1 Original); or

CEC signed by employer (for
household staff and similarly
situated employees)

(1 Original), supported by a
photocopy of tl
and passport

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB

Concerned company wherein member has

engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer
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c. ITR filed with the Host Country/
Government (1 Original)
NOTE: If documents are in
foreign language/s,
English translation is
required.

Employer

Filing Through a Representative

1. Multi-Purpose Loan Application Form
(MPLAF, HQP-SLF-065)
(1 Original)

Valid IDs of both parties
(1 Photocopy)

Authorization Letter (1 Original)

4. Proof of Income
For Formally Employed:
The ACertificate o

the back of the application form must
be accomplished by the employer or
submit photocopy of one (1) month
latest payslip duly authenticated by the
companyé6s authori z

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayoro6s Perm
Permit (1 Photocopy)

Commission Vouchers reflecting
the issuerdés nam
details (for the last 12 months)

(1 Original)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Member

Employer

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement
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c. Bank Statements or passbook for
the last 12 months (in case income
is sourced from foreign remittance,
pension, etc.) (1 Original)

Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for other
PUVSs) (1 Certified True Copy)

Certificate of Engagement issued
by the owner of business
(1 Original)

f. Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers (OFW),
any of the following:
a. Employment Contract
A Employment Contract between
employee and employer
(1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and
Compensation (CEC)

A CEC written on the

Empl oyer/ Compan
letterhead (1 Original); or
CEC signed by employer (for
household staff and similarly
situated employees)

(1 Original), supported by a
photocopy of t
and passport

h

c. ITR filed with the Host Country/
Government (1 Original)
NOTE: If documents are in

foreign language/s,

English translation is

required.

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer

Employer
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CALAMITY LOAN

Member

1. Calamity Loan Application Form
(CLAF, HQP-SLF-066) (1 Original)

. Valid ID acceptable to the Fund
(1 Photocopy)

Proof of Income

For Formally Employed:

The nAnCertificate
the back of the application form must
be accomplished by the employer or
submit photocopy of one (1) month
latest payslip duly authenticated by the
companyo6és authori z

o

For Self Employed, any of the following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration and
Mayor 6s Permit/ Bu
(1 Photocopy)

Commission Vouchers reflecting the
i ssuerb6s name and
(for the last 12 months) (1 Original)

Bank Statements or passbook for
the last 12 months (in case income
is sourced from foreign remittance,
pension, etc.) (1 Original)

Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for other
PUVSs) (1 Certified True Copy)

e. Certificate of Engagement issued
by the owner of business
(1 Original)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/lGOCC, NCWPD, DSWD, IBP,
PSA or Employer

Employer

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement
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f. Declaration of Income Pag-IBIG Fund website
(HQP-SLF-136) (1 Original) (www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract Employer
A Employment Contract between
employee and employer
(1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and Employer

Compensation (CEC)

A CEC written on the
Empl oyer/ Compan
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original), supported by a
photocopy of th
and passport

c. ITR filed with the Host Country/ Employer
Government (1 Original)
NOTE: If documents are in
foreign language/s, English
translation is required.

4. In case of EI Nifio Phenomenon, any
of the following:
a. For farmers, including landlords, LGU
fisher folks, and livestock farmers
A Certification from the Municipal
Agricultural Office (MAO) that
their products were
damaged/killed due to the
calamity (1 Original)
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b. For business owners/market LGU

vendors

A Certification from the Market
Vendors Association or
certification from the Municipal
Mayor (if not a member of the
association) attesting that he is
engaged in the selling of farm
products, vegetable, meat, fish
and that his source of livelihood
was affected by the calamity
(1 Original)

c. For Pag-IBIG Members or any of Medical Records Section of the Hospital/

his immediate family members Clinic

afflicted by diseases such as

diarrhea, cholera, skin diseases,

paralytic shellfish poisoning (red

tide bloom), heat cramps, heat

exhaustion, heat stroke,

chickenpox, measles, and

hypertension

A A Medical Certificate from the
Doctor stating that such
diseases/iliness brought by the
onset of calamity (1 Original)

Filing Through a Representative

1. Calamity Loan Application Form Pag-IBIG Fund website
(CLAF, HQP-SLF-066) (1 Original) (www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch
2. Valid IDs of both parties DFA, LTO, PRC, NBI, Local Police Station,
(1 Photocopy) Post Office, COMELEC, Barangay, GSIS,

SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

3. Authorization Letter (1 Original) Member
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4. Proof of Income

For Formally Employed:
The ACertificat e of Employer
the back portion of the application form
must be accomplished by the employer
or submit photocopy of one (1) month

latest payslip duly authenticated by the
companyo6s authori z

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited | Bureau of Internal Revenue (BIR)/LGU
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration and
Ma y o Pefrst/Business Permit
(1 Photocopy)

b. Commission Vouchers reflecting the | Concerned company wherein member has
i ssuer 6s name an dengagement
(for the last 12 months) (1 Original)

c. Bank Statements or passbook for Issuing Bank
the last 12 months (in case income
is sourced from foreign remittance,
pensions, etc.) (1 Original)

d. Transport Franchise issued by LGU, LTFRB
appropriate government agency
(LGU for tricycles, LTFRB for other
PUVSs) (1 Certified True Copy)

e. Certificate of Engagement issued by | Concerned company wherein member has

owner of business (1 Original) engagement
f. Declaration of Income Pag-IBIG Fl{nd website .
(HQP-SLF-136) (1 Original) (www.pagibigfund.gov.ph) or in any

Pag-IBIG Fund Branch

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract Employer
A Employment Contract between
employee and employer
(1 Photocopy); or
A POEA Standard Contract
(1 Original)
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b. Certificate of Employment and Employer

Compensation (CEC)

A CEC written on the
Empl oyer/ Compar
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original), supported by a
photocopy of tH
and passport

c. ITR filed with the Host Country/ Employer
Government (1 Original)
NOTE: If documents are in

foreign language/s,
English translation is
required.

5. In case of El Nifio Phenomenon, any
of the following:

a. For farmers, including landlords, LGU
fisher folks, and livestock farmers
ACertification from the Municipal

Agricultural Office (MAO) that
their products were
damaged/killed due to the
calamity (1 Original)

b. For business owners/market LGU

vendors

A Certification from the Market
Vendors Association or
certification from the Municipal
Mayor (if not a member of the
association) attesting that he is
engaged in the selling of farm
products, vegetable, meat, fish
and that his source of livelihood
was affected by the calamity
(1 Original)
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c. For Pag-IBIG Members or any of | Medical Records Section of the Hospital/

his immediate family members Clinic

afflicted by diseases such as

diarrhea, cholera, skin diseases,

paralytic shellfish poisoning (red

tide bloom), heat cramps, heat

exhaustion, heat stroke,

chickenpox, measles, and

hypertension

A A Medical Certificate from the
Doctor stating that such
diseases/iliness brought by the
onset of calamity (1 Original)

NOTES:

1. In all instances wherein photocopies are submitted, the original document must be
presented for authentication.

2. Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.

FEES
PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS T|:E,)A\I|3DE TIME RESPONSIBLE

1. Proceed to the |1. Provide a queue None | 30 Minutes* | Information Officer
Information number for the Branch
Officer, get a desired
gueue number transaction.
and wait for the
number to be
called.

2. Submitaduly |2. Receive the None 30 Minutes Member Services
accomplished accomplished Officer
MPLAF/CLAF MPLAF/CLAF and Member Services Il
and supporting supporting - Frontline Servicing
documents to documents. - Branch
the Member
Services
Officer.

2.1 Getthe 2.1Evaluate the None 1 Hour and Member Services

STLAR that application form 30 Minutes Officer

will be issued and supporting Member Services Il

by the Member |  documents - Frontline Servicing
submitted and - Branch
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Services checks the
Officer. following:
Af the member-
applicant is
eligible

AOf the member-
applicant has
Pag-IBIG MID
No.

OThe member-
applicant
information in the
in the system
against the data
indicated in the
application form

Qf the account is
subject for
reconciliation

Qf with existing
Short-Term Loan
(STL)

QOf with existing
Housing Loan
(HL)

Qf with previous
Claim application

NOTE:

For disqualified
applications, the
Member Services
Officer shall indicate
the reason/s for
disqualification in the
application form and
return the submitted
documents to the
member-applicant.
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2.2 File the None 10 Minutes Member Services
application in the Officer
system and Member Services Il
encode the - Frontline Servicing
member- - Branch
applicant
details.

2.3 Generate and None 30 Minutes
issue the STL
Acknowledgement

Receipt (STLAR)
reflecting the
scheduled date of
release of the STL
proceeds, to the
member-applicant,

2.4 At the end of the None | 20 Minutes**
day, endorse the
received
applications form
and supporting
documents to the
Head/Branch
Head, for review
and approval.

2.5 Review the loan None 1 Working Head/Branch Head

details of the Day** Member Services I
member-applicant - Frontline Servicing
against the - Branch

application form
and supporting
documents and
approve/
disapprove the
loan application.

2.6 Generate the List None 1 Hour
of Approved STL
Application and
Certification for
Disbursement.
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2.7 Endorse the List of
Approved STL
Application and
Certification for
Disbursement to
the Cash and
Administrative
Services Division -
Technical and
Administrative
Support (CASD-
TAS) to initiate
disbursement.

2.8 Generate/prepare
the necessary
disbursement
documents.

2.9 Sign the
disbursement
documents to
indicate
approval.

2.10 Review the
disbursement
transaction for
funding.

2.11 Sign the manual
DV to certify the
availability of
funds for
disbursement.

2.12Facilitate the
signing of manual
DV and endorse
the Letter of
Instruction (LOI)
to the concerned
Partner-Bank for
crediting of loan
proceeds.

None

None

None

None

None

None

30 Minutes

1 Hour

1 Working
Day**

30 Minutes

1 Working
Day**

3 Working
Days**

Cashier Il
CASD-TAS

Approving
Authorities

Financial Specialist
GABMD-TAS

Approving
Authorities

Cashier Il
CASD-TAS

Signing Authorities
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2.13 Once credited, None 1 Hour and Cashier Il
send the request 30 Minutes CASD-TAS
to the Computer
Operations

(ComOps) Task
Force for the
SMS notification
regarding the
crediting of STL
proceeds to the
member-
borrower ¢

payroll account.
TOTAL: | None | ' Working
Days

NOTE: Member-applicant may also submit their loan application and the supporting
documents through the designated Drop Box located within Pag-I1BIG Fund
Branches.

* The time indicated shall include the waiting timnansitttng clients and shall depend on the number on queue.
**The activity is being done in batch and may be done at the end of the day.
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10. Availment of Short-Term Loan (STL) Through Payroll Account Card
(Highly Technical)

The Short-Term Loan (STL) program aims to provide financial assistance to Pag-IBIG
Fund members.

A Multi-Purpose Loan (MPL) - to provide financial assistance for the following purposes:

O Minor home improvement/home renovation/upgrades;
O Livelihood/additional capital in small business;

O Tuition/educational expenses;

O Health and wellness;

O Purchase of appliance and furniture/electronic gadgets;
O Payment of utility/credit card bills;

O Vacation/travel;

O Special events;

O Car repair; and

O Other needs

A Calamity Loan - to provide immediate financial assistance to Pag-IBIG members in
calamity-stricken areas, as declared by the Office of the President or Sangguniang
Bayan.

This service shall start from the receipt of STL application form and supporting documents
up to the release of loan proceeds through Payroll Account to the member-borrower.

Office or A Member Services Il - Frontline Servicing - Branch

Division: A Technical and Administrative Support (TAS)

O Members Contribution Accounting Division (MCAD)

O Short-Term Loan Accounting Division (STLAD)

O Cash and Administrative Services Division (CASD)

O General Accounting and Budget Management Division (GABMD)

Classification:| Highly Technical Transaction

e . | G2C i Government to Client

Transaction:

Who may The program shall be open to Pag-IBIG member who satisfies the
avail: following requirements:

O Has made at least twenty-four (24) monthly membership savings

(MS);

- A member who has withdrawn his MS due to membership
maturity, or who has optionally withdrawn his MS, shall be
allowed to apply for an MPL/CL provided said member has
subsequently accumulated 24 MS or at least its equivalent from
the cut-off date of membership maturity or optional withdrawal;
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- A member who does not meet the required 24 MS, may
nevertheless, be allowed to avail of an MPL/CL if his total savings
is at least equivalent to 24 MS, at the rate applicable to him.

O Has made at least one (1) MS within the last six (6) months prior to
the date of loan application;

O If with existing Pag-IBIG housing loan, the account must not be in
default as of the date of application;

O If with existing MPL and/or Calamity Loan, the account/s must not be
in default as of the date of application;

O Has sufficient proof of income; and

O Aresident of the area which is declared calamity-stricken or his place
of work is declared under state of calamity, subject to the approval of

the Management (For calamity loan only).

