DEPARTMENT OF EDUCATION - NCR

= RELEASED
' : b lg £ RECORDS SECTION NCR

NAR 29 2023
>
Republic of the Philippines AN |

Bepartment of Education

NATIONAL CAPITAL REGION
CN-2023-3-27-2175

REGIONAL MEMORANDUM
ORD-2023-. 3 7

TO : SCHOOLS DIVISION SUPERINTENDENTS
CHIEFS, FUNCTIONAL DIVISIONS

FROM :  WILFREDO E. CABRAL, CESO III

Regional Director

SUBJECT : ADOPTION OF DEPED EMPLOYEES' PROVIDENT FUND LOAN
ACCOUNT TRANSFER

DATE . March 28, 2023

1. This has reference to the attached Memorandum OUF-2023-0112 dated February
21, 2023 from Undersecretary Annalyn M. Sevilla, relative to the above-captioned
policy on Provident Fund Loan, contents of which are self-explanatory, for
information and guidance.

2. For immediate dissemination and compliance.
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Republic of the Philippines

Bepartment of Education
OFFICE OF THE UNDERSECRETARY FOR FINANCE

MEMORANDUM
OUF-2023-0 1 12

TO : REGIONAL DIRECTORS
SCHOOLS DIVISION SUPERINTENDENTS
CENTRAL OFFICE PROVIDENT FUND (PF) CHAPTER SECRETARIAT
REGIONAL PF CHAPTER SECRETARIAT
SCHOOLS DIVISION PF SECRETARIAT
SCHOOL HEADS OF IMPLEMENTING UNIT-SECONDARY

SCHOOLS

CHIEF ACCOUNTANT, DEPED CENTRAL OFFICE
CHIEF OF PERSONNEL DIVISION, DEPED CENTRAL OFFICE
HEADS OF ADMINISTRATIVE DIVISION/SECTION/UNIT
HEADS OF ACCOUNTING DIVISION/SECTION/UNIT
HEADS OF PERSONNEL DIVISION/SECTION/UNIT
ALL OTHERS CONCERNED

FROM . ANNALYN M. SEVILLA
Undersecretary for Finance
Chairperson, Provident Fund National Board of Trustees (PFNBT)

SUBJECT : ADOPTION OF DEPED EMPLOYEES’ PROVIDENT FUND LOAN
ACCOUNT TRANSFER FORM

DATE : FEBRUARY 21, 2023

1. It has been reported that there are salary deductions for PF loans that stopped
due to the transfer of PF borrowers from one implementing office /unit to another,
resulting in delinquent accounts that remain uncollected for a period of time.

2. To address the above issue, the adoption of the DepEd Employees’ Provident Fund
Loan Account Transfer Form (PF Transfer Form, for brevity) by the PF Chapters
at the central, regional, and schools divisions offices, is directed for the following
purposes:

a. Ensure and facilitate the continuity of the monthly deduction of loan
amortizations from the salaries of PF borrowers who transferred from one
implementing office/unit to another;

b. Standardize the process of recording the transferred loan balances of the PF
borrowers;

c. Help the PF borrowers avoid incurring compounding of interest due to the
stoppage of the loan deduction;

2/F Rizal Building, DepEd Complex, Meralco Avenue, Pasig City
Telephone No.: (02) 8633-9342, Fax No.: (02) 8638-3703; Email Address: usec.financebpm@deped.gov.ph



d. Relieve the PF borrowers from the burden of traveling to their former place
of assignment just to make a direct payment on the loan amortizations; and
e. Monitor and track the PF loan records efficiently.

3. For the proper use of the PF Transfer Form, all concerned must be guided by the

following:

3.1 Originating Place of Assignment of the PF Borrower

3.1.1

3.1.2

3.1.3

3.14

3.1.5

The PF borrower shall inform the PF Secretariat of his/her transfer
to another implementing office/unit, and subsequently request for
issuance of Clearance as to PF accountability.

Before signing the Clearance of the PF borrower, the PF Secretariat
shall ensure that the former’s PF loan account is already transferred
and recorded in the PF book of accounts of the receiving office /unit,
and the transfer of payroll deduction is already effected.

