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TO: ALL JUDGES AND PERSONNEL OF THE FIRST[1] AND SECONDI[2] LEVEL COURTS AND
OFFICIALS AND PERSONNEL OF THE OFFICE OF TOE JURISCONSULT

SUBJECT: PROCEDURE IN THE FILING OF CLAIMS FOR COMPULSORY RETIREMENT AND
TERMINAL LEAVE BENEFITS

In order to facilitate an effective and efficient processing of the claims for compulsory retirement and terminal
leave benefits, the following guidelinesin the filing thereof sue hereby issued:

1. The Employee Welfare & Benefits Division of the Office of the Court Administrator(OCA) shall furnish the
retiree with the checklist of requirements for compulsory retirement and terminal leave at |east five (5) months
before the date of retirement;

2. The retiree shall submit his claim for compulsory retirement and terminal leave benefits together with the
necessary documents in support thereof to the Employee Welfare & Benefits Division (EWBD), Office of
Administrative Services (OAS), OCA, at |least three (3) months prior to the date of retirement;

3. If the retiree is a Clerk of Court/Officer-in-Charge who is an accountable officer, he shall submit, to the
Fiscal Monitoring Division (FMD), Court Management Office (CMO), OCA al the necessary documents
indicated in the checklist and the required forms for audit purposes within one (1) year prior to the date of
retirement. The CMO shall recommend to the Executive Judge/Presiding Judge the relief of the Clerk of Court
or OIC of his cash accountabilities two (2) months before the effectivity of his retirement.

4. The retiree shall be informed by the EWBD if he failed to submit certain requirements which must be
complied with atleast ten (10) days from notice;

5. Immediately on the day succeeding the last day of service of the retiree, he/she shall submit his last Daily
Time Record if a court personnel, or his last Certificate of Service if a Judge or RTC Clerk of Court, for
purposes of payment of histerminal leave;

6. If the retiree is a judge, he should see to it that all cases submitted for decisoin or motions/incidents
submitted for resolution are decided/resolved at least one (1) motnh before the date of his retirement;

Strict compliance herewith is hereby enjoined.
March 26, 2002

(Sgd.) PRESBITERO J. VELASCO, JR.
Court/Administrator

[1] Metropolitan Trial Court, Municipal Trial Court in Cities, Municipal Circuit Trial Court and Shari'a Circuit
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Court.

[2] Regional Trial Court and Shari‘a District Court
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The complete Philippinelaw library - freefor everyone.

More than 100,000 Supreme Court decisions, Republic Acts, and executive issuances - full-text searchable, browsable
by category and year, and always free. No paywall, no login. This PDF came fromit.

Audio case-brief lectures.

Any decision becomes a podcast-style lecture - facts, issues, ruling, and doctrine - with read-along highlighting and a
hands-free presentation mode. Study while commuting, working out, or resting your eyes.

Bar review built on the science of memory.

Complete, sequenced courses for al eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

Thefull law-school curriculum.

One subscription unlocks the entire J.D. curriculum - every subject, every lesson, with your progress tracked down to
the paragraph so you can pick up exactly where you left off, on any device.

Mock examsthat tell you whereyou stand.

Timed multiple-choice exams graded instantly, with per-subject score breakdowns and focus suggestions that point you
at your weakest topics first.

A study planner that keepsyou on pace.

Set your schedule and BATAS tells you every day whether you are on track for bar day - and exactly which lesson to
take next.

Start free at https://batas.org

The law library is free forever - and your first lesson is one click away.
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