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Mandate:

It is the policy of the State to establish, develop, promote and perfect a sound
and viable tax-exempt social security system suitable to the needs of the people
throughout the Philippines which shall promote social justice through savings,
and ensure meaningful social security protection to members and their
beneficiaries against the hazards of disability, sickness, maternity, old age,
death, and other contingencies resulting in loss of income or financial burden.
Towards this end, the State shall endeavor to extend social security protection
to Filipino workers, local or overseas, and their beneficiaries.

In the pursuit of this policy, a social security program shall be developed
emphasizing the value of “work, save, invest and prosper’. The maximum
profitability of investible funds and resources of the program shall be ensured
through a culture of excellence in management grounded upon sound and
efficient policies employing internationally recognized best practices."(Section
2, RA11199).

Vision:
A viable social security institution providing universal and equitable social
protection through world-class service.

Mission:

To manage a sound and viable social security system which shall promote
social justice and provide meaningful protection to members and their families
against the hazards of disability, sickness, maternity, old age, death and other
contingencies resulting in loss of income or financial burden.

Service Pledge:

SSS is committed to provide prompt, convenient, reliable, and meaningful
social security protection services to its current and future members and their
beneficiaries.

As such, the SSS shall continue to improve its systems and processes to
enhance its performance and ensure customer satisfaction in conformity with
customer, internal and applicable statutory and regulatory requirements in
relations to the context of the organization.




LIST OF SERVICES

Summary of Processing Time (External Service) 12

Summary of Processing Time (Internal Service)

1. Employer Registration at the Central Business Portal (CBP)

2. Initial Employee Report at the Central Business Portal (CBP) 30
3. Procedure for Closing of Business

4. Procedure in Securing Certificate of SSS Coverage and Compliance for 39
Business License or Permit through the SSS branch

5. Procedure in Securing Certificate of SSS Coverage and Compliance for 46
Business License or Permit through Email

6. Procedure in Filing of Sickness Benefit for Special Cases Through SSS 53
Branches

7. Procedure in Filing of Maternity Benefit Claim Application for Special/ 56
Exemption Cases

8. Procedure in Filing of Disability Benefit Claim Application Personally by the

Member 64
9. Procedure in Filing of Disability Benefit Claim Application Through a 70
Representative

10. Procedure in Filing EC Disability Benefit Application Personally 76
11. Procedure in Filing EC Disability Benefit Application through a 81
Representative

12. Procedure in Filing of Retirement Benefit Claim Application Over the 38
Counter (OTC)

15. Procedure in Filing of Social Security (SS) and Employees’ Compensation 110
(EC) Death Benefit Claim Application Over-the-Counter (OTC)

17. Procedure in Procedure in Filing of SS and EC Funeral Benefit Claim 133
Application Over the Counter (OTC)

19. Procedure in the compliance with the Annual Confirmation of Pensioners 151
(ACOP) Program Personally by the Pensioner

20. Procedure in the compliance with the Annual Confirmation of Pensioners 154
(ACOP) Program of a Pensioner through a Representative

21. Procedure in the compliance with the Annual Confirmation of Pensioners 158
(ACOP) Program of a Pensioner through E-mail or Malil

22. Procedure in the compliance with the Annual Confirmation of Pensioners 162
(ACOP) Program of a Pensioner through Video Conference (ACOP-VC)




23. Procedure in Filing of Pension Loan Over the Counter (OTC) 165
24. PRN Payment Through SSS Branch with Tellering Facility 169
25. Procedure in Application for Non-ATM Unified Multi-Purpose Identification 171
(UMID) Card

26. Procedure in Releasing of Initial Non-ATM UMID Cards 173
27. Procedure in Application for Replacement of Non-ATM UMID Card 175
28. Procedure in Releasing of Non-ATM UMID Card Replacement 179
29. Procedure in Application for UMID ATM/Disbursement Card 182
30. Procedure in Replacement of UMID ATM Disbursement Card for 186
Member or Pensioner who was issued an SSS 2D ID Card or UMID Card

31. Procedure in Filing Member Data Change Request (SS Form E-4) through 191
the SSS Branch / Foreign Office / Service Office for Simple corrections/changes

32. Procedure in Filing Member Data Change Request (SS Form E-4) through 203

the SSS Branch / Foreign Office / Service Office for Complex corrections/
changes

33. Request for Assistance at the Public Assistance and Complaints Desk

34. Procedure in Filing of SS Sickness Notification (SN) through My.SSS for

215

Employer 221
35. Procedure in Filing of EC Sickness Notification (SN) through My.SSS for 294
Employer

36. Procedure in Filing of Sickness Benefit Claim Application (SBA) Through

My.SSS Portal for Self-Employed/Voluntary Member/Separated from 227
Employment

37. Procedure in Filing of Sickness Benefit Reimbursement Application (SBRA) 230
through My.SSS Portal for Employer

38. Procedure in Filing of Adjustment of SS Sickness Benefit Through My.SSS 233
Portal for Employers

39. Procedure in Filing of Member Request for Adjustment of SS Sickness

Benefit Claim Through My.SSS Portal for Self-Employed (SE)/Voluntary 236
Member (VM)/Member Separated from Employment

40. Procedure in Filing of Maternity Notification (MN) Through My.SSS Portal for 238
Employer and Self-Employed (SE)/Voluntary Member (VM)

41. Procedure in Filing of Maternity Benefit Reimbursement Application (MBRA) 241
Through My.SSS Portal for Employers (Non-Medical Claim)

42. Procedure in Filing of Maternity Benefit Reimbursement Application (MBRA) 248
Through My.SSS Portal for Employers (Medical Claim)

43. Procedure in Filing of Adjustment of Maternity Benefit Through My.SSS 256
Portal for Employers

44. Procedure in Filing of Maternity Benefit Claim Application Through My.SSS 260
Portal for Self-Employed/Voluntary Member/Member Separated from

Employment (Non-Medical Claim)

45. Procedure in Filing of Maternity Benefit Claim Application Through My.SSS

Portal for Self-Employed/Voluntary Member/Member Separated from 267
Employment (Medical Claim)