The PF Secretariat shall also request the Personnel
Division/Section/ Unit (Human Resource Office) for the status of
employment of the borrower/s with at least three (3) months past
due account/s, to check if has/have transferred to another
implementing office/unit.

The PF Secretariat, upon confirmation of the transfer of the PF
borrower, shall perform the following:

a. Accomplish Part I of the PF Transfer Form, and sign the portion
"Prepared and Certified By" in the form.

b. Transmit the Transfer Form, duly supported with the latest
processed Loan Application Form, Authority to Deduct and

updated Statement of Account to Accounting
Division/Section/Unit, for Journal Entry Voucher (JEV)
preparation.

Once the PF Transfer Form and its attachments are transmitted, the
Accounting Division /Section /Unit shall:

a. Prepare JEV to drop the PF Outstanding Loan Balance of the
borrower in the books of accounts.

b. Indicate the JEV No. in the column of Part I in the PF Transfer

Form, and sign the portion "JEV Prepared By" of Part I in the form.

c. Email in advance to the Accounting Division/Section/Unit of the
borrower’s receiving place of assignment (cc: PF Secretariat), the
copy of the signed JEV and the supporting documents stated in
Item 3.1.4 (b) stated above, for the accomplishment of Part II of
the PF Transfer Form, subject to the compliance of the procedures
under item 3.2 below.

d. Return the original and signed PF Transfer Form and JEV to the
PF Secretariat.



3.1.6 The PF Secretariat shall prepare and mail, through the Records
Division /Section /Unit, the endorsement letter signed by its PF Head
Secretariat transmitting the original PF Transfer Form, signed JEV,
and the supporting documents specified in Item 3.1.4(b) to the Head
PF Secretariat of the borrower’s receiving place of assignment.

3.1 Receiving Place of Assignment

3.2.1 The PF Secretariat of this implementing office/unit, upon receipt of
the endorsement letter, PF Transfer Form, and its attachments, shall:

a.

b.

Accomplish Part II of the PF Transfer Form, and sign the portion
“Prepared and Certified by" in the form.

Transmit the PF Transfer Form to Accounting
Division /Section /Unit for JEV preparation.

3.2.2 The Accounting Division /Section /Unit shall:

. Prepare JEV to set up the PF Outstanding Loan Balance of the PF

borrower in the books of accounts.

. Indicate the JEV No. in the column of Part II in the PF Transfer

Form, and sign the portion "JEV Prepared By" in the form.

Return the original and signed PF Transfer Form with JEV and
other attachments to the PF Secretariat, retaining one (1) copy for
records purposes.

3.2.3 The PF Secretariat shall:

a.

b.

Retain the original copy of the PF Transfer Form with attachments
for records purposes.

Reproduce the PF Transfer Form with attachments and prepare an
endorsement letter signed by its Head PF Secretariat addressed to
the Head PF Secretariat of the borrower’s originating place of
assignment for records/audit purposes, copy furnished the
following;:

b.1 Originating place of assignment- Accounting Division/
Section /Unit for confirmation of the transferred account;
and

b.2 Principal borrower for his/her file

Release the copy of the endorsement letter with attachments to the
Records Division/Section /Unit for mailing.

. Furnish the Payroll Services Unit with a copy of the new Authority

to Deduct signed by the principal borrower for integration into the
payroll.



3.2.4 The Payroll Services Unit/payroll processor shall take effect the

deduction of PF loan amortizations from the monthly salary of the
borrower.

4. All concerned must ensure the proper implementation of this PF Transfer Form.

For its uniform and standard implementation, the Employee Account Management
Division, the PF National Board of Trustees Secretariat, shall conduct orientation
to all PF Chapters. You may communicate with said office at e-mail address

fs.eamd@deped.gov.ph or landline number (02) 633-7248, for any
inquiries/clarifications on the matter.