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

MULTI-PURPOSE LOAN (MPL)

Member

1. Multi-Purpose Loan Application
Form (MPLAF, HQP-SLF-065)
(1 Original)

2. Valid ID acceptable to the Fund
(1 Photocopy)

3. Proof of Income
For Formally employed:
The fACertificate
at the back of the application form
must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
aut henticated by
authorized signatory.

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayor 6s Per nm
Permit (1 Photocopy)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Employer

Bureau of Internal Revenue (BIR)/LGU
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b. Commission Vouchers reflecting
the 1 ssuerds nanm
details (for the last 12 months)

(1 Original)

c. Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

d. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)

e. Certificate of Engagement issued
by the owner of business
(1 Original)

f. Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers (OFW),

any of the following:
a. Employment Contract
A Employment Contract between
employee and  employer
(1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and

Compensation (CEC)

A CEC written on the
Empl oyer / Compal
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original), supported by a
photocopy of t|l

ID and passport

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer
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C.

ITR filed with the Host Country/

Employer

.3

Government (1 Original)

NOTE: If documents are in
foreign language/s,
English translation is
required.

Filing Through a Representative
1. Multi-Purpose Loan Application
Form (MPLAF, HQP-SLF-065)
(1 Original)

Valid IDs of both parties
(1 Photocopy)

Authorization Letter (1 Original)

Proof of Income

For Formally Employed:

The fACertificate
at the back of the application form
must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
authenticated
authorized signatory.

by

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayoro6s Perm
Permit (1 Photocopy)

Commission Vouchers reflecting
the issuerdés nam
details (for the last 12 months)
(1 Original)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any

Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,

Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Member

Employer

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement
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c

e.

. Bank Statements or passbook for
the last 12 months (in case income

is sourced from foreign remittance,
pension, etc.) (1 Original)

Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)

Certificate of Engagement issued
by the owner of business
(1 Original)

Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers
(OFW), any of the following:

a. Employment Contract

A Employment Contract
between employee and
employer (1 Photocopy); or

A POEA Standard Contract
(1 Original)

Certificate of Employment and

Compensation (CEC)

A CEC written on the
Empl oyer/ Compa
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original), supported by a
photocopy of t
ID and passport

ITR filed with the Host Country/

Government (1 Original)

NOTE: If documents are in
foreign languagel/s,
English translation is
required.

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer

Employer
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CALAMITY LOAN
Member
1. Calamity Loan Application Form

(CLAF, HQP-SLF-066) (1 Original)

. Valid ID acceptable to the Fund
(1 Photocopy)

. Proof of Income

For Formally Employed:

The fACertificate
at the back of the application form
must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
authenticated
authorized signatory.

by

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayor 6s Pern
Permit (1 Photocopy)

b. Commission Vouchers reflecting
the i ssuerds nar
details (for the last 12 months)

(1 Original)

c. Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

d. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Employer

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB
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e. Certificate of Engagement issued | Concerned company wherein member has

by the owner of business engagement
(1 Original)

f. Declaration of Income Pag-IBIG Fund website
(HQP-SLF-136) (1 Original) (www.pagibigfund.gov.ph) or in any

Pag-IBIG Fund Branch

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract Employer
A Employment Contract between
employee and employer
(1 Photocopy); or
A POEA Standard Contract
(1 Original)

b. Certificate of Employment and Employer

Compensation (CEC)

A CEC written on the
Empl oyer/ Compal
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original), supported by a
photocopy of t|
ID and passport

c. ITR filed with the Host Country/ Employer
Government (1 Original)
NOTE: If documents are in

foreign language/s,
English translation is
required.

4. In case of El Nifio Phenomenon, any
of the following:
a. For farmers, including landlords, |LGU
fisher folks, and livestock farmers
A Certification from the
Municipal Agricultural Office
(MAOQ) that their products
were damaged/killed due to
the calamity (1 Original)
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b. For business owners/market LGU

vendors

A Certification from the Market
Vendors Association or
certification from the
Municipal Mayor (if not a
member of the association)
attesting that he is engaged
in the selling of farm
products, vegetable, meat,
fish and that his source of
livelihood was affected by the
calamity (1 Original)

c. For Pag-1BIG Members or any of | Medical Records Section of the Hospital/
his immediate family members Clinic
afflicted by diseases such as
diarrhea, cholera, skin diseases,
paralytic shellfish poisoning (red
tide bloom), heat cramps, heat
exhaustion, heat stroke,
chickenpox, measles, and
hypertension
A A Medical Certificate from the
Doctor stating that such
diseases/iliness brought by
the onset of calamity
(1 Original)

Filing Through a Representative
1. Calamity Loan Application Form Pag-IBIG Fund website

(CLAF, HQP-SLF-066) (1 Original) (www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

2. Valid IDs of both parties DFA, LTO, PRC, NBI, Local Police Station,

(1 Photocopy) Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

3. Authorization Letter (1 Original) Member

4. Proof of Income

For Formally Employed:
The AnCertificat e |Employer
the back portion of the application
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form must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
authenticated by
authorized signatory.

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayoro6s Perm
Permit (1 Photocopy)

b. Commission Vouchers reflecting
the i ssuerod6és nam
details (for the last 12 months)

(1 Original)

c. Bank Statements or passbook for
the last 12 months (in case income
is sourced from foreign remittance,
pensions, etc.) (1 Original)

d. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for other
PUVSs) (1 Certified True Copy)

e. Certificate of Engagement issued
by owner of business (1 Original)

f. Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract
A Employment Contract
between employee and
employer (1 Photocopy); or
A POEA Standard Contract
(1 Original)

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer
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b. Certificate of Employment and | Employer
Compensation (CEC)

A CEC  written on  the
Empl oyer/ Compai
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)

(1 Original), supported by a
photocopy of ¢t
ID and passport

c. ITR filed with the Host Country/ Employer
Government (1 Original)
NOTE: If documents are in

foreign language/s,
English translation is
required.

5. In case of El Nifio Phenomenon, any
of the following:
a. For farmers, including landlords, | LGU
fisher folks, and livestock farmers
A Certification from the
Municipal Agricultural Office
(MAO) that their products
were damaged/killed due to
the calamity (1 Original)

b. For business owners/market LGU

vendors

A Certification from the Market
Vendors Association or
certification from the
Municipal Mayor (if not a
member of the association
attesting that he is engaged in
the selling of farm products,
vegetable, meat, fish, and
that his source of livelihood
was affected by the calamity
(1 Original)
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c. For Pag-IBIG Members or any of
his immediate family members
afflicted by diseases such as
diarrhea, cholera, skin diseases,
paralytic shellfish poisoning (red
tide bloom), heat cramps, heat
exhaustion, heat stroke,
chickenpox, measles, and

hypertension

A A Medical Certificate from the
Doctor stating that such
diseases/iliness brought by
the onset of calamity
(1 Original)

Medical Records Section of the Hospital/

Clinic

NOTES:
In all instances wherein photocopies are submitted, the original document must be
presented for authentication.
2. Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.

1.

FEES
PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS TSA\?DE TIME RESPONSIBLE
1. Proceedto 1. Provide a queue None | 30 Minutes* Information Officer

the number for the Branch

Information desired

Officer, get a transaction.

queue

number and

wait for the

number to

be called.

2. Submit a duly | 2. Receive the None 30 Minutes Member Services
accomplished accomplished Officer
MPLAF/CLAF | MPLAF/CLAF and Member Services Il -
and supporting Frontline Servicing -
supporting documents. Branch
documents to
the Member
Services
Officer.
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2.1 Evaluate the
application form
and supporting
documents
submitted, and
check the
following:

O If the member-
applicant is
eligible

O If the member-
applicant has
Pag-1BIG MID
No.

O The member-
applicanit
information in the
system against
the data
indicated in the
application form

Olf the account is
subject for
reconciliation

OIf with existing
Short-Term Loan
(STL)

O If with existing
Housing Loan
(HL)

O If with previous
Claim application

NOTE:

For disqualified
applications, the
Member Services
Officer shall indicate
the reason/s for
disqualification in the
application form and
return the submitted
documents to the
member-applicant.

None

1 Hour and
30 Minutes
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2.2File the application
in the system and
select the
APendingo

2.3Prepare and issue
the STL
Acknowledgement
Receipt (STLAR)
reflecting the
scheduled date of
release of the STL
proceeds to the
member-applicant.

2.4 At the end of the
day, process the
member-
applicant
reconciliation.

2.5Process the
account
reconciliation, as
applicable:

For verification/

reconciliation of

member-

applicant

OFor MS/SL
adjustment

OFor complex
consolidation/
merging

OFor
reconciliation/
data migration

OFor editing of
information in the
member 6s
subsidiary ledger

OWith account for
reclass due to
erroneously paid
remittances

None

None

None

None

10 Minutes

30 Minutes

7 Hours

12 Working
Days

Member Services
Officer
Member Services Il -
Frontline Servicing -
Branch

Member Services
Officer
Member Services Il -
Frontline Servicing -
Branch

MC Accounting
Division -Technical
and Administrative

Support
(MCAD-TAS)

ISDD/DCD/Service
Desk Branch
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For verification/
reconciliation of

member-
applicant
account:

OIf with gap in

posted payment
of loan
amortization

OIf subject for TAV
offsetting

OIf with in-transit
payment

OWith account for
reclass due to
erroneously paid
amortization

OIf for validation of
Accounts
Payable (AP)

OIf with STL
Account under
Legacy system

2.6 Retrieve the filed

application in the
system and
resume the
processing of
application and
endorse to the
Head/Branch Head
for review and
approval.

2.7Review the loan

details of the
member-applicant
against the
application form
and supporting
documents and
approve/
disapprove the
loan application.

None

None

1 Hour and
20 Minutes

1 Working
Day**

STL Accounting
Division - Technical
and Administrative

Support
(STLAD-TAS)

ISDD/DCD/Service
Desk Branch

Member Services
Officer
Member Services Il -
Frontline Servicing -
Branch

Head/Branch Head

Member Services Il -

Frontline Servicing -
Branch
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Generate the List
of Approved STL
Application and
Certification for
Disbursement.

2.8

Endorse the List of
Approved STL
Application and
Certification for
Disbursement to
the Cash and
Administrative
Services Division -
Technical and
Administrative
Support (CASD-
TAS) to initiate
disbursement.

2.9

2.10 Generate/
prepare the
necessary
disbursement
documents.

2.11 Sign the
disbursement
documents to
indicate
approval.

2.12 Review the
disbursement
transaction for
funding.

2.13 Sign the manual
DV to certify the
availability of
funds for
disbursement.

None

None

None

None

None

None

1 Hour

30 Minutes

1 Hour

1 Working
Day**

30 Minutes

1 Working
Day**

Head/Branch Head

Member Services Il -

Frontline Servicing -
Branch

Cashier Il
CASD-TAS

Approving
Authorities

Financial Specialist
GABMD-TAS

Approving
Authorities
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2.14 Facilitate the None 3 Working Cashier Il
signing of manual Days** CASD-TAS
DV and endorse o N
the Letter of Signing Authorities

Instruction (LOI)
to the concerned
Partner-Bank for
crediting of loan

proceeds.

2.15 Once credited, None 1 Hour and Casbhier IlI
send a request to 30 Minutes CASD-TAS
the Computer
Operations

(ComOps) Task
Force for the
SMS notification
regarding the
crediting of STL
proceeds to the

member-
borrower ¢
account.
TOTAL: | None | 20 Working
Days

NOTE: Member-applicant may also submit their loan application and the supporting
documents through the designated Drop Box located within Pag-IBIG Fund
Branches.

* The time indicated shall include the waiting time of the transacting clients and shall depend on the number on queue.

**The activity is being done in batch and may be done at the end of the day.
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11. Availment of Short-Term Loan (STL) Through Virtual
Pag-IBIG (Complex)

The Short-Term Loan (STL) program aims to provide financial assistance to Pag-IBIG
Fund members.

A Multi-Purpose Loan (MPL) - to provide financial assistance for the following purposes:

Minor home improvement/home renovation/upgrades;
Livelihood/additional capital in small business;
Tuition/educational expenses;

Health and wellness;

Purchase of appliance and furniture/electronic gadgets;
Payment of utility/credit card bills;

Vacation/travel,

Special events;

Car repair; and

Other needs

OO0 O00O00000

A Calamity Loan - to provide immediate financial assistance to Pag-IBIG members in
calamity-stricken areas, as declared by the Office of the President

This service shall start from the receipt of STL application form and supporting documents
up to the release of loan proceeds through disbursement card to the member-borrower.

Office or A Member Services Il - Frontline Servicing - Branch
Division: A Cash Management Division - Treasury Department
A Financial Control Division - Operations Accounting Department
(OAD)
Classification:| Complex Transaction
Type of . | G2C1 Government to Client
Transaction:
Who may The program shall be open to Pag-IBIG member who satisfies the
avail: following requirements:

O Has made at least twenty-four (24) monthly membership savings

(MS);

- A member who has withdrawn his MS due to membership
maturity, or who has optionally withdrawn his MS, shall be
allowed to apply for an MPL/CL provided said member has
subsequently accumulated 24 MS or at least its equivalent from
the cut-off date of membership maturity or optional withdrawal,
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- A member who does not meet the required 24 MS, may
nevertheless, be allowed to avail of an MPL/CL if his total
savings is at least equivalent to 24 MS, at the rate applicable to
him.