46. Procedure in Filing of Adjustment of Maternity Benefit Claim Application 274

Through My.SSS Portal for Self-Employed/Voluntary Member/Member
Separated from Employment




47. Procedure in Filing of Disability Benefit Claim Application Through the

Member’'s My.SSS account 278
48. Procedure in Filing of Retirement Benefit Claim Application thru the SSS

Website 281
49. Procedure in Filing of SS and EC Death Benefit Claim Application thru the 290
SSS Website

50. Procedure in Filing of Funeral Benefit Claim Application through the SSS

Website 301
51. Procedure in Filing of Unemployment Benefit Claim Application thru the SSS 312
Website for covered employees including Kasambahays and Sea-based

Overseas Filipino Workers (OFWSs)

52. Procedure in Filing of Unemployment Benefit Claim Application thru the SSS 320
Website for Land-Based Overseas Filipino Workers (OFWs)

53. Procedure in Filing of Pension Loan Through My.SSS Portal (Online) 326
54. New Voluntary Provident Fund (WISP Plus) Enrollment 330
55. Online SSS Number Issuance in My.SSS 332
56. My.SSS Registration for Member Account 335
57. Membership Records Inquiry in the SSS Website 339
58. Filing of Salary Loan Application in My.SSS for Self-Employed, 342
Voluntary Members, and Overseas Filipino Workers

59. Filing of Salary Loan Application in My.SSS for Employed Members 345
60. Generation of Payment Reference Number in My.SSS (PRN) for Members 349
Contributions

61. Generation of Payment Reference Number (PRN) in My.SSS for Members 352
Loan Payments

62. Procedure in Filing of Maternity Notification (MN) for Self-Employed 354
(SE)/Voluntary Member(VM)/Overseas Filipino Workers (OFW)

63. Submission of Retirement Claim Application through My.SSS 357
64. Simulated Retirement Benefit Calculator in My.SSS 362
65. Request of Member’s Records through My.SSS 363
66. Bank Enrollment in My.SSS 364
67. Online Registration Facility for Employer’s Account at My.SSS 366
68. Online Certification of Salary Loan in My.SSS 368
69. Online Certification of Retirement Claim in My.SSS 370
70. Online Certification of Maternity Claim in My.SSS 372
71. Online Submission of Employment Report (R1A) in My.SSS 374
72. Online Submission of Loan Collection List (ML2) in My.SSS 375
73. Online Submission of Contribution Collection List (R-3) in My.SSS 383
74. Creation of PRN/AMS Billing- Initial Creation of Contribution Collection List 387
75. Creation of PRN/AMS Billing — Create Partial Contribution Collection List 291
from the SSS List

76. Creation of PRN/AMS Billing — Uploading of Contribution Collection List 394
77. Creation of PRN/AMS Billing — Create Contribution Collection List 308
Offline using the AMS-CCL File Editor

78. Creation of PRN/AMS Billing — Create Contribution Collection List using 400

the SSS File Format Requirement in My.SSS




79. Inquiry on SSS Branch Office with Location Map through the SSS

Mobile Application 402
80. Downloading of the SSS Mobile Application 406
81. Registration to My.SSS (SSS Website) through the SSS Mobile Application 407
82. Inquiry on SSS Branch Office with Location Map through the SSS Mobile 410
Application
83. Inquiry on the List of Document Requirements through the SSS Mobile 412
Application
84. Inquiry on Member Information through the SSS Mobile Application 414
85. Inquiry on the Status of Sickness Claim Information, Maternity Claim Info,
Retirement Claim Info, Disability Claim Info and EC Medical Claim through the 416
SSS Mobile Application.
86. Submission of Maternity Notification through the SSS Mobile Application 418
87. Inquiry of Salary Loan Status and Loan Balance 421
88. Application of Salary Loan through the SSS Mobile Application 424
89. Inquiry of Contributions through the SSS Mobile Application 427
90. Generation of Payment Reference Number (PRN) through the SSS

: L 429
Mobile Application
91. UMID Card Activation through SSS Self-Service Express Terminals (SETS) 432
92. Change of Address/Contact Information through SSS Self-Service Express 435
Terminals (SETS)
93. Submission of SET Feedback

437

94. Submission of Maternity Notification through SET for Self-Employed, 438
Voluntary Members, and Overseas Filipino Workers
95. Generation of Payment Reference Number Using the Self-Service 440
Electronic Terminals (SETS)
96. Online Member Data Change request — Simple Correction 444
97. Online Appointment System 448
98. Change of My.SSS Member Account Password 450
99. Change of My.SSS Employer Account Password 451
100. My.SSS Registration at the E-Center 453
101. Accessing My.SSS services at the E-Center 457
102. Request for Resetting of Password and Recovery of User ID to My.SSS 461
Member Account at the E-Center
103. Request for Resetting of Password and Recovery of User ID to My.SSS 464
Employer Account at the E-Center
104. Updating of Employer Profile through the E-Center 467




105. Filing of Request for Information (RFI) on the; Agenda of the Pre-
Construction/Pre-Project Implementation Meeting with Contractor/Supplier/

Lessor/ End-user (SSS Branch Office)/ and Building Administrator or Project 473
Status
106. Filling of Request for Information (RFI) on the Plans/Drawings, Bill of 476
Quantities, Specifications, and other Project related documents
107. Filing of Request for Information/Query(RFI/Q) during the Project 479
Implementation Stage
108. Filling of Request for Advance Payment 482
109. Filling of Request for Payment of Progress Billing/ Release of 10% 488
Retention Money
110. Filing of Request for Approval of Materials Sample 495
111. Filing of Request for Approval of Change Order and/ or Extra Work Order/

) ) . . 498
Suspension/Resumption/ or Extension of Contract Time
112. Filing of Request for Punch List Inspection/ Findings 503
113. Filing of Complaint for the Delays in the Processing of Billing Payment 508
114. Request for Work Suspension/Time Extension for Infrastructure Projects/

