CLEARANCE FORM Ll

{Instructions at the back/next page)

Date of Application

TO: Manila international Airport Authori
| hereby apply for clearance from money. property and work-related accountabilities for.

Purpose: o Retirement ir Foreign Travel Movement from one agency to another
O Resignation © Leave Other Mode of Separation Please specify: TW SW

Effectivity/Inclusive Period:' (el : Q)U'Ze‘/

Office of Assignment AGOC D
Position/SG/JG/Step, TERPIAL [PEFAT o ZLSETRN) ~A fI6 32 M JEr i [ raaa
ORK-RELA ACCO AB

1. Office/Departmgnt/ Divisjon

We hereby ce?ify that this applncant‘\cleared of work-related accountabilities from this Ofﬁce/Department/Dlvlsvon

A/DEZ/ PATACl T XA VARED S A

[/Employee’s Division
1l MONEY AND PROPERTY ACCOUNTABILITIES

Not
eared

Name of Clearing

Remarks Officer/Official

NameofOﬂIcolDepamnomlDlvlslon Cleared CI Signature
_ Finance Departrhent ; R

a. Accounting Division \/ Q I

b. Cashiering Division // A FLORD LUK WW
2" inteligence and Access Management Department ; R i I e BN L

>
3

QECILIO A LA

a. IID/PC Department 4
N
L5l

b. ID & Pass Control Division wford 1w "DELYN P SOLAnZ) MW/“L‘//

3. Agency Accredited Union/Cooperalivergic, B R I Y R
a. SMPP G".BERT() 3, BAGTA % &Le ’][;'3‘{
b. MEMPC < _';f_ M e el b 202
c. MPFAI e

-~ e $-J\r~—\t,f\r1 \O r\ e =

a. Property Management Division

OR AND A
Management Information
' Systems Division

Human Resource < ~
. Dev";alopmentDivision . 0/”72? IMARIE ROSE A. SIMQJW

Personnel Division

MARIQ P. VILLALOB 3

VI CERTIFICATION OF NO PENDING ADMINISTRATIVE CASE

a. Legal Office

[ ] with pending w;-@ trative cg%e
[ ] with ongoing mvasﬂgﬁxon (no formal charge yet)

Approved:

Final payment of whatever claim the above named officer/employee has, is hereby requested, subject to govemment accounting and
ARIA Ldue Dc;f AN TUAN RENE(

ting UM
Regp ng Approya
JENDR AGCI{TANT_GENERAL IMANAGER

7 Form F-PER-F-002 rev.1

21 0CT 2024

e | B h



INSTRUCTIONS: %

1. Officials and employees shall secure clearance from money. property and work related accountabilities using this form in the following instances:
(1) Leave of absence of thirty (30) calendar days or more regardless of nature (e g vacation. sick. maternity, study); (2) Separation from the
service (resignation or retirement); (3) Official foreign travels with a duration of thirty (30) calendar days or more which include attendance
to study tours and scholarship grants; (4) Non-official foreign travels regardless of number of days and date of travel; and (5§) Movement from
one department/agency to another. in case of p-omotion. reappointment, transfer, reassignment, detail or secondment.

The official or employee concerned must ensure the clearance is fully accomplished (in quadruplicate) as may be applicable based on the
purpose it was filed.

However. based on these instructions, heishe may already indicate in the specific porlion/s of the clearance which are not applicable with N/A
2. Ifthe officials or employees are cleared from a Service/Office/Division, the clearing/authorized signatory may attach 1o this clearance the pertinent
document/s that shall prove that the official or employees are cleared of any obligation or accountability from their office, if any, and tick the box
under the "Cleared" colymn before affixing their signatures
In case of remaining obligation and accountability by the employee, the clearing/authorized signatory shall indicate in the space provided the
remaining obligation or accountability and the necessary action/s that the employee must satisfy in order to be cleared and tick the box under the
“Uncleared” columin. Pertinent document’s that shall prove that the employees have remaining obligation or accountability from their office may
also be attached to the clearance.

3. The clearing/authorized officials must only sign this clearance corresponding to their name once the employees have complied the necessary
requirements and cleared of all the obligation/s and accountability/ies from their office. They must also tick the box under the "Cleared” column.

4. The Personnel Division shall provide the approved clearance as follows: (1) to the employee; (2) as attachment to the payroll or voucher, (3) as
afile for the Statistics & Info. Section/Personnel Division; and (4) to the accounting/auditing office..

- Processing of clearance certificate shall be in the order as follows wherein the unit concerned must submit the clearance to the next unit concerned
after

A. ServicelOffice/Division
> Employee has no pending work assignments
> All official documents are properly turned over
> No official document is in possession

B. Agency Accredited Union/Cooperative
For Separation only:
Samahan ng Manggagawang Paliparan ng Pilipinas (SMPP)
> No outstanding union dues, assessments and other fees.
MIAA Provident Fund Association Inc. (MPFAI)
> No outstanding loan/s.
MIAA Employees Multipurpose Cooperative (MEMPC)
> No outstanding dues, loan’s and other fezs.

C. Property Management Division (PMD)
> Property Accountabilities
(i} For Travel or Leave of Absence Thirty (30) Days or More only

Certification that an employee of equal or higher position shall temporarily assume responsibility on the property issued to
the employee for the duration of the leave.

(ii) For Separation only

All property accountabiities are physiczily retumned and received by the PMD or transferred to the Department/Office
Administrative Officer or an employee of equal or higher.position.

E. Accounting Division & Cashiering Division
> No outstanding money accountabilities such as:
(i) Unliquidated cash advance
(i) Depreciated Replacement Cost of lost propery
(iii) Overpayment of salary and other allowances/benefils
(iv) Disallowances and suspensions on disbursements arising from the post audit by the resident Auditor
(v) Tax and other mandatory premium deficiencies
(vi) Other miscellaneous receivables

F. M t Infor System Division
For Separation only:

> Network and Systems Access including cfficial Email address(es) are deactivated or deleted no later than three (3) working
days from the effectivity of separation from service E 2
G. Human Resource Development Division
For Separation only:
> No pending service obligation as to scholzrship
> Fulfilled the requirements of the scholarch p contract, if any
> Complete submission of required reporis pertaining to previous official travei, study and training.
For Official Travel only:
> Complete submission of required reports pertaining to previous official travel

H. Personnel Division
For Separation only: i
> Compliance of separation documents as indicated in the Separation Checklist. i

> No outstanding loan balance with the G&IS and Landbank \= = «
> No pending service obligation due to study ieave N2 4y, SIS 0
For Official Travel: \\:iﬁ_ ;y\,", Tvagnao W
> Not yet due for retirement within one (1) year from date of official trave! ST Cdyty TYN

1. Legal Office

> No pending administrative case

J. Agency Head or Duly Designated Officia’ with Approving Authority

[ This Clearance Form shall not be valid wkhgit_ the approval of the Head of Agency or his/her duly designated official with approving authority. —l