5. For immediate dissemination and strict compliance. *
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Republic of the Philippines
Department of Chueation

PROVIDENT ¥FUND
Transfer Form No.
Date:
DEPED EMPLOYEES' PROVIDENT FUND {PF} LOAN ACCOUNT TRANSFER FORM
{PF Transfer Form)
TO BE ACCOMPLISHED BY THE ORIGINATING PLACE OF ASSIGNMENT {PF CHAPTER])
Hame of Borrower H Position Title :
Contact No./Email Address 3 . Employee Number :
Particulars From To
Region
Schools Division
School/Office Assignment
Name of Co-Maker H . Present Place of Assignment of Co-maker :

Address of Co-Maker @
Contact No./Email Add. of Co-Maker :

NOTE: The co-maker from the Originating Place of Assignment of the principal borrower shall still be Hable in case of default of payment. However, the principal
borrower may replace his/her co-maker with a new one assigned at his/her current office/school assignment, subject to the submission of a letter duly
acknowledged/signed by the new co-maker. The letter must include the same information as the above.

This is to certify that the above-stated DepEd Employee has outstanding PF Loans to be closed in the hoolks of acconnts of this office/school and

transferred to the . » details as follows.
- Duration of .
Type of PF Loan Amounfi of Principat Date Granted Payroll Deductions Outstanding Loan Monthly Journal Entry
= Loan . Balance* Amortization Voucher No.**
{Stari and End}

Multi-Porpose Loan

Additional Loan

TOTAL

“* Accomplished Loar Application Form and Statemerd/'s of Account as of, . - anached; incliides interest in arrears, fany
** Copies of JEV and Loan Ledger are atiached

PREPARED AND CERTIFIED BY: JEV PREPARED BY:
Head of PF Secretariat Accounging Division/ Unit
Signature above Printed Name and Designation Signature above Printed Name and Designation

TO BE ACCOMPLISHED BY THE RECEIVING PLACE OF ASSIGNMENT {PF CHAPTER}

This is to certify that this office has accepted the transfer of the PF loan accounts of the above-stated DepEd employee, as specified under Part I of
this PF Transfer Form, and recorded the corresponding Journal Entry Voucher/s in the books of accounts for the purpose, as shown below.

Duration of
Outstanding Loan Monthy Journal Entry
Type of PF Loan - N Payroll Deductions e
Balance Amortization (Start and Endj** Voucher No.
Multi-Purpose Loan
Additional Loan
TOTAL

*=x Based on the Accomplished Loan Application Form and Statement/ s of Account as of .
==+ Start and end term of collections based on Authority io Deduct signed by ihe borrower
=** Conies of JEV and Loan Ledger are attached

PREPARED AND CERTIFIED BY: JEV PREPARED BY:
Head of PF Secretariat Accounting Division/ Unit

Signature above Printed Name and Designation Signature above Printed Name and Designation
REMINDERS:

a. The copies of the processed PF Transfer Form must be provided 10 the following:

. Receiving Place of Assigment-PF Secretariat. for records/audit purposes;

. Receiving Place of Assignmeni-Accounting Division/Section/Unit, for JEV preparation;

. Originating Place of Assignment-PF Secretariat, for records/audit purposes;

. Originating Place of ssignment-Accounting Division/Section/Uniz, for confirmation of the transferred account; and
. Principal borrower for hisfher file.

[ AR

The PF Transfer Form must be duly submitted with the necessary documenis such as a copy of JEV 1aking up the setting up of the loans receivables, etc.

b. The PF borrower's Receiving Place of Assignment shail furnish its Payroll Services Unit/ payroil processor with the copy of the accomplished PF Transfer Farm, for integration into the
payroll. The PF Transfer Form must be supported with the lazest processed Loan Application Form, Authoriiy to Deduct and updated Statement of Account provided by the PF borrower's
Originaring Place of Assignment.

c. Before signing the Clearance as to PF accountability, the PF Secretariat of tae PF borrower’s Originating Place of Assignment must ensure that his/her PF loan account is already
transferred and recorded in the PF books of accounts of the Receiving Place of Assignment, and the deduction of his/her PF loan amortization is already effected in the latter's payroll.