512

Amendment to Order for Goods
115. Filing of Request for Advance Payment/Progress Billing/Final Billing 520
116. Processing of Monthly Billing/s of Janitorial Services rendered by the
Service Provider for Main Office, Bagbag, & POEA and NCR Properties — Makati 529
Bldg., HK Sun Plaza, & East Triangle
117. Procurement of Goods, Infrastructure Projects and Consulting Services 533
through Shopping and NP- Small Value Procurement (for BAC Deliberation)
118. Preparation and Issuance of Purchase Order, Job Order, Letter Order and 537
Agency Procurement Request
119. Procurement of Goods through DBM — Procurement Service Virtual Store 540
120. Procurement of Goods through Revolving Fund and Replenishment of 543
Revolving Fund — Outright Purchase
121. Processing of Payment for Procured Goods, Infrastructure Projects and 547
Consulting Services
122. Refund of Retention Money and Performance Bond 552
123. Request for Procurement through Competitive Bidding 556
124. Facilitation of Request for Bidding Documents 559
125. Facilitation of Request for Notices to Observers 560
126. Facilitation of Request for Notices to Bidders 561




127. Facilitation of Request for Memo to Technical Working Group (TWG),

Internal Audit Services Group (IASG), President and CEO (PCEO) And Various 565
Delegated Approving Authorities (AA)
128. Facilitation of request for copy of Bid Bulletin and Minutes 565

129. Preparation and Execution of Contracts 567
130. Release of Contract and Notice to Proceed (NTP) To Suppliers 570
131. Submission of Copy/List to Contracts to Other Government Agencies 571

Bldg., HK Sun Plaza, & East Triangle

135. Processing of Operational Transactions - Disbursement Voucher (DV)

132. Procedure in the Receipt of Application for Car Pass Sticker 573
133. Procedure in the Receipt of Request for Overnight Parking 576
134. Processing of Monthly Billing/s of Janitorial Services rendered by the

Service Provider for Main Office, Bagbag, & POEA and NCR Properties — Makati 578

Transaction

) 583
Simple
136. Processing of Operational Transactions - Disbursement Voucher (DV) 585
Complex
137. Processing of NCR Branches’ Disbursement Vouchers for Operational 588
Expenses — Complex Transactions
138. Processing of LuzVisMin Division’s Replenishment of Operational Working

) ) 590

Fund Disbursement Vouchers — Complex Transactions
139. Processing of Foreign Representative Offices’ Revolving Fund 503
Replenishment Disbursement Vouchers — Complex Transactions
140. Processing of Special Voucher 595
141. Processing of Debit Advice for Member Benefits & Loans that are Paid 508
through Check under the E-Disbursement System
142. Processing of Letter of Instruction on Service Fees for Member Benefits & 599
Loans that are Paid via the PESONet Facility of Banks
143. Processing of Request for Certification of Check Status - Complex 601

144. Processing of Budget Clearances — Simple 604
145. Processing of Budget Clearances — Complex 609
146. Evaluation of Project Procurement Management Plan (PPMP) — Simple 615
147. Evaluation of Project Procurement Management Plan (PPMP) — Complex 619

148. Request for Statement of Accounts - Simple

624

149. Request for Statement of Accounts - Complex

627

m |




150. Request for Adjustment/Correction of Posted/Unposted ER Contribution
Payments

151. Executive Check-up SSS Officials

630

633

152. Medical/ Dental Consultation of SSS Employees/ Dependents

635

and File Vacant Positions

158. Training Requests from Various Units and Business Process Owners (In-
House Programs)

153. Processing of original and transfer appointments 641
154. Replies to applications 648
155. Processing of appointments for promotion 650
156. Processing of designations, reassignments and additional work 654
assignments and preparation of personnel orders

157. Processing of Applications for Executive Vacant Positions and Rank 663

668

159. Request for participation in external training and CPD programs

671

160. Procedure on Request for participation in foreign external training programs

161. Request for SSS-Day Care Center (SSS-DCC) Availment of Services

170. Processing of Provident Fund (PF) Provident

162. Processing of Requests for Job Rotation Program (JRP) Announcement 682
163. Processing of Applications for JRP, JEP, JELP and JSP (Initial) 683
164. Processing of Requests for JRP, JEP and JELP Extension/Renewal 686
165. Evaluation for PRAISE - Employee Anniversary Award (EAA)

/ Master's/ Doctorate Degree Completion Award (MDCA) 688
/ Retirement Incentive Award (RIA) / Best in Attendance Award (BIA) /

Professional Achievement Award

166. Employee Care Reach-out Program 692
167. Assistance to External Requests/Product Demo 700
168. Request for Performance Rating (PR) 702
169. Request for copy of IPCRs 705

Contributions Availment Assistance Program (PCAAP) Availment 708
171. Processing of Provident Fund (PF) General Purpose Loan (GPL) 710
172. Processing of Provident Fund (PF) Emergency Loan (EL) 712
173. Processing of Fieldwork Allowance for Account Officers 715
174. Processing of Special Counsel Allowance 717




175. Processing of Salary and Allowances of Casual Employees 719
176. Processing of Salaries of Job Order Workers 721
177. Processing of Overtime Pay 723
178. Processing of Night Differential Pay 725
179. Processing of Medical Maintenance Reimbursement/ Hospitalization 727
180. Processing of Magna Carta for Public Health Workers 729
181. Processing of Masteral Degree Award 732
182. Processing of Employee Anniversary Award 734
183. Processing of Loyalty Award 736
184. Processing of Security and Janitorial Billings 738
185. Processing of Request for Certificate of Employment / Service Record 740
186. Proce_ssing of Request for Certificate of Employment — with Compensation 742
and Benefits and/or no pending case

187. Processing of Request for Certificate of Leave 744
188. Processing of Request for Monetization of Leave Credits 746
189. Processing of Processing of Separation Benefits 748
190. Processing of Electronic Application for Retirement 751

and Equipment, Computers and Books THRU PIMS

191. Procedure on Releasing of Checks 755
e |ssuance of Company Representative Card 755
e Personal Release of Check 757

192. Delivery of Mails, Correspondence to Various Departments 759

193. Releasing of CDs to Various Banks 760

194. Procedure on Releasing of Stocks Certificate 761

195. Mailing of Documents/Correspondence/Checks/Stock Investment Loan

Program (SILP) to Various SSS Branches through the Accredited Messengerial 763

Services

196. Procedures in Issuance of Internal Order for Furniture & Equipment and 765

Computer Capex (SAP)