O Has made at least one (1) MS within the last six (6) months prior to
the date of loan application;

O If with existing Pag-IBIG housing loan, the account must not be in
default as of the date of application;

O If with existing MPL and/or Calamity Loan, the account/s must not
be in default as of the date of application;

O Has sulfficient proof of income; and

O A resident of the area which is declared calamity-stricken or his
place of work is declared under state of calamity, subject to the
approval of the Management (For calamity loan only).

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
MULTI-PURPOSE LOAN (MPL)
Member
1. Multi-Purpose Loan Application Pag-IBIG Fund website
Form (MPLAF, HQP-SLF-065) (www.pagibigfund.gov.ph) or in any
(1 Original) Pag-IBIG Fund Branch
2. Valid ID acceptable to the Fund DFA, LTO, PRC, NBI, Local Police Station,
(1 Photocopy) Post Office, COMELEC, Barangay, GSIS,

SSS, LGU, OWWA, POEA, MARINA, Bl,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

3. Proof of Income
For Formally employed:
The fACertificate Employer
at the back of the application form
must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
aut henticated by
authorized signatory.

For Self Employed, any of the

following:
a. Income Tax Return (ITR), Bureau of Internal Revenue (BIR)/LGU

Audited Financial Statements,
and Official Receipt of tax
payment from bank supported
with DTI Registration and
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f.

For Overseas Filipino Workers

. Transport Franchise issued by

Mayor s Per mit/ I

(1 Photocopy)

Commission Vouchers reflecting
the 1 ssuerds nafi
details (for the last 12 months)

(1 Original)

Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)

Certificate of Engagement issued
by the owner of business
(1 Original)

Declaration of Income
(HQP-SLF-136) (1 Original)

(OFW), any of the following:

a. Employment Contract
A Employment Contract

A POEA Standard Contract

between employee and
employer
(1 Photocopy); or

(1 Original)

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer
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b. Certificate of Employment and
Compensation (CEC)
A CEC written on the
Empl oyer/ Compa
letterhead (1 Original); or
CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original), supported by a
photocopy of
ID and passport

ITR filed with the Host Country/

Government (1 Original)

NOTE: If documents are in
foreign language/s,
English translation is
required.

t

C.

Employer

Employer

CALAMITY LOAN

Member

1. Calamity Loan Application Form
(CLAF, HQP-SLF-066) (1 Original)

Valid ID acceptable to the Fund
(1 Photocopy)

. Proof of Income
For Formally Employed:
The fACertificate
at the back of the application form
must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
aut henticated
authorized signatory.

by

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, B,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Employer
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For Self Employed, any of the

following:

a. Income Tax Return (ITR), Bureau of Internal Revenue (BIR)/LGU
Audited Financial Statements,
and Official Receipt of tax
payment from bank supported
with DTl Registration and
Mayor 6s Per mit /I
(1 Photocopy)

b. Commission Vouchers reflecting
the 1 ssuerds nafi
details (for the last 12 months)

(1 Original)

Concerned company wherein member has
engagement

c. Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

d. Transport Franchise issued by LGU, LTFRB
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Issuing Bank

Copy)
e. Certificate of Engagement issued | Concerned company wherein member has
by the owner of business engagement
(1 Original)
f. Declaration of Income Pag-IBIG Fund website
(HQP-SLF-136) (1 Original) (www.pagibigfund.gov.ph) or in any

Pag-IBIG Fund Branch

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract Employer
A Employment Contract
between employee and
employer (1 Photocopy); or
A POEA Standard Contract
(1 Original)
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b. Certificate of Employment and | Employer

Compensation (CEC)

A CEC written on the
Empl oyer/ Compas
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)
(1 Original), supported by a
photocopy of t
ID and passport

c. ITR filed with the Host Country/ | Employer
Government (1 Original)
NOTE: If documents are in

foreign language/s,
English translation is
required.

4. In case of El Nifio Phenomenon, any
of the following:

a. For farmers, including landlords, | LGU
fisher folks, and livestock
farmers
A Certification from the

Municipal Agricultural Office
(MAO) that their products
were damaged/killed due to
the calamity (1 Original)

b. For business owners/market LGU

vendors

A Certification from the Market
Vendors Association or
certification from the
Municipal Mayor (if not a
member of the association)
attesting that he is engaged in
the selling of farm products,
vegetable, meat, fish and that
his source of livelihood was
affected by the calamity
(1 Original)
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c. For Pag-IBIG Members or any of | Medical Records Section of the Hospital/
his immediate family members Clinic
afflicted by diseases such as
diarrhea, cholera, skin diseases,
paralytic shellfish poisoning (red
tide bloom), heat cramps, heat
exhaustion, heat stroke,
chickenpox, measles, and
hypertension
A A Medical Certificate from the
Doctor stating that such
diseasesl/ilinesses brought by
the onset of calamity
(1 Original)

NOTES:

1. Upon online filing, prepare photo/scanned copy of the supporting documents and
selfie photo showing ID card and cash card.

2. In all instances wherein photocopies are submitted, the original document must be
presented for authentication.

3. Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.

FEES
PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS TSA\?DE TIME RESPONSIBLE
1.Access the 1. On scheduled None 30 Minutes Member Services
Pag-IBIG Fund date, access the Officer
website and file | system and view Member Services Il
the MPL/ the online STL - Frontline Servicing
Calamity Loan application - Branch
online through through Virtual
Virtual Pag-IBIG.
Pag-IBIG.
1.1 Select the None 30 Minutes
application for
processing.
1.2 Check the None 15 Minutes
completeness and
correctness of the
documents
submitted.
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1.3 Encode the None 15 Minutes
me mber 6s
Pag-IBIG MID No.

and view the
member-
applicant

1.4 Verify the None 1 Hour and
member- 50 Minutes
applicant

15Sel ect t hl None 10 Minutes
button to proceed

with the
processing.

1.6 Review the loan None 1 Working Head/Branch Head
details of the Day** Member Services ||
member-applicant - Frontline Servicing
and approve/ - Branch

disapprove the
loan application.

NOTE:

In case of
disapproval, an SMS
notification shall be
sent to the
concerned member-
applicant regarding
the disapproval of his
STL application.

1.7 Generate the List | None 1 Hour
of Approved STL
Application and
Certification for
Disbursement.

157



CITIZEN'S CHARTER

2023 EDITION | Version 1.0

Endorse the
Certification for
Disbursement to
the Cash and
Management
Division (CMD) -
Treasury
Department to
initiate
disbursement.

1.8

1.9 Generate/prepare
the necessary
disbursement

documents.

1.10 Sign the
disbursement
documents to
indicate approval.

1.11 Prepare and
approve the
Disbursement
Voucher (DV).

1.12 Sign the DV to
certify the
availability of
funds for
disbursement.

1.13 Process the
release of loan
proceeds and
forward the Letter
of Instruction
(LOI) and email
notification to the
Partner-Bank for
crediting of loan
proceeds.

None

None

None

None

None

None

30 Minutes

1 Hour

1 Working
Day**

30 Minutes

1 Working
Day**

3 Working
Days**

Head/Branch Head

Member Services Il

- Frontline Servicing
- Branch

Treasury Analyst
CMD-Treasury
Department

Approving
Authorities

Financial
Analyst Il
FCD-OAD

Approving
Authorities

Treasury Analyst
CMD-Treasury
Department

Signing Authorities

158




CITIZEN'S CHARTER

2023 EDITION | Version 1.0

1.14 Inform the Data
Center
Department
(DCD) on the
availability of
Feedback File
Report to initiate
SMS blasting on
the crediting of
loan proceeds to
the member-
borrower (
disbursement
card.

None

1 Hour and
30 Minutes

Treasury Analyst
CMD-Treasury
Department

TOTAL:

None

7 Working
Days

Branches.

NOTE: Member-applicant may also submit their loan application and the supporting
documents through the designated Drop Box located within Pag-IBIG Fund

**The activity is being done in batch and may be done attibedagd of
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12. Availment of Short-Term Loan (STL) Through Virtual Pag-IBIG (Highly

Technical)

The Short-Term Loan (STL) program aims to provide financial assistance to Pag-IBIG

Fund members.

A Multi-Purpose Loan (MPL) - to provide financial assistance for the following purposes:

OO0 O0O000000

Minor home improvement/home renovation/upgrades;
Livelihood/additional capital in small business;
Tuition/educational expenses;

Health and wellness;

Purchase of appliance and furniture/electronic gadgets;
Payment of utility/credit card bills;

Vacation/travel,

Special events;

Car repair; and

Other needs

A Calamity Loan - to provide immediate financial assistance to Pag-IBIG members in
calamity-stricken areas, as declared by the Office of the President or Sangguniang

Bayan.

This service shall start from the receipt of STL application form and supporting documents
up to the release of loan proceeds through disbursement card to the member-borrower.

Office or
Division:

A Member Services Il - Frontline Servicing - Branch

A Technical and Administrative Support (TAS)
O Members Contribution Accounting Division (MCAD)
O Short-Term Loan Accounting Division (STLAD)

A Cash Management Division - Treasury Department

A Financial Control Division - Operations Accounting Department
(OAD)

Classification:

Highly Technical Transaction

Type of . | G2C i Government to Client

Transaction:

Wh(-)| may The program shall be open to Pag-IBIG member who satisfies the
avail:

following requirements:

O Has made at least twenty-four (24) monthly membership savings

(MS);

- A member who has withdrawn his MS due to membership
maturity, or who has optionally withdrawn his MS, shall be allowed
to apply for an MPL/CL provided said member has subsequently
accumulated 24 MS or at least its equivalent from the cut-off date
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of membership maturity or optional withdrawal;

- A member who does not meet the required 24 MS, may
nevertheless, be allowed to avail of an MPL if his total savings is
at least equivalent to 24 MS, at the rate applicable to him.

O Has made at least one (1) MS within the last six (6) months prior to
the date of loan application;

O If with existing Pag-IBIG housing loan, the account must not be in
default as of the date of application;

O If with existing MPL and/or Calamity Loan, the account/s must not be
in default as of the date of application;

O Has sulfficient proof of income; and

O A resident of the area which is declared calamity-stricken (For
calamity loan only)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

MULTI-PURPOSE LOAN (MPL)
Member
1. Multi-Purpose Loan Application Form | Pag-IBIG Fund website

(MPLAF, HQP-SLF-065) (1 Original) | (www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

2. Valid ID acceptable to the Fund DFA, LTO, PRC, NBI, Local Police Station,

(1 Photocopy) Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

3. Proof of Income
For Formally employed:
The ACertificate Employer
at the back of the application form
must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
aut henticated by
authorized signatory.

For Self Employed, any of the

following:

a. Income Tax Return (ITR), Audited | Bureau of Internal Revenue (BIR)/LGU
Financial Statements, and Official
Receipt of tax payment from bank
supported with DTI Registration
and Mayorb6s Perm
Permit (1 Photocopy)
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. Commission Vouchers reflecting
the i ssuero6s nar
details (for the last 12 months)

(1 Original)

. Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign
remittance, pension, etc.)

(1 Original)

. Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)

. Certificate of Engagement issued
by the owner of business
(1 Original)

Declaration of Income
(HQP-SLF-136) (1 Original)

For Overseas Filipino Workers
(OFW), any of the following:
a. Employment Contract

A Employment Contract between

employee and employer
(1 Photocopy); or

A POEA Standard Contract
(1 Original)

b. Certificate of Employment and

Compensation (CEC)

A CEC written on the Employer/
Companyods
(1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)

(1 Original), supported by a
photocopy of t
and passport

of f i (

[

Concerned company wherein member has
engagement

Issuing Bank

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer
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c. ITR filed with the Host Country/
Government (1 Original)
NOTE: If documents are in

foreign language/s,
English translation is
required.

Employer

CALAMITY LOAN

Member
1.

Calamity Loan Application Form
(CLAF, HQP-SLF-066) (1 Original)

Valid ID acceptable to the Fund
(1 Photocopy)

Proof of Income

For Formally Employed:

The fACertificate
at the back of the application form
must be accomplished by the
employer or submit photocopy of one
(1) month latest payslip duly
authenticated
authorized signatory.

by

For Self Employed, any of the

following:
a. Income Tax Return (ITR),

Audited Financial Statements,
and Official Receipt of tax
payment from bank supported
with DTI Registration and
Mayor 6s Per mit/ K
(1 Photocopy)

b. Commission Vouchers reflecting
the i ssuerods nar
details (for the last 12 months)
(1 Original)

c. Bank Statements or passbook for
the last 12 months (in case
income is sourced from foreign

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Employer

Bureau of Internal Revenue (BIR)/LGU

Concerned company wherein member has
engagement

Issuing Bank

163


http://www.pagibigfund.gov.ph/

CITIZEN'S CHARTER

2023 EDITION | Version 1.0

d.

