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Gu[DELINEs ON THE REQursT. pROcrsslNG, AND IssuANCE OF THE
CERTIFICATE OF I,AST PA"ENT (CLP)

To:       Schools Division superintendents
Administrative Ofricers
All Others Concerned

1.          In order to ensure the proper processmg, documentation, and issuance of the
Cc.rliricate  or  Last   Payment   (CLP)   to  cmployecs  who   have   separated   from   the
Dapartm€nt, all concerned are hereby advised to observe the following guidelines.

2.         These guidelines shall apply to all teaching and non-teachmg personnel who
have separated from the department due to rcsignalion` retirement, transfer, death,
or other circumstances resulting in  separation from service.

3           Requests   for   the   issuance   of   a   Certiricate   of   Last   Payment   shall   be
accompanied by the following documents:

a. Updated Service Record, duly certiried and updated to reflect the employee's
latest service information and date of separation;

b.  Latest Payslip, or a cop}' or the employec's latest available payslip;
c.   Ofricial   Receipt   (OR)   of  payment  for  overpayment,   for  employees  with

outstanding  salary  or  other  payroll-related  overpayment,  as  applicable;
and

d.  Authorization  Letter with photocopies of `Ialid IDs of the employee and the
aulhorized  representative,  when  the  CLP  is  requested  or  claimed  by  a
representative.

4.          Incomplete  doc`umentary  requirements  may  result  in  the  deferment  of  the
processing  and   issuance   of  the   CLP  until   all   required   documents   have   been
submitted.

5.         The request for a certiflcate of Last payment shall bc. made within one ( 1) year
from the date of separation from the Department. The CLP shall be issued only once
to a sc`parated employee.  Empleyees are therefore advised to securc. and keep their
CLP for future reference.

6.          Requests submitted be}.ond  one (1) year from the date of separation  shall no
longer be processed or issued by the Payroll Services Unit.  Separated employees arc
ad`iised to secure their CLP within the prescribed period and ensure that all required
documents are complete.

i,e?jED
Telephone Mos,: (078) 304-3855; (078) 396-9728
Emall Address:

Address: Regioml Government Center, CarlB Sui, Tu8ue8arao (-Itv, 3500
W€t'S'te: G



7.         The  Certiricate  of  I.ast  Payment  shall  be  one  of  the  requirements  for  the
clearance of separated employees at the Schools Division Ofrice (SDO) and shall serve
as a basis for the SDO Accountant in signing the clearance.

8.          All   Schools   Division   Ofrices   are   direc.ted   to   properly   inform   separated
emplo.vees of the foregoing requirements and the prescribed period for securing their
Certiricate of Last Payment.

9.          Immediate  dissemination   of  and  compliance  with  lhis   Memorandum  are
desired.
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