197. Procedure in the Receiving (Delivery, Inspection and Acceptance) of 766

Property and Equipment thru PIMS

198. Procedures in Processing Clearance of Employees (Retirement, 768

Resignation, Death, Maternity, Vacation Leave)

199. Procedures in processing Gate Pass of Furniture & Equipment, Computers 270

& Books

200. Procedures in Processing Transfer Memo of Furniture & Equipment, 772

Computers & Books Thru PIMS

201. Procedures in Processing Waste Material Report and IIRUP of Furniture 774

10




Delivered Supplies and Material

11

202. Procedure of Issuance ICS/PAR for PPE thru PIMS 776
203. Procedure in the Receipt, Recording, Requisition and Issuance of Various 777
Supplies and Materials

204. Procedure in the Receipt, Acceptance and Recording of Inventory of 280




SUMMARY OF SSS PROCESSING TIME COMMITMENTS

(EXTERNAL)

Employer Registration at the CBP 1 day

Initial Employee Report at the CBP 1 day

Closing of Business 3 days and 30
minutes

Procedure in Securing Certificate of SSS Coverage and Compliance for | 5 days

Business License or Permit through the SSS branch

Procedure in Securing Certificate of SSS Coverage and Compliance for | 5 days

Business License or Permit through Email

Procedure in Filing of SS Sickness Notification (SN) through My.SSS 5 days

for Employer

Procedure in Filing of Employees’ Compensation (EC) Sickness 5 days

Notification (SN) through My.SSS for Employer

Procedure in Filing of Sickness Benefit Claim Application (SBA) 5 days

through My.SSS Portal for Self-Employed (SE)/Voluntary Member

(VM)/Member Separated from Employment

Procedure in Filing of Sickness Benefit Reimbursement Application 7 days

(SBRA) through My.SSS for Employer

Procedure in Filing of Adjustment of SS Sickness Benefit through 7 days

My.SSS Portal for Employer

Procedure in Filing of Member Request for Adjustment of SS Sickness 7 days

Benefit Claim through My.SSS Portal for Self-Employed (SE)/Voluntary

Member (VM)/Member Separated from Employment

Procedure in Filing of Sickness Benefit for Special Cases through SSS 20 days and 5

Branches minutes

Procedure in Filing of Maternity Notification (MN) through My.SSS 5 minutes

Portal for Employer and Self-Employed (SE)/Voluntary Member (VM)

Procedure in Filing of Maternity Notification (MN) through Self-Service 5 minutes

Express Terminals (SET) for Self-Employed (SE)/Voluntary Member

(VM)/Member Separated from Employment

Procedure in Filing of Maternity Benefit Reimbursement Application 7 days

(MBRA) through My.SSS Portal for Employers (Non-Medical Claim)

12




Procedure in Filing of Maternity Benefit Reimbursement Application
(MBRA) through My.SSS Portal for Employers (Medical Claim)

20 days

Procedure in Filing of Adjustment of Maternity Benefit through 7 days
My.SSS Portal for Employers

Procedure in Filing of Maternity Benefit Claim Application through 7 days
My.SSS Portal for Self-Employed/Voluntary Member/Member

Separated from Employment (Non-Medical Claim)

Procedure in Filing of Maternity Benefit Claim Application through 20 days
My.SSS Portal for Self-Employed/Voluntary Member/Member

Separated from Employment (Medical Claim)

Procedure in Filing of Adjustment of Maternity Benefit Claim 7 days
Application through My.SSS for Self-Employed/Voluntary

Member/Member Separated from Employment

Procedure in Filing of Maternity Benefit Claim Application for 20 days and 5
Special/lExemption Cases minutes

Filing of Disability Benefit Claim Application Personally by the Member 15 days
Filing of Disability Benefit Claim Application Through a Representative 15 days
Filing of EC Disability Benefit Filed Personally 15 days
Filing of EC Disability Benefit - Filed through a Representative 15 days
Filing of Disability Benefit Claim Application Through My.SSS 20 days

Filing of Retirement Benefit Claim Application Through Over-the-Counter | 15 days
(OTC)
Filing of Retirement Benefit Claim Application thru My.SSS 15 days

Filing of SS and EC Death Benefit Claim Application through OTC

20 days

Filing of SS and EC Death Benefit Claim Application through My.SSS

Procedure in the compliance with the Annual Confirmation of Pensioners
(ACOP) Program Personally by the Pensioner

20 days

18 minutes

13




Filing of ACOP

for covered employees including Kasambahays and Sea-based
Overseas Filipino Workers (OFWs)

Filing of Unemployment Benefit Claim Application thru the SSS Website

Procedure in the compliance with the Annual Confirmation of Pensioners | 15 minutes
(ACOP) Program of a Pensioner through a Representative

Procedure in the compliance with the Annual Confirmation of Pensioners | 6 minutes
(ACOP) Program of a Pensioner through E-mail or Mail

Procedure in the compliance with the Annual Confirmation of Pensioners | 15 minutes
(ACOP) Program of a Pensioner through Video Conference (ACOP-VC)

Filing of SS and EC Funeral Benefit Claim Application through OTC 7 days
Filing of Funeral Benefit Claim Application through My.SSS 7 days

7 days

Filing of Unemployment Benefit Claim Application thru the SSS Website
for Land-Based Overseas Filipino Workers (OFWs

Filing of Pension Loan through OTC

7 days

5 days and 15
minutes

Filing of Pension Loan through My.SSS

PRN Payment Through the SSS Branch with Tellering Facility

WISP Plus Enrollment

5 days and 5
minutes

7 minutes

10 minutes and 6

seconds

Pensioner who was issued an SSS 2D ID Card or UMID Card

Application for Non-ATM UMID Card 20 days
Releasing of Initial Non-ATM UMID Cards 8 minutes
Application for Replacement of Non-ATM UMID Card 20 days
Releasing of Non-ATM UMID Card Replacement 8 minutes
Application for UMID ATM/Disbursement Card 20 days
Replacement of UMID ATM Disbursement Card for Member or 20 days