For Overseas Filipino Workers

remittance, pension, etc.)
(1 Original)

Transport Franchise issued by
appropriate government agency
(LGU for tricycles, LTFRB for
other PUVs) (1 Certified True

Copy)

Certificate of Engagement issued
by the owner of business
(1 Original)

Declaration of Income
(HQP-SLF-136) (1 Original)

(OFW), any of the following:

a. Employment Contract

A Employment Contract between
employee and employer
(1 Photocopy); or

A POEA Standard Contract
(1 Original)

Certificate of Employment and

Compensation (CEC)

A CEC  written on the
Empl oyer/ Compal
letterhead (1 Original); or

A CEC signed by employer (for
household staff and similarly
situated employees)

(1 Original), supported by a
photocopy of ¢t}
and passport

ITR filed with the Host Country/

Government (1 Original)

NOTE: If documents are in
foreign language/s,
English translation is
required.

LGU, LTFRB

Concerned company wherein member has
engagement

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any
Pag-IBIG Fund Branch

Employer

Employer

Employer
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4. In case of El Nifio Phenomenon, any

of the following:
a. For farmers, including landlords,

fisher folks, and livestock farmers

A Certification from the Municipal
Agricultural Office (MAO) that
their products were
damaged/killed due to the
calamity (1 Original)

. For business owners/market

vendors

A Certification from the Market
Vendors Association or
certification from the Municipal
Mayor (if not a member of the
association) attesting that he is
engaged in the selling of farm
products, vegetable, meat, fish
and that his source of
livelihood was affected by the
calamity (1 Original)

For Pag-IBIG Members or any of
his immediate family members
afflicted by diseases such as
diarrhea, cholera, skin diseases,
paralytic shellfish poisoning (red
tide bloom), heat cramps, heat
exhaustion, heat stroke,
chickenpox, measles, and
hypertension
A A Medical Certificate from the
Doctor stating that such
diseasesl/ilinesses brought by
the onset of calamity
(1 Original)

LGU

LGU

Medical Records Section of the Hospital/
Clinic

NOTES:

1.

2.

3.

Upon online filing, prepare photo/scanned copy of the supporting documents and
selfie photo showing ID card and cash card.

In all instances wherein photocopies are submitted, the original document must be
presented for authentication.
Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.
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CLIENT STEPS

AGENCY ACTIONS

FEES
TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Access the
Pag-IBIG Fund
website and file
the MPL/
Calamity Loan
online through
Virtual
Pag-IBIG.

1.1 Select the

1.2 Check the

1.3 Encode the

1.4 Verify the

1.5File the

1.6 At the end of the

On scheduled
date, access the
system and view
the online STL
application
through Virtual
Pag-IBIG.

application for
processing.

completeness
and correctness
of the documents
submitted.

member-
applicant
Pag-IBIG MID No.
and view the
member-
applicant

member-
applicant
record.

application in the
system and select
the fAPend
button.

day, process the
member-

None

None

None

None

None

None

None

30 Minutes

30 Minutes

15 Minutes

15 Minutes

1 Hour and
50 Minutes

10 Minutes

7 Hours

Member Services
Officer
Member Services Il -
Frontline Servicing -
Branch
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1.7 Process the

applicant
reconciliation.

account
reconciliation, as
applicable:

For verification/

reconciliation of

member-

applicant

OFor MS/SL
adjustment

OFor complex
consolidation/
merging

OFor
reconciliation/
data migration

OFor editing of
information in the
member
subsidiary ledger

OWith account for
reclass due to
erroneously paid
remittances

For verification/
reconciliation of

member-
applicant
account:

OIf with gap in

posted payment
of loan
amortization

OIf subject for TAV
offsetting

OIf with in-transit
payment

None

12 Working
Days

MC Accounting
Division -Technical
and Administrative

Support
(MCAD-TAS)

ISDD/DCD/Service
Desk Branch

STL Accounting
Division - Technical
and Administrative

Support
(STLAD-TAS)

ISDD/DCD/Service
Desk Branch
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OWith account for
reclass due to
erroneously paid
amortization

QIf for validation of
Accounts
Payable (AP)

Of with STL
Account under
Legacy system.

1.8 Retrieve the filed
application in the
system and
resume the
processing of
application and
endorse to the
Head/Branch
Head, for review
and approval.

1.9Review the loan
details of the
member-applicant
and approve/
disapprove the
loan application.

NOTE:

In case of
disapproval, an SMS
notification shall be
sent to the
concerned member-
applicant regarding
the disapproval of his
STL application.

1.10 Generate the List
of Approved STL
Application and
Certification for
Disbursement.

None

None

None

1 Hour

1 Working
Day**

1 Hour

Member Services
Officer
Member Services Il -
Frontline Servicing -
Branch

Head/Branch Head

Member Services Il -

Frontline Servicing -
Branch
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1.11 Endorse the List
of Approved STL
Application and
Certification for
Disbursement to
the Cash and
Management
Division (CMD) -
Treasury
Department to
initiate
disbursement

1.12 Generate/prepare
the necessary
disbursement
document.

1.13 Sign the
disbursement
documents to
indicate
approval.

1.14 Prepare and
approve the
Disbursement
Voucher (DV).

1.15 Signthe DV to
certify the
availability of
funds for
disbursement.

1.16 Process the
release of loan
proceeds and
forward the
Letter of
Instruction (LOI)
and emalil
notification to the
Partner-Bank for

None

None

None

None

None

None

30 Minutes

1 Hour

1 Working
Day**

30 Minutes

1 Working
Day**

3 Working
Days **

Head/Branch Head

Member Services Il -

Frontline Servicing -
Branch

Treasury Analyst
CMD-Treasury
Department

Approving
Authorities

Financial
Analyst Il
FCD-OAD

Approving
Authorities

Treasury Analyst
CMD-Treasury
Department

Signing Authorities
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crediting of loan
proceeds.

1.17 Inform the Data
Center
Department
(DCD) on the
availability of
Feedback File
Report to initiate
SMS blasting on
the crediting of
loan proceeds to
the member-
borrowerd
disbursement
card.

None

1 Hour and
30 Minutes

Treasury Analyst
CMD-Treasury
Department

TOTAL:

None

20 Working
Days

**The activity is being done in batch and may be done at the end of the day.
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13. Availment of Short-Term Loan (STL) Through Virtual Pag-IBIG with
Employer Interface (Complex)

The Short-Term Loan (STL) program aims to provide financial assistance to Pag-IBIG

Fund members.

A Multi-Purpose Loan (MPL) - to provide financial assistance for the following purposes:

OO0 O0O00O00000

Minor home improvement/home renovation/upgrades;
Livelihood/additional capital in small business;
Tuition/educational expenses;

Health and wellness;

Purchase of appliance and furniture/electronic gadgets;
Payment of utility/credit card bills;

Vacation/travel,

Special events;

Car repair; and

Other needs

A Calamity Loan - to provide immediate financial assistance to Pag-IBIG members in
calamity-stricken areas, as declared by the Office of the President or Sangguniang

Bayan.

This service shall start fromthe conf i r mati on of the empl
Officer (AAO) of the member-appl i cant 6s MPL/ Cal amity |
of loan proceeds through Loyalty Card Plus to the member-borrower.

oyer
oan a

Office or
Division:

A Member Services Il - Frontline Servicing - Branch

A Cash Management Division - Treasury Department

A Financial Control Division - Operations Accounting Department
(OAD)

Classification:

Complex Transaction

Type of
Transaction:

G2C i1 Government to Client

Who may avail:

The program shall be open to Pag-IBIG member who satisfies the
following requirements:

O Has made at least twenty-four (24) monthly membership savings

(MS);

- A member who has withdrawn his MS due to membership
maturity, or who has optionally withdrawn his MS, shall be
allowed to apply for an MPL/CL provided said member has
subsequently accumulated 24 MS or at least its equivalent from
the cut-off date of membership maturity or optional withdrawal.

- A member who does not meet the required 24 MS, may
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nevertheless, be allowed to avail of an MPL/CL if his total
savings is at least equivalent to 24 MS, at the rate applicable to
him.
O Has made at least one (1) MS within the last six (6) months prior to
the date of loan application;
O If with existing Pag-IBIG housing loan, the account must not be in
default as of the date of application;
O If with existing MPL and/or Calamity Loan, the account/s must not
be in default as of the date of application;
O Has sulfficient proof of income; and
OA resident of the area which is declared calamity-stricken or his
place of work is declared under state of calamity, subject to the
approval of the Management (For calamity loan only).

The Online STL Application through Virtual Pag-IBIG with Employer
Interface is available to formally employed members with Virtual
Pag-IBIG account and with issued Loyalty Card Plus only.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

MULTI-PURPOSE LOAN (MPL)

Member

None

CALAMITY LOAN

Member

None

FEES | bROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS TFSAIIBDE TIME RESPONSIBLE

Member-Applicant:

1. Access the 1. On scheduled None 30 Minutes Member Services
Pag-IBIG Fund date, access the Officer
website and system and view Member Services I
file the the online STL - Frontline
MPL/Calamity application Servicing - Branch
Loan online through Virtual
through Virtual Pag-IBIG.

Pag-IBIG.
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Employer:
1.1 On scheduled

date, review

and confirm/

deny the loan
application of
the member-
applicant.

NOTES:

a.All confirmed
loan application
shall
automatically be
submitted to the
concerned
Pag-IBIG Fund
Branch.

b.For disqualified
loan application,
the concerned
member-
applicant shall
receive an SMS
notification
regarding the
reason/s of the
disqualification
of his loan
application.

1.1

1.2

13

15

Select the loan
application for
processing.

Encode the
member-
applican
Pag-I1BIG MID
No. and view the
member-
applican
details.

Check the
correctness of
member-
applican
details.

Select t
button to
proceed with the
processing.

Verify the
member-
applican
record.

Review the loan
details of the
member-
applicant and
approve/
disapprove the
loan application.

None

None

None

None

None

None

30 Minutes

15 Minutes

15 Minutes

10 Minutes

1 Hour and 50
Minutes

1 Working
Day**

Member Services
Officer
Member Services
Il - Frontline
Servicing - Branch

Head/
Branch Head
Member Services Il
- Frontline
Servicing - Branch
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NOTE:

In case of
disapproval, an
SMS notification
shall be sent to the
concerned member-
applicant regarding
the disapproval of
his loan application.

1.7 Generate the None 1 Hour Head/Branch Head
List of Approved Member Services
STL Application I - Frontline
and Certification Servicing - Branch
for

Disbursement.

1.8 Endorse the None 30 Minutes
Certification for
Disbursement to
the Cash
Management
Division (CMD) -
Treasury
Department to
initiate
disbursement.

1.9 Generate/ None 1 Hour Treasury Analyst
prepare the CMD-Treasury
necessary Department
disbursement
documents.

1.10 Sign the None 1 Working Approving
disbursement Day** Authorities
documents to
indicate
approval.

1.11 Prepare and None 30 Minutes Financial
approve the Analyst Il
Disbursement FCD-OAD

Voucher (DV).
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1.12 Signthe DV to
certify the
availability of
funds for
disbursement.

1.13 Process the
release of loan
proceeds and
forward the
Letter of
Instruction (LOI)
and email
notification to
the Partner-
Bank for
crediting of loan
proceeds.

1.14 Inform the Data
Center
Department
(DCD) on the
availability of
Feedback File
Report for
uploading in the
system.

NOTE:

After the uploading
of Feedback File
Report, the system
shall automatically
send an SMS
notification to the
member-borrower
that the loan
proceeds have been
credited to his
account.

None

None

None

1 Working
Day**

3 Working
Days**

1 Hour and 30
Minutes

Approving
Authorities

Treasury Analyst
CMD-Treasury
Department

Signing Authorities

Treasury Analyst
CMD-Treasury
Department

TOTAL:

None

7 Working
Days
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14. Availment of Short-Term Loan (STL) Through Virtual Pag-IBIG with
Employer Interface (Highly Technical)

The Short-Term Loan (STL) program aims to provide financial assistance to Pag-IBIG
Fund members.

A Multi-Purpose Loan (MPL) - to provide financial assistance for the following purposes:

Minor home improvement/home renovation/upgrades;
Livelihood/additional capital in small business;
Tuition/educational expenses;

Health and wellness;

Purchase of appliance and furniture/electronic gadgets;
Payment of utility/credit card bills;

Vacation/travel,

Special events;

Car repair; and

Other needs

OO0 O00O00000

A Calamity Loan - to provide immediate financial assistance to Pag-IBIG members in
calamity-stricken areas, as declared by the Office of the President or Sangguniang
Bayan.

This service shall start f r osmAuthonized Apmravihgi r mat
Officer (AAO) ofthe member-appl i cant 6s MPL/ Cal amity | oan a
of loan proceeds through Loyalty Card Plus to the member-borrower.

