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1 Submits filled up and 
signed Human Resource 
(HR) Request Form

Receives HR Request Form  10 minutes Staff, Human 
Resource Division

None Human Resource 
Request Form

2 Prepares the draft of the requested 
document (e.g. Service Record and 
Certificate of Employment)

1 working day Staff, Human 
Resource Division

None

3 Certifies the correctness of 
the requested document and 
attachments (if needed) thereto.

1 hour Chief, Human 
Resource Division

None

4 Receipt of requested 
document from HR 

Division

Release of the requested 
certification and/or service record.

10 minutes Staff, Human 
Resource Division

None Certificate or 
Employment and/or 

Service Record

TOTAL : 1 work-
ing day, 1 hour 
and 20 minutes
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1 Submits filled up and 
signed Human Resource 
(HR) Request Form

Receives HR Request Form for 
certifications of premiums/loans 
paid.

 10 minutes Staff, Human 
Resource Division

None Human Resource 
Request Form

2
Forwards the HR Request Form  to 
Accounting Division 10 minutes

Staff, Human 
Resource Division None

3
Receives HR Request Form

10 minutes
Staff, Accounting 
Division None

4 Prepares the draft of the requested 
certification (e.g. loan and/or 
premiums paid on GSIS, HDMF 
and PHIC)

2 working days
Staff, Accounting 
Division None

5
Certifies the correctness of 
the requested document and 
attachments  (if needed) thereto.

1 hour
Chief, Accounting 
Division

6
Receipt of requested 
document from 
Accounting Division

Release of the requested certifica-
tion. 10 minutes

Staff, Accounting 
Division None

Certification of Paid 
Loans/Premium

TOTAL : 2 working 
days, 1 hour and 40 

minutes