Request for Assistance at the Public Assistance and Complaints Desk

2 days and 25
minutes

Online SSS Number Issuance in My.SSS

4 minutes

My.SSS Registration for Member Account

16 minutes and 30
seconds

Membership Records Inquiry in the SSS Website

1 minute and 3
seconds

Filing of Salary Loan Application in My.SSS for SE/VM/OFW

3 minutes and 18
seconds

Filing of Salary Loan Application in My.SSS for Employed Members

4 minutes and 3

seconds
Generation of PRN for Members Contributions through My.SSS 3 minutes and

6 seconds
Generation of PRN for Members Loan Payments through My.SSS 1 minute and

43 seconds

Submission of MN through My.SSS SE/VM/OFW

2 minutes and 18
seconds

Submission of Retirement Claim Application through My.SSS

1 minute and 28

seconds
Simulated Retirement Benefit Calculator through My.SSS 1 minute
Request of Member’s records through My.SSS 1 minute and 18
seconds
Bank Enrollment through My.SSS 24 seconds

Online Registration Facility for Employer’s Account through My.SSS

Within 24 hours

Online Certification of Salary Loan through My.SSS

1 minute and 41

seconds
Online Certification of Retirement Claim through My.SSS 12 seconds
Online Certification of Maternity Benefit Claim through My.SSS 17 seconds

Online Submission of MN through My.SSS for Employers

1 minute and 33
seconds

Online Submission of Employment Report (R1A) through My.SSS

4 minutes and 9
seconds

Online Submission of Sickness Notification through My.SSS

5 minutes and 18
seconds




Online Submission of Loan Collection List (ML2) through My.SSS

5 minutes and 29
seconds

Online Submission of Contribution Collection List (R-3) through My.SSS

5 minutes and 29
seconds

Creation of PRN/AMS Billing- Initial Creation of Contribution Collection
List

4 minutes and 9
seconds

Creation of PRN/AMS Billing — Create Partial Contribution Collection
List from the SSS List

4 minutes and 9
seconds

Creation of PRN/AMS Billing — Uploading of Contribution Collection
List

2 minutes and 59
seconds

Creation of PRN/AMS Billing — Create Contribution Collection List
Offline using the AMS-CCL File Editor

5 minutes and 46
seconds

Creation of PRN/AMS Billing — Create Contribution Collection List using
the SSS File Format Requirement through My.SSS

16 seconds

Inquiry on Membership Records, PRN, Documentary Requirements and | 1 minute
Branch Location as well as Updating of Information and Sending of

Feedback through Text SSS

Downloading of the SSS Mobile Application 1 minute
Registration to My.SSS through the SSS Mobile Application 4 minutes
Inquiry on SSS Branch Office with Location Map through the SSS 1 minute
Mobile Application

Inquiry on the List of Document Requirements through the SSS 1 minute
Mobile Application

Inquiry on Member Information through the SSS Mobile 50 seconds
Application

Inquiry on the Status of Sickness Claim Information, Maternity Claim 1 minute
Info, Retirement Claim Info, Disability Claim Info and EC Medical Claim

through the SSS Mobile Application.

Submission of Maternity Notification through the SSS Mobile Application | 1 minute

16




Inquiry of Salary Loan Status and Loan Balance 1 minute
Application of Salary Loan through the SSS Mobile Application 2 minutes
Inquiry of Contributions through the SSS Mobile Application 1 minute
Generation of PRN through the SSS Mobile Application 1 minute
UMID Card Activation through SETs 64 seconds
Change of Address/Contact Information through SETs 66 seconds
Submission of SET Feedback 23 seconds
Submission of MN through SETs for SE/VM/OFW 1 minute and 16
seconds
Generation of PRN Using the SETs 2 minutes and 26
seconds
Online Submission of Member Data Change Request (Simple Correction) | 2 minutes and 28
through My.SSS seconds
Online Appointment System 59 seconds
Change of My.SSS Member Account Password 36 seconds
Change of My.SSS Employer Account Password 36 seconds
My.SSS Registration at the E-Center 7 minutes
Accessing My.SSS services at the E-Center 5 minutes
Request for Resetting of Password and Recovery of User ID to 3 minutes
My.SSS Member Account at the E-Center
Request for Resetting of Password and Recovery of User ID to 4 minutes
My.SSS Employer Account at the E-Center
Updating of Employer Profile through the E-Center 7 minutes

17



SUMMARY OF SSS PROCESSING TIME COMMITMENTS
(INTERNAL)

Filing of Request for Information (RFI) on the;
Agenda of the Pre-Construction/Pre-Project
Implementation Meeting with Contractor/Supplier/ | 2 days and 4 hours
Lessor/ End—user (SSS Branch Office)/ and
Building Administrator or Project Status

Filling of Request for Information (RFI) on the
Plans/Drawings, Bill of Quantities, Specifications, | 2 days, 4 hours and 15 minutes
and other Project related documents

Filing of Request for Information/Query(RFI/Q)

during the Project Implementation Stage 2 days, 3 hours and 30 minutes

Filling of Request for Advance Payment 2 days and 6 hours

Filling of Request for Payment of Progress Billing/

Release of 10% Retention Money 2 days, 5 hours and 30 minutes

Filing of Request for Approval of Materials
Sample

Filing of Request for Approval of Change Order
and/ or Extra Work Order/
Suspension/Resumption/ or Extension of 7 days, 2 hours and 45 minutes
Contract Time

2 days, 4 hours and 30 minutes

Filing of Request for Punchlist Inspection/ .
Findings 7 days and 45 minutes

Request for Work Suspension/ Time Extension
for Infrastructure Projects / Amendment to Order | 2 days
for Goods

Filing of Request for Advance Payment/Progress
Billing/Final Billing 9 days and 4 hours

Processing of Monthly Billing/s of Janitorial
Services rendered by the Service Provider for
Main Office, Bagbag, & DMW and NCR
Properties — Makati Bldg., HK Sun Plaza, & East | 10 days
Triangle