Office or A Member Services Il - Frontline Servicing - Branch
Division: A Technical and Administrative Support (TAS)
O Members Contribution Accounting Division (MCAD)
O Short-Term Loan Accounting Division (STLAD)
A Cash Management Division - Treasury Department
A Financial Control Division - Operations Accounting Department
(OAD)
Classification: | Highly Technical Transaction
Type of
Transaction:

Who may avail: | The program shall be open to Pag-IBIG member who satisfies the
following requirements:

G2C i Government to Client

O Has made at least twenty-four (24) monthly membership savings

(MS);

- A member who has withdrawn his MS due to membership
maturity, or who has optionally withdrawn his MS, shall be
allowed to apply for an MPL/CL provided said member has
subsequently accumulated 24 MS or at least its equivalent from
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the cut-off date of membership maturity or optional withdrawal;
- A member who does not meet the required 24 MS, may
nevertheless, be allowed to avail of an MPL if his total savings is
at least equivalent to 24 MS, at the rate applicable to him.
O Has made at least one (1) MS within the last six (6) months prior to
the date of loan application;
O If with existing Pag-IBIG housing loan, the account must not be in
default as of the date of application;
O If with existing MPL and/or Calamity Loan, the account/s must not
be in default as of the date of application;
O Has sulfficient proof of income; and
O A resident of the area which is declared calamity-stricken or his
place of work is declared under state of calamity, subject to the
approval of the Management (For calamity loan only).

The Online STL Application through Virtual Pag-IBIG with Employer
Interface is available to formally employed members with Virtual
Pag-IBIG account and with issued Loyalty Card Plus only.

website and file
the
MPL/Calamity
Loan online
through Virtual
Pag-IBIG.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
MULTI-PURPOSE LOAN (MPL)
Member
None
CALAMITY LOAN
Member
None
e PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS | TO BE TIME RESPONSIBLE
PAID
Member-
Applicant: _
1. Access the 1. On scheduled None 30 Minutes Member Services
Pag-IBIG Fund date, access the Officer

Member Services
Il - Frontline
Servicing - Branch

system and view
the online STL
application
through Virtual
Pag-IBIG.
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Employer:
1.10n scheduled

date, review
and confirm/
deny the loan
application of
the member-
applicant.

NOTES:

a. All confirmed
loan application
shall
automatically be
submitted to the
concerned
Pag-IBIG Fund
Branch.

b. For disqualified
loan application,
the concerned
member-
applicant shall
receive an SMS
notification
regarding the
reason/s of the
disqualification
of his loan
application.

1.1Select the loan
application for
processing.

1.2Encode the

member-
applican
Pag-IBIG MID

No. and view the
member-
applican
details.

1.3 Check the
correctness of
member-
applican
details.

1.4 Verify the
member-
applican
record.

1.5 File the
application in
the system and
select the
APendi
button.

1.6 At the end of the
day, process the
member-
applican
record
reconciliation.

ng

1.7 Process the
account
reconciliation, as
applicable

None

None

None

None

None

None

None

30 Minutes

15 Minutes

15 Minutes

1 Hour and 50
Minutes

10 Minutes

7 Hours

12 Working
Days

Member Services
Officer
Member Services
Il - Frontline
Servicing - Branch
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For verification/
reconciliation of
member-

applicant
record:

OFor MS/SL
adjustment

OFor complex
consolidation/
merging

COFor
reconciliation/
data migration

CFor editing of
information in
t he memb
subsidiary
ledger

OWith account
for reclass due
to erroneously
paid
remittances

For verification/
reconciliation of
member-
applican
account:

Qf with gap in
posted payment
of loan
amortization

Qf subject for
TAV offsetting

Af with in-transit
payment

MC Accounting
Division -Technical
and Administrative

Support
(MCAD-TAS)

ISDD/DCD/
Service Desk
Branch

STL Accounting
Division -
Technical and
Administrative
Support
(STLAD-TAS)

ISDD/DCD/
Service Desk
Branch
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OWith account for
reclass due to
erroneously
paid
amortization

Qif for validation
of Accounts
Payable (AP)

Of with STL
Account under
Legacy system

1.8 Retrieve the None 1 Hour Member Services
filed application Officer
in the system Member Services
and resume Il - Frontline

the processing Servicing - Branch

of application
and endorse to
the
Head/Branch
Head, for
review and
approval.

1.9 Review the None 1 Working Head/Branch
loan details of Day** Head
the member- Member Services
applicant and I - Frontline
approve/ Servicing -Branch
disapprove the
loan
application.

NOTE:

In case of
disapproval, an SMS
notification shall be
sent to the concerned
member-applicant
regarding the
disapproval of his
loan application.
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1.10 Generate the
List of
Approved STL
Application and
Certification for
Disbursement.

1.11 Endorse the
Certification of
Disbursement
to the Cash
Management
Division (CMD)
- Treasury
Department to
initiate
disbursement.

1.12 Generate/
prepare the
necessary
disbursement
document.

1.13 Sign the
disbursement
documents to
indicate
approval.

1.14 Prepare and
approve the
Disbursement
Voucher (DV).

1.15 Sign the DV to
certify the
availability of
funds for
disbursement.

None

None

None

None

None

None

1 Hour

30 Minutes

1 Hour

1 Working
Day**

30 Minutes

1 Working
Day**

Head/Branch
Head
Member Services
Il - Frontline
Servicing -Branch

Treasury Analyst
CMD-Treasury
Department

Approving
Authorities

Financial
Analyst Il
FCD-OAD

Approving
Authorities
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1.16 Process the None 3 Working Treasury Analyst
release of loan Days** CMD-Treasury
proceeds and Department
forward the - i,
Letter of Signing Authorities
Instruction

(LOI) and email
notification to
the Partner-
Bank for
crediting of loan
proceeds.

1.17 Inform the Data | None | 1 Hourand 30 | Treasury Analyst
Center Minutes CMD-Treasury
Department Department
(DCD) on the
availability of
Feedback File
Report for
uploading in the
system.

NOTE:

After the uploading
of Feedback File
Report, the system
shall automatically
send an SMS
notification to the
member-borrower
that the loan
proceeds have been
credited to his
account.

20 Working
Days

** The activity is being done in batch and may be done at the end of the day.

TOTAL: | None

182



2023 EDITION | Version 1.0

N
CITIZEN'S CHARTER

15. Employer Registration at the Branch

Employer registration enables employers to register with the Fund and secure their
Pag-IBIG Employer ID No.

This service shall start from the receipt of accomplished Employers Data Form (EDF) and
the supporting documents up to the issuance of Pag-IBIG Employer ID No.

Office or A Member Services | - Marketing and Sales - Branch
Division: A Data Center Department (DCD)

Classification: Simple Transaction

Type of . G2B i1 Government to Business Entity

Transaction:

Who may avail: Coverage under the Fund shall be mandatory to the following:

AEmployers of employeesod comp
These shall include employers whose coverage is waived or
suspended, upon expiration of said waiver or suspension.

A The Government, its national and local offices, political
subdivisions, branches, agencies or instrumentalities,
government-owned and controlled corporations (GOCCSs),
including the Armed Forces of the Philippines (AFP), Bureau of
Fire Protection (BFP), the Bureau of Jail Management and
Penology (BJMP), and the Philippine National Police (PNP).

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1L.Empl oyer 6s Dat a F(Pag-IBIG Fund website
(HQP-PFF-002) (1 Original) (www.pagibigfund.gov.ph) or in any Pag-IBIG

Fund Branch

2. Present the following as proof of
business existence:

For Sole Proprietorship

A Department of Trade and Industry | Department of Trade and Industry (DTI)
(DTI) Certificate of Registration
(1 Certified True Copy)

For Partnership/Corporation/Foreign-

Owned Corporation

A Securities and Exchange Securities and Exchange Commission (SEC)
Commission (SEC) Certificate of
Partnership/Incorporation
(1 Certified True Copy)
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A Approved Articles of Partnership/ | SEC
Incorporation and By-Laws
(1 Certified True Copy)

For Cooperative

A Cooperative Development Cooperative Development Authority (CDA)
Authority (CDA) Certificate
(1 Certified True Copy)

A Approved Articles of Cooperation | CDA
(1 Certified True Copy)

For Trade Association

A Securities and Exchange SEC
Commission (SEC) Certificate of
Incorporation (1 Certified True

~ Copy)

A Approved Articles of Incorporation | SEC
and By-Laws (1 Certified True

Copy)
AGENCY FEES | bROCESSING|  PERSON
CLIENT STEPS ACTIONS | & 5% TIME RESPONSIBLE

1. Proceed tothe |1. Provide a None 30 Minutes* Information Officer
Information queue number Branch
Officer, get a for the desired
gueue number transaction.
and wait for the
number to be
called.

2. Submit a duly 2. Receive the None 15 Minutes Marketing
accomplished EDF and Specialist
EDF and supporting Member Services |
present the documents and - Mlarketlng a”r?
supporting encode the Sales - Branc
documents to employer
the Marketing details in the
Specialist. system.

2.1At cut-off None 2 Working Data Center
period, the Days Department (DCD)
system shall
perform
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dedupping
process prior to
the assignment
of Pag-IBIG
Empl oyer
No.
2 Working
TOTAL: | None Days and 45
Minutes

NOTES:

a. Once the Pag-IBIG Employer ID No. is available, the employer shall receive a letter
informing them on the assigned Pag-IBIG Employer ID No. and the submission of
their Specimen Signature Form (HQP-PFF-003).

b. Registrant may also inquire theirPag-l BI G Emp | oy e r @hsthe Pdy-IBN
Hotline or at any Pag-IBIG Fund Branch after three (3) working days upon successful
registration.

O The concerned employer may call telephone number 8724-4244 and request their
Pag-IBIG Employer ID No.
O The concerned employer/authorized representative may also visit any Pag-IBIG
Fund Branch and present one (1) valid ID to request their Pag-IBIG Employer ID
No.
c. Corporations may also register through the Central Business Portal (CBP).
* The time indicated shall include the waiting time of the transacting clients and shall depend on the number on queue.
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16. Enrollment of Modified Pag-IBIG Il (MP2) Account (Over-the-Counter)

The Modified Pag-IBIG Il (MP2) Program is a special savings facility with a 5-year
maturity, designed for Pag-IBIG Fund members who wish to save more and earn even
higher dividends, in addition to their Pag-IBIG regular savings. The program is also open
to pensioners and retirees who were former Pag-1BIG members.

This service shall start from the receipt of Modified Pag-IBIG Il Enrollment Form (MP2EF)
up to the issuance of MP2 Account No. to the concerned member-saver.

OT“.C‘? or Member Services | - Marketing and Sales - Branch
Division:
Classification: Simple Transaction
Type of . G2C i Government to Client
Transaction:
Who may avail: The program shall be open to the following:
A All Pag-IBIG | members regardless of their monthly income;
and

A Former Pag-IBIG | members with other source of monthly
income and/or Pensioners, regardless of age, with at least 24
monthly savings prior to retirement

*Pensioners shall refer to a person who has retired and are
receiving pension under the following:

- Republic Act (RA) 8282 (Social Security Act of 1997);

- RA 8291 (The Government Service Insurance System Act
of 1997);

- RA 660 (Magic 87);

- RA 1616 (Gratuity Benefit);

-  RA 7699 (Portability Law);

- Presidential Decree (PD) 1146 (Pension or Cash Payment);

- PD 1650 (Amending Sec. 3 and 5 of PD No. 1638 entitled
AEstablishing a New System
for Military Personnel of the Armed Forces of the Philippines
and for Other Purposes);

- RA 8551 (Philippine National Police Reform and
Reorganization Act of 1998);

- RA 9263 (Bureau of Fire Protection and Bureau of Jall
Management and Penology Professionalization Act of
2004);

- RA 9993 (Philippine Coast Guard Law of 2009); and

- RA 9946 (An Act Granting Additional Retirement,
Survivorship, and Other Benefits to Members of the
Judiciary, Amending for the Purpose Republic Act No. 910.
As Amended, Providing Funds Therefor and for other
Purposes).
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2003.