Prfeamd



= PROCESS FLJW ON THE TRANSFER OF PROVIDENT FUND ACCOUNTS OF DEPED é}!PLO‘('EE—BORmRS TO AXOTHER PLACE OF ASSIGNMERT ANNEX B
R o Place of B ing Place of
Personnel
PF Borrower] Personnel - Accounting Accounting N .
Division/Section/Unit PF Secretariat Sivision fSsction fUslt PF Secretariat DisiaonfSection untt Division/Section/Unit
{Hnman Resource Office}
(Human Office0 N
inforn the PF Secralaaat ocomplish Part ] of the { ZPuparciEViodropike PF \
of his{her transferio DepEd Employess' Ous(.mdin}; Loan Balagee of
anatber placs of Provident Fund Loan The bormawerin the books of
axsigninent, and Acoount Transfer Fomi (FF acconnls,
subseyuently request for Transler Forn, for brrvity).
fssudandeof Clearance us 1o s 2, Indizati the JEVNo. m the
PFaccountability. 2. Sign the portion colusmn of PuctTintha BF
. “Brepared and Certified: Trancfer Foom.
g By™ in the forme.
( Upon request of the PE 2.Sign the portion JEV
Secrelarial, provide 3. Transmil the Transfer Prepared By™of Part L incthe
information on the Form to Awcounting foror. )
transfer fo another place DivistonfSection/ Unit for
of assignment of the PF B Jourril Entry Voucker 1, Email in advame 16 e
bharrower with at least OEV} preparation withthe torrower's Rvel¢ing Place
thred {3) months past due {ollowing suppoctiay of Asvignment (o PF
acconnt, i any. doczments Scurelariat, the copy o the
sipnod JEV es wellas the
x I:sl_est ?msscd Loan suppasting documents for
Application Form;, the accomphishnxnt of Part
& duthority to Deducg and Nl of e PF Traostor Fornt
b.Updated Statement of subjedt to thecompliame
Account with the proceduses stated .
| hercin.
1 . Relum B¢ anginal signed
] PETeansfer Formand JEV to
60 PF Seentadial,

" 1. Prepare an endorsemaent
fefter, signed by the PE

~—

{ 1.Accomplish Part ol \

Place of Assgnment.

N

Sign Clearanse a5 to PF
accountabiility of the
Bosrower.

Hoad Scorelaziot, aditresend the PF Transfer Form.

Io th BF Secretariat of

Rocctving Place of 2 Signthe postion

Assigonmzmnt. “Prepared and Cerdified
By“of Part 1k im the form.

2 Mait the tter (through )

Reconds Division/ b 3. Transmit the PF

Section/ Unit) with the “Trznsfer Form with the

ariginel PF Transfer Form, altacfnents to Accounting Eas

sigaed JEV and supprfing Division/ Sextionfinitfor

dovuments to the. PF " JEV preparation.

Sexrelysialof the Revelving 4

—

f 1. Prepace JEV tosetup the  \
PF Qustlanding, Loan

F
Balanorof the harrower in
the books of acrounts.

2. Indicate tha JEV No.dn
the colunm of Part 1 incthe
PF Trandfer Form,

3.Sign the portion JEV
Prepared By® of Pact Hin
e form.

4. Return the originalund
sigred PF Transfer Form
with the altzhments
incluifing JEV to the PE

“Secrotarint for distribution.
selaining onedl) copy for
nords purposes.

{ 1 Relinihe originalvopy %

nEthePF Transier Form

NN

with attachments for
Tords purposes,

2 Reproduce the PF
Transfer Formwith
attachments and prepare
endorsoment lelter signed
by the Hezd of PE
Secretarisl addresed o the
Origirating Placeof
Assignment - PP Srefariat,
for avordsfaudit purpose,
copy furnished the
following:

a,Oripinaling
Place of Assigament -
Acounting
Davision/ Section/
Unit, for
confirmaticn of the
tepslorred acount
and

. Frincipal barrower

{u hisfheg file.

3, Releass the copy of the
eadorsement leltor with
altachmrients fo-the Recerds
Division/

Sictionf Unit for mailing,

3. Furnish {ke Payrall
Services Unit/payroll
processes with acopy of the
accomplished PF Transter

Form, jurinlugration in dlx:
payroll. The PF Transfer
Fornrmust be suppoited
il the Iatest protessod
Loan Application Torm,
Authorily to Duduct and
updated Statementof
AcornLprovided by the FF
borrowers Onginaling
Place of Asdignment.

—

barrower,

F Effect the deduction of the
PF loan amortizahions from.
1he monthly salary of the

]