18



Procurement of Goods, Infrastructure Projects

Purchase

and Consulting Services through Shopping and 13 days
NP- Small Value Procurement

Preparation and Issuance of Purchase Order, Job

Order, Letter Order and Agency Procurement 18 days
Request

Procurement of Goods through DBM —

Procurement Service Virtual Store 11 days
Procurement of Goods through Revolving Fund

and Replenishment of Revolving Fund — Outright 29 days

Processing of Payment for Procured Goods,
Infrastructure Projects and Consulting Services

If through Alternative Modes except Direct
Contracting and Negotiated Procurement
(Simple Transactions): 5 days

If through Competitive Bidding, Direct
Contracting and Negotiated Procurement
(Complex 1): 7 days

For Uniform, Cargo Forwarding, Print
Publication, Radio Program, UMID Card
Production, Photocopying, and
Outsourcing of Services, i.e. Drivers and
Technician (Complex 2): 14 days

Refund of Retention Money and Performance
Bond

Procurement Through Competitive Bidding

5 days

For Goods and Services minimum of 48
calendar days and 22 working days, and
maximum of 158 calendar days and 22
working days

For Infrastructure Projects: minimum of 48
calendar days and 22 working days, and
maximum of 163 or 178 calendar days
and 22 working days

For Consultancy: minimum of 58 calendar
days and 22 working days, maximum of
202 calendar days and 22 working days
IRR of RA9184 for details)
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Request for Bidding Documents 1 hour

Request for Notices to Observers 2 days

Request for Notices to Bidders 2 days

Request for Memo to Technical Working Group
(TWG), Internal Audit Services Group (IASG),
President and CEO (PCEO) And Various
Delegated Approving Authorities (AA)

4 days

Regular: 4 calendar days

Pre-bid Conference: 3 calendar days
Request for Bid Bulletin Submission and Opening of Bids: 3
calendar days

Bid Bulletin: 2 calendar days

Preparation and Execution of Contract 16 days
Release of Contract and Notice to Proceed (NTP)

. 7 days
to Suppliers

10 days for Office of the Government
Submission of Copy/List to Contracts to Other Corporate Counsel (OGCC)

Government Agencies
5 days for Commission On Audit (COA)

Procedure in the Receipt of Application for Car
Pass Sticker 1 hour and 6 minutes

Procedure in the Receipt of Request for
Overnight Parking 41 minutes

Processing of Monthly Billing/s of Janitorial
Services rendered by the Service Provider for

Main Office, Bagbag, & DMW and NCR 10 days
Properties — Makati Bldg., HK Sun Plaza, & East
Triangle

Processing of Operational Transactions -
Disbursement Voucher (DV) Simple
Processing of Operational Transactions -

2.5 days and 4 hours

5 days and 4 hours

Disbursement Voucher (DV) Complex

N
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Processing of NCR Branches’ Disbursement
Vouchers for Operational Expenses — Complex 6 days
Transactions

Processing of Luzvismin Division’s
Replenishment of Operational Working Fund
Disbursement Vouchers — Complex Transactions

7 days

Processing of Foreign Office Offices’
Revolving Fund Replenishment Disbursement

Vouchers — Complex Transactions 7 days

Processing of Special Voucher 7 days

Processing of Debit Advice for Member Benefits
& Loans that are Paid through Check under the

E-Disbursement System 3 days

Processing of Letter of Instruction on Service
Fees for Member Benefits & Loans that are Paid

via the PESONet Facility of Banks 5 days

Processing of Request for Certification of Check
Status - Complex Transaction 7 days

Processing of Budget Clearances — Simple

3 days
Processing of Budget Clearances — Complex 5 days
Evaluation of Project Procurement Management
Plan (PPMP) — Simple 3 days
Evaluation of Project Procurement Management
Plan (PPMP) — Complex 5 days
Request for Statement of Accounts (Simple) 3 days
Request for Statement of Accounts (Complex) 6 days

Request for Adjustment/Correction of
Posted/Unposted ER Contribution Payments 7 days
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Procedure in handling of request for validation/
confirmation of unposted Special Bank Receipt
(SBR) paid through the bank from various SSS
organizational units and or SSS Accredited
Collecting Bank — Simple

3 days

Procedure in handling of request for validation/
confirmation of unposted Special Bank Receipt
(SBR) paid through the bank from various SSS
organizational units and or SSS Accredited
Collecting Bank — Complex

7 days

Procedure in handling of memorandum/request
for confirmation of less than seven (7) posted
contributions (payment through Special Bank
Receipt) of member with Funeral/Death claim
from SSS Branches and Processing Centers.

Executive Check-up SSS Officials

7 days

30 days and 36 minutes

Medical/ Dental Consultation of SSS Employees/
Dependents

Processing of original and transfer appointments

1 hour and 28 minutes

For Civil Service Commission (CSC) :
within 5 to 10 days from receipt of
complete documents

For Employee Services Department
(ESD): within 2 to 3 days from receipt of
complete documents

Replies to Applications

within 1 to 2 days from receipt of
application

Processing of appointments for promotion

For CSC: within 5 to 10 days from receipt
of complete documents

For ESD: within 2 to 3 days from receipt
of complete documents

Processing of Designations, Reassignments and
Additional Work Assignments and Preparation
of Personnel Orders

Simple: 2 to 3 days per recommendation
from receipt of complete documents

Complex: 4 to 10 days per
recommendation from receipt of complete
documents

Evaluation of applications to announced
vacancies

Current Average Activity Standard: 2
applications in 8 days from receipt of
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Training Requests from Various Units and
Business Process Owners (In-House Programs
and CPE)

complete data

Complex: 5 to 7 days per position from
receipt of complete data

Complex: 8 to 15 days per position from
receipt of complete data

3 days (Simple)
7 days (Complex)

20 days
(Highly Technical Transactions)

Request for participation in external training
programs

7 days 10 minutes (Complex)

20 days 10 minutes (Highly Technical)

Request for participation in foreign external
training programs

Procedure on Request for SSS-Day Care Center
(SSS-DCC) Availment of Services

20 days

15 days and 5 minutes

Procedure on the Processing of Requests for Job

Rotation Program (JRP) Announcement 10 days
Procedure on the Processing of Applications for