A Former natural-born Filipino must have at least 24 monthly
savings prior to Membership Termination and has re-acquired
Filipino citizenship pursuant to the provisions of Republic Act
9225 or The Citizenship Retention and Reacquisition Act of

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Modified Pag-IBIG Il Enrollment
Form (MP2EF, HQP-PFF-226)
(1 Original)

2. Valid ID acceptable to the Fund
(1 Original)

3. Philippine Passport (1 Photocopy)
(For former natural-born Filipino)

4. Proof of Income/Source of Fund
(as applicable)

A Employment Income
- One (1) month latest Payslip
(1 Photocopy)
- Latest accounts or tax
declaration, if self-employed
(1 Photocopy)

A Savings Deposits
- Bank Statements reflecting
the balance (1 Photocopy)

A Property Sale
- Contract of Sale (1 Photocopy)
- TCT/CCT (1 Photocopy)

A Sale of Shares or Other

Investment

- Sales Contract or similar
document (1 Photocopy)

- Statement of Account
(1 Photocopy)

- Transaction Receipt/
Confirmation (1 Photocopy)

-Sharehol der 6s
(1 Photocopy)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

Department of Foreign Affairs (DFA)

Employer

Issuing Bank/Bureau of Internal Revenue
(BIR)

Issuing Bank

Issuing Agent/Registry of Deeds/Land
Registration Authority (LRA)

Concerned entity wherein member has
engagement
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A Loan Concerned entity wherein member has

- Loan Agreement (1 Photocopy) | engagement

A Company Sale Property/company owner

- Contract of Sale (1 Photocopy)

A Company Profits/Dividends Issuing Agent/Registry of Deeds/Land

- Latest Audited Financial Registration Authority (LRA)
Statements (1 Photocopy)

- Latest Management Account
(1 Photocopy)

- Board Directors Approval
(1 Photocopy)

- Dividend Distribution
(1 Photocopy)

- Tax Declaration Form
(1 Photocopy)

A Gift Donor

- Letter from Donor (explaining
the reason for the gift and the
source of donor
(1 Original)

- Certified Identification
Documents of the Donor
(1 Photocopy)

-Donords source
(1 Photocopy)

A Maturity/Surrender of Life Policy | Concerned entity wherein member has

- Policy (1 Photocopy) engagement

A Other Income Sources Member

- Appropriate supporting
documentation (1 Photocopy)

NOTES:

1.

2.

In all instances wherein photocopies are submitted, the original document must be
presented for authentication.

Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.
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FEES

enrollment

form and

check the

following:

OEnsure that
the member-
applicant
has
Pag-IBIG
MID No. and
with posted
Pag-IBIG
membership
savings (MS)
For
pensioners,
check the
me mb e r {
record and
ensure that
he had at
least 24
monthly
savings prior
to his

retirement.

AGENCY PROCESSING PERSON

SRSV SIS ACTIONS TP(,)A?DE TIME RESPONSIBLE

1. Proceed to the . Provide a None 30 Minutes* Information Officer
Information gueue number Branch
Officer, get a for the desired
gueue number transaction.
and wait for the
number to be
called.

. Submit the MP2 |2. Receive the None 10 Minutes Marketing
Enroliment MP2 Specialist
Form and Enrollment Member Services |
supporting Form and - Marketing and
documents to supporting Sales - Branch
the Marketing documents.

Specialist.
2.1 Evaluate the None 6 Hours
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OFor former
natural-born
Filipino,
must have
re-acquired
his Filipino
citizenship
pursuant to
the
provisions of
R.A 9225
and with at
least 24
monthly
savings prior
to
membership
termination
due to
permanent
departure
from the
country.

NOTE:

For disqualified
application, a
Notice of
Disapproval of
Request Slip
(HQP-PFF-376)
shall be issued to
the concerned
member-
applicant.

2.2 Explain the
terms and
conditions of
the program.

None

20 Minutes

Marketing
Specialist
Member Services |
- Marketing and
Sales - Branch
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2.3 Process the None | 1 Working Day
enrollment and
encode the
member-
applical
details in the
system.

2.4 Endorse the None 30 Minutes
received
enrollment
form and
supporting
documents to
the Head, for
review and
approval.

2.5 Review the None | 1 Working Day Head
record of Member Services |
member- - Marketing and
applicant Sales - Branch

against the
enrollment
form and
supporting
documents
and approve/
disapprove the
enrollment.

2.60nce None 30 Minutes
approved, the
member-
applicant will
receive an
SMS
notification/
email
confirmation
concerning the

successful
enrollment.
TOTAL: | None | S Working
Days

*The time indicated shall include the waiting time of the transactirghallefgpemdi on the number on queue.
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17. Enrollment of Modified Pag-IBIG Il (MP2) Account (Salary Deduction)

The Modified Pag-IBIG Il (MP2) Program is a special savings facility with a 5-year
maturity, designed for Pag-IBIG Fund members who wish to save more and earn even
higher dividends, in addition to their Pag-1BIG regular savings. The program is also open
to pensioners and retirees who were former Pag-1BIG members.

This service shall start from the receipt of Modified Pag-IBIG Il Enrollment Form (MP2EF)
up to the issuance of MP2 Account No. to the concerned member-saver.

O_ff'_c‘? or Member Services | - Marketing and Sales - Branch
Division:
Classification: Simple Transaction
Type of . G2C i Government to Client
Transaction:
Who may avail: The program shall be open to the following:
A All Pag-IBIG | members regardless of their monthly income;
and

A Former Pag-IBIG | members with other source of monthly
income and/or Pensioners, regardless of age, with at least 24
monthly savings prior to retirement

*Pensioners shall refer to a person who has retired and are
receiving pension under the following:

- Republic Act (RA) 8282 (Social Security Act of 1997);

- RA 8291 (The Government Service Insurance System Act
of 1997);

- RA 660 (Magic 87);

- RA 1616 (Gratuity Benefit);

- RA 7699 (Portability Law);

- Presidential Decree (PD) 1146 (Pension or Cash Payment);

- PD 1650 (Amending Sec. 3 and 5 of PD No. 1638 entitled
AEstablishing a New System
for Military Personnel of the Armed Forces of the Philippines
and for Other Purposes);

- RA 8551 (Philippine National Police Reform and
Reorganization Act of 1998);

- RA 9263 (Bureau of Fire Protection and Bureau of Jail
Management and Penology Professionalization Act of
2004);

- RA 9993 (Philippine Coast Guard Law of 2009); and

- RA 9946 (An Act Granting Additional Retirement,
Survivorship, and Other Benefits to Members of the
Judiciary, Amending for the Purpose Republic Act No. 910.
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As Amended, Providing Funds Therefor and for other
Purposes).

A Former natural-born Filipino must have at least 24 monthly
savings prior to Membership Termination and has re-acquired
Filipino citizenship pursuant to the provisions of Republic Act
9225 or The Citizenship Retention and Reacquisition Act of

2003.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Modified Pag-IBIG II Enroliment Pag-IBIG Fund website
Form (MP2EF, HQP-PFF-226) (www.pagibigfund.gov.ph) or in any Pag-IBIG
(1 Original) Fund Branch
2. Valid ID acceptable to the Fund DFA, LTO, PRC, NBI, Local Police Station,
(1 Original) Post Office, COMELEC, Barangay, GSIS,

SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

3. Philippine Passport (1 Photocopy) Department of Foreign Affairs (DFA)
(For former natural-born Filipino)

4. Proof of Income/Source of Fund
(as applicable)

A Employment Income

- One (1) month latest Payslip Employer

(1 Photocopy)

- Latest accounts or tax Issuing Bank/Bureau of Internal Revenue
declaration, if self-employed (BIR)

(1 Photocopy)

A Savings Deposits
- Bank Statements reflecting the | Issuing Bank
balance (1 Photocopy)

A Property Sale Issuing Agent/Registry of Deeds/Land
- Contract of Sale (1 Photocopy) | Registration Authority (LRA)
- TCTI/CCT (1 Photocopy)

A Sale of Shares or Other | Concerned entity wherein member has
Investment engagement

- Sales Contract or similar

document (1 Photocopy)
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- Statement of Account
(1 Photocopy)
- Transaction
Receipt/Confirmation
(1 Photocopy)
-Sharehol der 6s
(1 Photocopy)

A Loan

- Loan Agreement (1 Photocopy)

A Company Sale
- Contract of Sale (1 Photocopy)

A Company Profits/Dividends
- Latest Audited Financial
Statements (1 Photocopy)
- Latest Management Account
(1 Photocopy)
- Board Directors Approval
(1 Photocopy)
- Dividend Distribution
(1 Photocopy)
- Tax Declaration Form
(1 Photocopy)

A Gift

- Letter from Donor (explaining
the reason for the gift and the
source of dono
(1 Original)

- Certified Identification
Documents of the Donor
(1 Photocopy)

- Donor6és source
(1 Photocopy)

A Maturity/Surrender of Life Policy
- Policy (1 Photocopy)

A Other Income Sources

- Appropriate supporting
documentation (1 Photocopy)

&
Concerned entity wherein member has
engagement

Property/company owner

Issuing Agent/Registry of Deeds/Land
Registration Authority (LRA)

Donor

r

Concerned entity wherein member
engagement

Member

has

194




CITIZEN'S CHARTER

2023 EDITION | Version 1.0

NOTES:

1. In all instances wherein photocopies are submitted, the original document must be
presented for authentication.
2. Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.

enrollment
form and check
the following:
CEnsure that
the applicant
has Pag-IBIG
MID No. and
with posted
Pag-IBIG
membership
savings (MS)
CFor
pensioners,
check the
member-
applica
record and
ensure that
he/she had at
least 24
monthly
savings prior

FEES
AGENCY PROCESSING PERSON
CLIENT STEPS ACTIONS | 'O 3% TIME RESPONSIBLE
1.Proceed tothe [1. Provide a queue | None 30 Minutes* | Information Officer
Information number for the Branch
Officer, get a desired
queue number transaction.
and wait for the
number to be
called.
2.Submit the MP2 |2. Receive the None 10 Minutes Marketing
Enrollment Form | MP2 Enrollment Specialist
and supporting Form and Member Services |
documents to the | supporting - Marketing and
Marketing documents. Sales - Branch
Specialist.
2.1Evaluate the None 6 Hours
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to his
retirement
OFor former
natural-born
Filipino, must
have re-
acquired his
Filipino
citizenship
pursuant to
the provisions
of R.A 9225
and with at
least 24
monthly
savings prior
to
membership
termination
due to
permanent
departure
from the
country.

NOTE:

For disqualified
application, a
Notice of
Disapproval of
Request Slip
(HQP-PFF-376)
shall be issued to
the concerned
member-
applicant.

2.2Explain the
terms and
conditions of
the program.

None

20 Minutes

Marketing
Specialist
Member Services |
- Marketing and
Sales - Branch
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2.3Process the None | 1 Working Day Marketing

enrollment and Specialist
encode the Member Services |

member- - Mlarketli3ng anr?
applicar Sales - Branc

details in the
system.

2.4Endorse the None 30 Minutes
received
enrollment
form and
supporting
documents to
the Head, for
review and
approval.

2.5Review the None | 1 Working Day Head
record of the Member Services |
member- - Marketing and
applicant Sales - Branch

against the
enrollment
form and
supporting
documents and
approve/
disapprove the
enrollment.

2.60nce None 30 Minutes
approved, the
member-
applicant will
receive an
SMS
notification/
email
confirmation
concerning the

successful
enrollment.
TOTAL: | None | S Working
days

* The time indicated shall include the waiting time of the transactingsitiiéndepemdl on the number on queue.
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18. Issuance of Disbursement Cards to Qualified Member-Applicant

This refers to the issuance of Disbursement Cards Parther-Bank 6 s Car d t o
Pag-IBIG member-applicant who opt to release his loan proceeds through the said
mode.

qu e

This service shall start from the receipt of enroliment form, as applicable, up to the
issuance of Disbursement Cards to the qualified Pag-IBIG member-applicant.

O_ff'_c‘? or Member Services Il - Frontline Servicing - Branch
Division:

Classification: Simple Transaction

Type of . G2C i1 Government to Client

Transaction:

Who may avail: Qualified Pag-1BIG Member-Applicant

WHERE TO SECURE
Pag-IBIG Fund Branch

CHECKLIST OF REQUIREMENTS

1. Disbursement Card Application/
Enrollment Form (1 Original)

DFA, LTO, PRC, NBI, Local Police Station,
Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI,
Govt. Office/GOCC, NCWPD, DSWD, IBP,
PSA or Employer

2. One (1) valid ID acceptable to the
Fund (1 Photocopy)

NOTES:
1. In all instances wherein photocopies are submitted, the original documents must be
presented for authentication.
2. Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.

FEES

AGENCY PROCESSING PERSON
CLIENTSTIERS ACTIONS TSA?DE TIME RESPONSIBLE
1. Proceed tothe |1. Provide a None 30 Minutes* Information Officer

Information
Officer, get a
gueue number
for the
disbursement
card
enrollment
transaction and
wait for the
number to be
called.

gueue number
for the desired
transaction.

Branch
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2. Apply for the
disbursement
card as mode
of release of
the approved
loan proceeds.

2. Explain the
terms and
conditions of
issuance of
disbursement
card to the
member-
applicant.

2.1 Inform the
member-
applicant that
the cost of
disbursement
card shall be
deducted from
his loan
proceeds.

2.2 Issue the
Disbursement
Card
Application/
Enrollment
Form to the
member-
applicant.

None

None

None

5 Minutes

5 Minutes

5 Minutes

Member Services
Officer
Member Services Il -
Frontline Servicing -
Branch

3. Submit the
supporting
documents.

3. Receive and
check the
completeness
of supporting
documents.

3.1Issue the
Disbursement
Card to the
member-
applicant.

None

None

45 Minutes

5 Minutes

Member Services
Officer
Member Services Il -
Frontline Servicing -
Branch
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3.2For member-
applicant with
existing
disbursement
card, encode
the
disbursement
card number-in
the system and
verify the
expiration date
of
disbursement
card.