JRP, JEP, JELP and JSP (Initial) 10 days
Procedure on the Processing of Requests for

JRP, JEP and JELP Extension/Renewal 8 days

Procedure for processing of incentives and
awards under the SSS PRAISE - Employee
Anniversary Award / Master's/ Doctorate Degree
Completion Award / Retirement Incentive Award
(RIA)

e Master’'s/Doctorate Degree Completion
Award

Within three (3) to seven (7) days from
receipt of request and pertinent data for
the processing of award from concerned
units.

e Retirement Incentive Award

Within three (3) to seven (7) days from
receipt of request and pertinent data for
the processing of award from concerned
units.
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Procedure on request for various EE — Care
Reach-out program assistance

e Bereavement Assistance

4 to 5 days

e Hospital Visit

4 to 5 days

e Debriefing Session

Up to 1 month

e Coaching Assistance

Up to 20 days

Procedure on request for Assistance to External
Requests/Product Demo

Up to 5 days

Procedure on Request for Performance Rating
(PR)

2 to 5 days

Procedure on Request for copy of IPCRs

Procedure on the Processing of Provident Fund
(PF) Provident Contributions Availment
Assistance Program (PCAAP)

1 to 2 days upon receipt of request

3 days and 3 minutes

Procedure on the Processing of Applications for
PF General Purpose Loan (GPL)

3 days and 3 minutes

Procedure on the Processing of Applications for
PF Emergency Loan (EL)

4 days and 37 minutes

Procedure on the Processing of Fieldwork
Allowance for Account Officers

4 days, 7 hours and 35 minutes

Procedure on the Processing of Special Counsel
Allowance (SCA)

4 days, 3 hours and 5 minutes

Procedure on the Processing of Salaries and
Allowances of Casual Employees

4 days, 3 hours and 5 minutes

Procedure on the Processing of Salaries of Job
Order Workers

10 days

Procedure on the Processing of Overtime Pay

4 days, 3 hours and 10 minutes

Procedure on the Processing of Night Differential
Pay

4 days, 3 hours and 10 minutes

Procedure on the Processing of Medical
Maintenance Allowance and Hospitalization
Reimbursement

4 days, 3 hours and 5 minutes

Procedure on the Processing of Magna Carta for
Public Health Workers

14 days, 4 hours and 5 minutes

Procedure on the Processing of Masteral Degree
Award

3 days, 2 hours and 10 minutes

Procedure on the Processing of Employee
Anniversary Award

3 days, 2 hours and 10 minutes

Procedure on the Processing of Loyalty Award

5 days, 2 hours and 10 minutes

Procedure on the Processing of Security and

2 days and 20 minutes
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Janitorial Billings

Procedure on the Processing of Requests for
Certification of Employment / Service Record
Procedure on the Processing of Requests for
Certification of Employment with Benefits
Procedure on the Processing of Requests for
Certification on Leave

Procedure on the Processing of Application for
Monetization of Leave Credits

E(ra(;ceeﬁctjgre on the Processing of Separation 25 working days and 30 minutes

Procedure on Releasing of Checks

5 working days and 5 minutes

6 days and 5 minutes

10 days

5 days, 1 hour and 5 minutes

e Issuance of Company Representative 2 days and 10 minutes

Card
e Personal Release of Check Maximum of 15 minutes
Delivery of Mails, Correspondence to Various Maximum of 1 hour and 30 minutes
Departments
Releasing of CDs to Various Banks 2 hours and 45 minutes
Procedure on Releasing of Stocks Certificate 22 minutes

Mailing of Documents/ Correspondence/
Checks/Stock Investment Loan Program (SILP) 2 hours and 3
to Various SSS Branches through the Accredited | minutes
Messengerial Services

Procedures in Issuance of Internal Order for
Furniture & Equipment and Computer Capex 15 minutes
(SAP)

Procedure in the Receiving (Delivery, Inspection
and Acceptance) of Property and Equipment thru | 30 minutes
PIMS

Procedures in Processing Clearance of
Employees (Retirement, Resignation, Death, 16 minutes
Maternity, Vacation Leave)

Procedures in processing Gate Pass of Furniture
& Equipment, Computers & Books

Procedures in Processing Transfer Memo of
Furniture & Equipment, Computers & Books thru | 10 minutes
PIMS

Procedures in Processing Waste Material Report
and IIRUP of Furniture and Equipment, 33 minutes
Computers and Books thru PIMS

Procedure of Issuance ICS/PAR for PPE thru .
PIMS 5 minutes

19 minutes
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Procedure in the Receipt, Recording, Requisition
and Issuance of Various Supplies and Materials

35 days and 39 minutes

Procedure in the Receipt, Acceptance and
Recording of Inventory of Delivered Supplies and
Material

5 working days and 52 minutes
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SOCIAL SECURITYSYSTEM

External Services
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Coverage, Contributions and Accounts Management
Group — External Services
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1. Employer Registration at the Central Business Portal (CBP)

The CBP is a single online site for all business-related information, with the objective of
streamlining the registration business and other activities through online transactions.

Coverage, Contributions and Accounts Management Group
Simple

G2B - GOVERNMENT TO BUSINESS-Government to
Business

All Regular Employers.

Corporate Email address’ sites

1. Company Email Address
2. Internet access Internet Service Provider

3. SEC Registration and Payment |Central Business Portal (CBP)
4. BIR Registration and Payment |CBP

[T

1. Visit the CBP  [1. SSS shall None 1 day Processed by
website process employer the system
(https://business.gov. [registration and

ph) click "Start a generate employer

Business SS number.

Application”.

Provide company
email address and
password then
click "Log in".
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2. Initial Employee Report at the Central Business Portal (CBP)

Generate initial Employee Report through the Central Business Portal.

Coverage, Contributions and Accounts Management
Group
Simple
G2B - GOVERNMENT TO BUSINESS-Government to
Business

All Regular Employers.

. Employees Personal and other Social |Employees
gencies Information

1. Company Email Address Corporate Email address’ sites
2. Internet access Internet Service Provider

3. Employer Registration CBP

4

A

1. Fill  |1. CBP will submit |None 1 day Processed by the
out Initial  |the report to SSS. system
Employee |The SSS will

Report validate the

submission and
send a status back
to the CBP.