NOTE:

If expired,
member-applicant
may opt to
replace/avail a
new disbursement
card from different
partner bank.
Processing shall
go to Process
Step1lto 2.2

3.3 Ensure the
correctness of
the encoded
disbursement
card number
against the
photocopy of
the card.

3.4 Request the
member-
applicant to
submit a
photocopy of
the
disbursement
card.

None

None

None

15 Minutes

30 Minutes

30 Minutes

Member Services
Officer
Member Services Il -
Frontline Servicing -
Branch

200




CITIZEN'S CHARTER

2023 EDITION | Version 1.0

4. Provide the 4. Upon receipt of | None 5 Minutes Member Services
photocopy of the photocopy Officer
disbursement of Member Services Il -
card. disbursement Frontline Servicing -

card, indicate Branch
the

disbursement
card number in
the STL
application.

NOTE:

On scheduled
date, the Member
Services Officer
(Frontliner) shall
transmit the
Disbursement
Card Application/
Enrollment Form
to the partner
banks, as
applicable.

2 Hours and

TOTAL: None 55 Minutes

NOTES:

1. For member-applicant with existing disbursement card, encode the disbursement
card number in the system to verify its expiration date. The system shall
automatically determine if the disbursement card is expired or not.

2. The member-applicant may opt to replace/avail a new disbursement card from
different Partner Bank or change the mode of release.

3. For some Partner Banks who do not require the Disbursement Card
Application/Enrollment Form, the mandatory information from the qualified member-
applicant were already incorporated in the Multi-Purpose Loan Application Form
(MPLAF, HQP-SLF-065)/Calamity Loan Application Form (CLAF, HQP-SLF-066).

* The time indicated shall include the waiting time of the transacting clients and shall degend qneébe.num
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19. Issuance of Pag-IBIG Loyalty Card Plus

The Pag-IBIG Fund Loyalty Card Program provides the eligible Pag-IBIG Fund member
an added benefits and savings in the form of discounts and rewards points through the
purchase of their priority needs from the accredited partner-merchants. The said Program
also provides convenience to the members availing of loans, provident benefits claim,
and/or MP2 annual dividend payout by handling the proceeds of their
loans/claims/dividends credited directly to their Pag-IBIG Fund Loyalty Card Plus thus,
making it a Loyalty Card and Disbursement Card at the same time. Further, the Program
serves as a tool in updating the member sdé da

This service shall start from the receipt of Pag-IBIG Loyalty Card Plus Application Form
up to the issuance of Pag-IBIG Loyalty Card Plus to the member.

A Member Services | - Marketing and Sales - Branch

A Accredited Partner-Bank

Office or Division:

Classification: Simple Transaction
Type of . G2C 1 Government to Client
Transaction:
Who may avail: The Program is open to all Pag-IBIG member who satisfy the
following:
O With Pag-IBIG MID No.
O Membership status is active or MP2 retiree member
O Membership record is updated
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Pag-IBIG Loyalty Card Plus Pag-IBIG Fund website
Application Form (HQP-PFF-108) (www.pagibigfund.gov.ph) or in any Pag-IBIG
(1 Original) Fund Branch
2. Valid ID acceptable to the Fund DFA, LTO, PRC, NBI, Local Police Station,
(1 Photocopy) Post Office, COMELEC, Barangay, GSIS,
SSS, LGU, OWWA, POEA, MARINA, BI, Govt.
Office/GOCC, NCWPD, DSWD, IBP, PSA or
Employer
NOTES:

1. In all instances wherein photocopies are submitted, the original document must be

presented for authentication.
2. Company ID must be issued by employers registered with or supervised or regulated
either by the BSP, SEC or IC.

FEES
AGENCY PROCESSING PERSON
GRISMIESUIS S ACTIONS TFSAIIBDE TIME RESPONSIBLE
1. Proceed to the 1. Provide a queue None 30 Minutes* Information Officer
Information Officer, number for Branch
get a queue Pag-IBIG Loyalty
number and wait
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for the number to
be called.

Card Plus
enrollment.

2. Submit a duly
accomplished
Pag-IBIG Loyalty
Card Plus
Application Form
and supporting
document to the
Marketing
Specialist.

2. Receive the

Pag-IBIG Loyalty
Card Plus
Application Form
and supporting
documents.

2.1 Evaluate the
application form
and check the
following:

O If the form is
completely
filled-out

O If the
member is
registered
and with
Pag-IBIG
MID No.

O If the
membership
status is
active

O If the

me mber 0

record is
updated

2.2 Advise the
member to
proceed to the
Partner-Bank
Operator for
the enrollment.

None

None

None

10 Minutes

10 Minutes

30 Minutes*

Marketing Specialist

Member Services | -

Marketing and Sales
- Branch
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3. Present the 3. Receive the None 5 Minutes Partner-Bank
Pag-IBIG Loyalty Pag-IBIG Operator
Card Plus Loyalty Card Accredited Partner-
Application Form Plus Application Bank
and supporting Form and
document to the supporting
Partner-Bank document.

Operator for data
capturing and
card printing.

3.1 Verify the None 10 Minutes
me mber 6s
in the system
and request the
member to pay

the
corresponding
card fee.

4. Pay the amount 4. Prepare and PHP125.00| 3 Minutes Partner-Bank
due for the card issue an Official Operator
fee to the Partner- | Receipt to the Accredited Partner-
Bank Operator. concerned Bank

member.

4.1Get the Pag-IBIG |4.1 Encode/ None 10 Minutes
Loyalty Card Plus capture the
that will be issued member 6s
by the Partner- information,

Bank Operator. photo and
biometrics.

4.2 Prior to printing, | None 2 Minutes
ensure the

correctness of
t he memb
information to
be printed on
the card.

4.3 Print the None 5 Minutes
Pag-IBIG
Loyalty Card
Plus.
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4.4 Issue the None 5 Minutes Partner-Bank
Pag-IBIG Operator
Loyalty Card Accredited Partner-
Plus together Bank
with the PIN
Mailer and
envelope kit to
the member.

4.5Require the None 2 Minutes
member to sign
in a log sheet as
acknowledge-
ment receipt of
the card.

Php125. | 2 Hours and 2
00 Minutes

* The time indicated shall include the waiting time of the transacting clients and shall depend on the number on queue.

TOTAL:
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20. Issuance of Payment Order Form (POF) and Acceptance of Remittance
for Membership Savings (MS)/Payment of Loan Amortization and Other
Amounts due to the Fund Through Over-The-Counter (OTC)

This service allows the Payor to remit/pay various amounts due or voluntary savings to
the Fund through over-the-counter (OTC). This covers various provident and housing-
related payment transactions, which shall not be limited to the following:

1. Savings-related

A Membership Savings (MS)
A Modified Pag-IBIG Il (MP2)

2. Short-Term Loan (STL)-related

A" Multi-Purpose Loan (MPL)
A Calamity Loan

3. Housing-related

Housing Loan (HL) amortization
Full payment of HL obligation
HL processing fee

Appraisal fee

Conversion cost

I I > D

4. Disposal of Pag-IBIG Fund Acquired Assets

A Full payment of selling price

A Reservation fee

A Down payment/ Biddero6s Bond

A Equity

A Processing Fee (for sale through long-term installment to be paid upon
submission of requirements)

A Advance Sales/Redemption Insurance (MRI/SRI) premiums

A Advance Fire and Allied Perils Insurance (FAPI) premiums

A Interim interest

A Monthly installment (for short-term installment)

A Advance monthly installment

A Monthly rental

A Advance rent (for lease with option to purchase, upon signing of contract of
lease)

A Security deposit (for lease with option to purchase, upon signing of contract of
lease)

A Cash bond (for negotiated sale-bulk sale)
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5. Other Amounts due

Corresponding penalties due to remittance beyond due date

Re-filing or re-evaluation of HL application

Inspection in excess of four (4) inspections for accounts with staggered releases
(e.g., home improvement and house construction)

Handling fee per additional Check issued for split payment of HL proceeds
Accounts Receivable from Member due to over payment

Loyalty Card Fee

>y D>

This service shall start from the receipt of the supporting documents from the Payor for
the issuance of Payment Order Form (POF) up to the issuance of Pag-IBIG Fund Official
Receipt (PFOR) to the Payor.

Office or A Member Services | - Marketing and Sales - Branch
Division: A Member Services Il - Frontline Servicing - Branch
A Branch Support - Branch
Classification: | sjmple Transaction
Type of . G2C i Government to Client
Transaction:
Who may avail: | Pag-IBIG Fund members/member-borrowers and non-Pag-IBIG

members (only for sale of Acquired Assets through cash or
short-term installment [12 months])

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

A. REQUIREMENTS FOR ISSUANCE OF PAYMENT ORDER FORM (POF)
For Individual Payor, any of the

following:
1. Latest Pag-IBIG Fund Official Pag-IBIG Fund member/member-borrowers/
Receipt (PFOR, 1 Photocopy) Non-Pag-IBIG Fund members

2. Monthly Short-Term Loan (STL)/ Pag-IBIG Fund
Housing Loan (HL) Billing
Statement (MSBS/MHBS)
(1 Photocopy)

3. Statement of Accounts Receivable | Pag-IBIG Fund
from Member (1 Photocopy)

For Employer, submit the following | Pag-IBIG Fund website

documents depending on the type (www.pagbigfund.gov.ph) or in any

of payment, in soft copy: Pag-IBIG Fund Branch

1. For MS, Membership Savings
Remittance Form (MSRF,
HQP-TMF-381)
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2. For STL, Short Term-Loan
Remittance Form (STLRF,

HQP-TMF-382)

For HL, Statement of Payroll
Deduction/Housing Loan
Amortization Remittance Form
(HLARF, HQP-TMF-383)/Housing-
Related Fees Remittance Form
(HRFRF, HQP-TMF-384)

B. REQUIREMENTS FOR REMITTANCE OF MS/PAYMENT OF
AMORTIZATION AND OTHER AMOUNTS DUE TO THE FUND

LOAN

Payment Order Form (POF, HQP-TMF-

024) (1 Original)

Pag-IBIG Fund Branch

NOTE: In all instances wherein photocop
be presented for authentication.

ies are submitted, the original documents must

CLIENT STEPS

AGENCY
ACTIONS

FEES
TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

A. ISSUANCE OF PAYMENT ORDER FORM (POF)

1. Proceed tothe |1.Provide a None 30 Minutes* Information
Information queue number Officer
Officer, get a for the desired Branch
gueue number transaction.
for the issuance
of Payment
Order Form
(POF) and wait
for the number
to be called.

2. Proceed tothe 2. Determine the None 15 Minutes Member Services
Member type of Officer
Services Il - transaction the Member Services
Frontline payment is - Fr_or_1t|me
Servicing to intended. Servicing -

Branch
request for
POF.
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2.1 Request the
Payor to
present and/
or submit any
of the
following, per
type of
transaction:

For Individual

Payor (1P),

whichever is

applicable

A Latest PFOR

A MSBS/MHBS

A Statement of
Accounts
Receivable
from Member

For Employer

A For MS,
MSRF

A For STL,
STLRF

A For HL,
Statement of
Payroll
Deduction/
HLARF/
HRFRF

2.2 Check the
uploaded file
submitted by
the employer
and ensure
the
correctness of
the Pag-
IBIG MID No.
and amount to
be paid.

None

None

5 Minutes

30 Minutes

Member Services
Officer
Member Services
Il - Frontline
Servicing -
Branch
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NOTE:

If payment is thru
Check, the
amount reflected
in the remittance
file should match
with the amount
indicated in the
Check.

2.3 Generate and
issue the POF
to the Payor or
Employer.

None

5 Minutes

Member Services
Officer
Member Services
Il - Frontline
Servicing -
Branch

. Receive the
POF from the
Member
Services Officer.

3. Advise the
Payor or
Employer to
proceed to the
payment
counter and
present the
POF/other
supporting
documents, as
applicable, for
remittance/
payment.

None

5 Minutes

Member Services
Officer
Member Services
Il - Frontline
Servicing -
Branch

TOTAL:

None

1 Hour and 30
Minutes

210




CITIZEN'S CHARTER

2023 EDITION | Version 1.0

B. ACCEPTANCE OF MS REMITTANCE/LOAN AMORTIZATION PAYMENT AND
OTHER AMOUNTS DUE TO THE FUND

4. Submit the POF |4.Upon receipt of None 5 Minutes Cashier

to Cashier. the POF and/or Branch Support -
supporting Branch
documents (as
applicable),
access the
system and
encode the POF
No./ Bor
Name.

4.1 Ensure that the None 5 Minutes Cashier
details Branch Support -
reflected in the Branch
system are
matched with
the POF.

5. Remit the MS/ 5.Receive the Depends 5 Minutes Cashier
pay loan actual Cash/ on the Branch Support -
amortization and | Check from the | amount Branch
other amounts Payor or due per
due to the Fund Employer. type of

transac-
tion

5.1Ensure that None 20
the Cash/ Minutes
Check (Cash and
received is dated Check)
matched with
the amount
being paid.
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NOTE: 25 Minutes
For Check (Postdated
payment, the Check)
information

indicated in the
Check such as
Check No. and
Bankds Na
must be encoded.

6. Receive the 6. Generate, sign, None 10 Minutes Cashier
PFOR. and issue the Branch Support -
Pag-IBIG Fund Branch
Official Receipt
(PFOR, HQP-
TMF-015) to the
Payor/
Employer
TOTAL: | Depends
on the -
Cash and Dated Check | jmount 45 Minutes
due per
Postdated Check | YP® of 50 Minutes
transac-
tion

NOTES:

1. For Payor with invalid Pag-IBIG MID No., the Payment Screener may use the
member 6s name with date of birth to g

2. Once the Payorods details have been en
A Verify the val i-IBGMpPNaf Payorés Pag
A Determine the Branch the payment is due.

3. If the employer has employees without assigned Pag-IBIG MID No., advise the
empl oyer t hat the memberdéds payment S
subsidiary ledger (SL).

4. Employer must submit a revised MSRF/STLRF/HLARF/HRFRF reflecting a
complete Pag-IBIG MID Nos. and/or Housing Account Nos. (HAN) of its concerned
employees.

5. The system wil/ automatically <captur
reflected in the uploaded file.

6. The uploaded remittance file shall appear in the Payment Order Form Screening
Window.

7. The system will automatically match the amount encoded in the system against the
amount reflected in remittance file. If the amount encoded does not match, the
remittance file shall not be served.
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8. The uploading of remittance file shall proceed once the information of the member
is updated.

9. The system will automatically compute the total amount due for HL amortization.

10.For payment of HL amortization, the borrower shall be advised that for his
succeeding payment, he/ she may pay his HL
Collecting Partners such as Bayad Center, SM Business Center, etc.

11.For remittance/payment using Post-dated Check (PDC), an Acknowledgement
Receipt (AR, HQP-TMF-165) shall be issued to the Payor upon receipt of
remittance/payment.

* The time indicated shall include the waiting time of the transacting clients and shall depend on the number on queue.
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21. Membership Registration at the Branch (Employee-Assisted)

The membership registration enables the employed and/or self-employed individuals to
register with the Fund and secure their Pag-IBIG Membership ID (MID) No. The
membership registration with the Fund may either be mandatory or voluntary.

This service shall start from the registration at the Pag-IBIG Fund Branch kiosk up to the
issuance of Pag-IBIG MID No.

Office or A Member Services | - Marketing and Sales - Branch
Division: A Data Center Department (DCD)

Classification: Simple Transaction

Type of . G2C 1 Government to Client

Transaction:

Who may avail: Mandatory Coverage:

Coverage under the Fund shall be mandatory to the following:

A All employees who are or ought to be covered by the Social
Security System (SSS), provided that actual membership in the
SSS shall not be a condition precedent to the mandatory
coverage in the Fund. It shall include, but are not limited to:

OA private employee, whether permanent, temporary, or
provisional who is not over sixty (60) years old;

OA household helper earning at least P1,000.00 a month. A
household helper is any person who renders domestic
services exclusively to a household such as a driver,
gardener, cook, governess, and other similar occupations;

OA Filipino seafarer upon the signing of the standard contract
of employment between the seafarer and the manning
agency, which together with the foreign ship owner, acts as
the employer;

OA self-employed person regardless of trade, business or
occupation, with an income of at least P1,000.00 a month
and not over sixty (60) years old;

A All employees who are subject to mandatory coverage by the
Government Service Insurance System (GSIS), regardless of
their status of appointment, including members of the judiciary
and constitutional commissions;

A Uniformed members of the Armed Forces of the Philippines, the
Bureau of Fire Protection, the Bureau of Jail Management and
Penology, and the Philippine National Police;

A Filipinos employed by foreign-based employers, whether they
are deployed here or abroad or a combination thereof.
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Voluntary Coverage:

An individual at least 18 years old but not more than 65 years old
may register with the Fund under voluntary membership. However,
said individual shall be required to comply with the set of rules and
regulations for Pag-IBIG members including the amount of
contribution and schedule of payment. In addition, they shall be
subject to the eligibility requirements in the event of availment of
loans and other programs/benefits offered by the Fund.

The following shall be allowed to apply for voluntary membership:

A Non-working spouses who devote full time to managing the
household and family affairs, unless they also engage in another
vocation or employment which is subject to mandatory
coverage, provided the employed spouse is a registered
Pag-IBIG member and consents to the Fund membership of the
non-working spouse;

A Filipino employees of foreign government or international
organization, or their wholly owned instrumentality based in the
Philippines, in the absence of an administrative agreement with
the Fund;

A Employees of an employer who is granted a waiver or

suspension of coverage by the Fund under RA 9679;

Leaders and members of religious groups;

A member separated from employment, local or abroad, or

ceased to be self-employed but would like to continue paying his

personal contribution. Such member may be a pensioner,
investor, or any other individual with passive income or
allowances;

A Public officials or employees who are not covered by the GSIS
such as Barangay Officials, including Barangay Chairmen,
Barangay Council Members, Chairmen of the Barangay
Sangguniang Kabataan, and Barangay Secretaries and
Treasurers;

A Such other earning individuals/groups as may be determined by
the Board by rules and regulations.

> >

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

None None
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CLIENT STEPS | AGENCY ACTIONS 'II':(I)EEBSE AREIGESHIINE PSRN
PAID TIME RESPONSIBLE

1. Proceed to the |1. Provide a queue None 30 Minutes* Information
Information number for the Officer
Officer, get a desired Branch
gueue number transaction.
and wait for
the number to
be called.

2. Register online |2. Assist the None 15 Minutes Marketing
using the registrant in Specialist
dedicated registering online Member Services
computers for using the I - Marketing and
online dedicated Sales - Branch
registration. computers.

2.1 At cut-off period, | None 2 Working Data Center
the system shall Days Department
perform (DCD)
deduping
process prior
assignment of
Pag-IBIG MID
No.

2 Working
TOTAL: | None Days and 45
Minutes

NOTES:

1. Upon successful registration, registrant with a registered cellphone number will
receive a Short Message Service (SMS) notification containing the Registration
Tracking No. (RTN). A link to the Pag-IBIG MID No. verification shall also be
indicated in the SMS.

2. The registrant without a registered cellphone number may get their Pag-IBIG MID
No. through the Pag-IBIG Hotline or at any Pag-IBIG Fund branch after three (3)
working days upon successful registration.

O The registrant may call the telephone number 8724-4244 and request his
Pag-IBIG MID No., provided that the registrant shall be able to answer at least
three (3) security questions correctly, to establish his identity.

O The registrant may also visit any Pag-IBIG Fund Branch and present one (1) valid
ID to request his Pag-I1BIG MID No.

*The time indicated shall include the waiting time of the transacting clients and shall depend on the number on queue.
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22. Membership Registration Through Submission of MDF

The membership registration enables the employed and/or self-employed individuals to
register with the Fund and secure their Pag-IBIG Membership ID (MID) No. The

membership registration with the Fund may either be mandatory or voluntary.

Thi s service

shal l start from the recei

to the issuance of Pag-1BIG MID No.

Office or
Division:

A Member Services | - Marketing and Sales - Branch
A Data Center Department (DCD)

Classification:

Simple Transaction

Type of
Transaction:

G2C i Government to Client

Who may avail:

Mandatory Coverage:

Coverage under the Fund shall be mandatory to the following:

A All employees who are or ought to be covered by the Social
Security System (SSS), provided that actual membership in the
SSS shall not be a condition precedent to the mandatory
coverage in the Fund. It shall include, but are not limited to:

5

5

A private employee, whether permanent, temporary, or
provisional who is not over sixty (60) years old;

A household helper earning at least P1,000.00 a month. A
household helper is any person who renders domestic
services exclusively to a household such as a driver,
gardener, cook, governess, and other similar occupations;
A Filipino seafarer upon the signing of the standard contract
of employment between the seafarer and the manning
agency, which together with the foreign ship owner, acts as
the employer;

A self-employed person regardless of trade, business or
occupation, with an income of at least P1,000.00 a month
and not over sixty (60) years old;

A All employees who are subject to mandatory coverage by the
Government Service Insurance System (GSIS), regardless of
their status of appointment, including members of the judiciary
and constitutional commissions;

A Uniformed members of the Armed Forces of the Philippines, the
Bureau of Fire Protection, the Bureau of Jail Management and
Penology, and the Philippine National Police;
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A Filipinos employed by foreign-based employers, whether they
are deployed here or abroad or a combination thereof.

Voluntary Coverage:

An individual at least 18 years old but not more than 65 years old
may register with the Fund under voluntary membership. However,
said individual shall be required to comply with the set of rules and
regulations for Pag-IBIG members including the amount of
contribution and schedule of payment. In addition, they shall be
subject to the eligibility requirements in the event of availment of
loans and other programs/benefits offered by the Fund.

The following shall be allowed to apply for voluntary membership:

A Non-working spouses who devote full time to managing the
household and family affairs, unless they also engage in another
vocation or employment which is subject to mandatory
coverage, provided the employed spouse is a registered Pag-
IBIG member and consents to the Fund membership of the non-
working spouse;

A Filipino employees of foreign government or international
organization, or their wholly owned instrumentality based in the
Philippines, in the absence of an administrative agreement with
the Fund;

A Employees of an employer who is granted a waiver or

suspension of coverage by the Fund under RA 9679;

Leaders and members of religious groups;

A member separated from employment, local or abroad, or

ceased to be self-employed but would like to continue paying his

personal contribution. Such member may be a pensioner,
investor, or any other individual with passive income or
allowances;

A Public officials or employees who are not covered by the GSIS
such as Barangay Officials, including Barangay Chairmen,
Barangay Council Members, Chairmen of the Barangay
Sangguniang Kabataan, and Barangay Secretaries and
Treasurers;

A Such other earning individuals/groups as may be determined by
the Board by rules and regulations.

> >

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Me mber 6s

Dat a F or m Pag-IBIG Fund website

(MDF, HQP-PFF-039) (1 Original) (www.pagibigfund.gov.ph) or in any

Pag-IBIG Fund Branch
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CLIENT STEPS AGENCY 755 | PROCESSING | PERSON
ACTIONS PAID TIME RESPONSIBLE
1. Proceed to the | 1. Provide a queue | None 30 Minutes* Information Officer
Information number for the Branch
Officer, get a desired
gueue number transaction.
and wait for the
number to be
called.
2.Submitaduly |2. Receive the None 15 Minutes Marketing
accomplished MDF and Specialist
MDF to the encode the data Member Services |
Marketing in the system. - Marketing and
Specialist. Sales - Branch
2.1 At cut-off None 2 Working Data Center
period, the Days Department (DCD)
system shall
perform
deduping
process prior
assignment of
Pag-IBIG MID
No.
2 Working
TOTAL: | None Days and 45
Minutes

NOTES:

1. Upon successful registration, registrant with a registered cellphone number will
receive a Short Message Service (SMS) notification containing the Registration
Tracking No. (RTN). A link to the Pag-IBIG MID No. verification shall also be
indicated in the SMS.

2. The registrant without a registered cellphone number may get their Pag-1BIG MID
No. through the Pag-IBIG Hotline or at any Pag-IBIG Fund branch after three (3)
working days upon successful registration.

O The registrant may call the telephone number 8724-4244 and request his
Pag-IBIG MID No., provided that the registrant shall be able to answer at least
three (3) security questions correctly, to establish his identity.

O The registrant may also visit any Pag-IBIG Fund Branch and present one (1) valid
ID to request his Pag-I1BIG MID No.
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23. Process Enrollment of Employer to the Electronic Submission
of Remittance Schedule (eSRS) Facility
This service refers to the enroliment process of employers with thirty (30) and below

employees and their respective authorized users to the eSRS Facility of the Fund. This
aims to facilitate the online submission of remittance schedule of employers.

This service shall start from the receipt of eSRS Employer Enroliment Form from the
Employer up to the approval of the said enrollment.

O.ff'.c? or. Member Services Il - Frontline Servicing - Branch
Division:

Classification: Simple Transaction

Type of . G2C - Government to Client

Transaction:

Who may avail: Employer with employees thirty (30) and below employees

WHERE TO SECURE
Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

CHECKLIST OF REQUIREMENTS

1. eSRS Employer Enrollment Form
(HQP-TMF-190) (1 Original)

Pag-IBIG Fund website
(www.pagibigfund.gov.ph) or in any Pag-IBIG
Fund Branch

2. Specimen Signature Form (SSF,
HQP-PFF-003) (1 Photocopy)

NOTE: In all instances wherein photocopies are submitted, the original documents must
be presented for authentication.

FEES

Information
Officer, get a
gueue number
for the
submission of
the eSRS
Employer
Enrollment
Form and wait
for the number
to be called.

gueue number
for the desired
transaction.

AGENCY PROCESSING PERSON
CLIENT STEPS ACTIONS TFS,)AFDE TIME RESPONSIBLE
1. Proceedtothe |1. Provide a None 30 Minutes* Information Officer

Branch
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