1.1 SSS shall
generate report
response. The
employment
report shall
trigger the
updating of the
Employer’s
Date of
Coverage
(DOC).

1.2 SSS shall
create an
Electronic
Contribution
Collection List
(eCCL) through
Payment
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Reference
Number (PRN)

1.3 SSS shall
update the
employees
DOC, coverage
status and
coverage
history.
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3. Procedure in Closing Of Business

Submission of Employer Data Change Request (EDCR) for closing of business for all
business employers

(EDCR —

Coverage, Contributions and Accounts Management Group

Complex

G2B-Government to Business

All Business Employers.

Application for Employer Data Change Request

2 copies)

SSS Branches
Form is also downloadable at
WWW.SSS.gov.ph

a)

b)

d)

1. For Temporary Suspension (TS)
(Employer shall submit any of the

documents enumerated below)

Certificate of Non-Renewal of Business
License from the Municipal/City
Treasurer’s Office

Notification of Suspension of Operation
duly received by the Bureau of Internal
Revenue (BIR) within the prescribed
period

Certification from the Bureau of Fire
Protection (BFP) or concerned unit of
the Municipal/City, in case of
destruction of corporate facilities due to
fire/fortuitous event

Board Resolution approving the
suspension of business operation
adopted within the prescribed period
and duly acknowledged received by
BIR, Securities and Exchange
Commission (SEC) or the Cooperatives
Development Authority (CDA)

Notice of Strike duly received by the
Department of Labor and Employment

Municipal/City Treasurer’s Office

BIR

BFP/Unit concerned of Municipal/City

Employer
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http://www.sss.gov.ph/

(DOLE) with a certification that there
was no operation and employees
during the strike

Audited Financial Statements and
Income Tax Return (ITR) showing non-
operation for the applicable period/s
filed with SEC or the BIR within the
prescribed period

2. For Termination/Dissolution

a)

b)

d)

2.1 Single Proprietorship

Approved application for Business
Retirement from the Municipal/City
Treasurer’s Office

Certification of Non-operation of
Business from the Municipal/City
Treasurer’s Office or BIR

Certification of Cancellation of
Registration from the Department of
Trade and Industry (DTI)

Certification of Cancellation/Transfer of
all Franchise issued to the single
proprietorship from the Land
Transportation and Franchising
Regulatory Board (LTFRB)

Death Certificate registered with the
Local Civil Registrar or issued by the
Philippine Statistics Authority or
Philippine Consul, in case of death of
the owner, or

Certification of Cancellation of License
from regulatory agencies such as but
not limited to the Philippine National
Police Supervisory Office for Security

Employer/DOLE

SEC/BIR

Municipal/City Treasurer’s Office

Municipal/City Treasurer’s Office

DTI

LTFRB

LCR/PSA/Philippine
Embassy/Consular Office

PNP-SOCIA or DOLE
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SEC or CDA
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. Submit the

and Investigation Agency (PNP-SOCIA)
and DOLE

2.2
Partnership/Corporation/Cooperat
ive

a) Certification of Filing of Articles of
Dissolution/Cancellation of Registration
issued by SEC or CDA

b) Notification of business termination duly
received by SEC or BIR within the
prescribed period

c) Board Resolution approving the
termination of business operation
adopted within the prescribed period
and duly acknowledged received by
BIR, SEC or CDA, or

d) Audited Financial Statements and ITR
showing non-operation for the
applicable period/s filed with SEC or
BIR within the prescribed period

2.3 Termination/Dissolution due to
Merger/Consolidation of
Registration

a) Certificate of Filing of Articles of Merger
issued by SEC

Receives two (2) None

properly copies of EDCR &
accomplished supporting
Employer Data document/s and
Change Request |checks for

(EDCR) in two (2) |completeness
copies in any SSS
Branch

35

Employer

SEC or BIR

Employer

SEC

30 minutes

Jr./Sr. Member
Service
Representative
& Senior Clerk,
Servicing Branch




. Receives both

copies of the
EDCR with
supporting
documents if any

Checks from
EDCR if effectivity
date, if any,
matches with
supporting
documents

Access ER Static
File in On-line
inquiry System and

encodes ER ID No.

to determine
correctness of SS
ID number

Compares
business name on
the application
against ER Static

Returns both
copies of EDCR to
ER/ER
Representative if
with discrepancies
or incomplete
supporting

Forwards EDCR
with complete
supporting
documents and
with no
discrepancies to
Sr. Clerk for
preparation of
Transmittal List to
the Branch — AMS
or Large Accounts
Department

Evaluates EDCR
and supporting
documents

Access ER’s
Accounts
Management
System (AMaS)

None

2 days

Jr./Sr. Analyst,
Servicing Branch
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account to
determine if ER is
compliant to the
monthly
remittances and
has no
delinquencies

Prepares Account
Officer's Report
(AOR) and
forwards to
Team/Section
Head for review

None

None

Reviews/Signs
AOR and forwards
to Branch/
Department Head
for approval

None

None

Team/Section
Head, Servicing
Branch

Signs the AOR and
returns to Jr./Sr.
Analyst to be
forwarded to
respective
Processing Center

None

None

Branch/
Department
Head, Servicing
Branch

Receives EDCR
accompanied with
AOR and
supporting
documents and
encodes ER
request for closure

37

None

1 day

Processing
Center, Servicing
Branch




SSS Branches — External Services
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4. Procedure in Securing Certificate of SSS Coverage and Compliance
for Business License or Permit through the SSS branch

Submission of certificate of SSS coverage and compliance is required prior to issuance
of annual business license or permit of local government units.

SSS Branches / Large Accounts Division

Complex

G2B - GOVERNMENT TO BUSINESS-Government to Business

All Business Employers.

A. Primary ID Cards/Documents

The primary ID card shall be the Unified
Multi-Purpose 1D (UMID) Card
(SSS/GSIS) and other government-
issued ID cards/documents with photo,
signature and underwent biometric data
capture process such as but not limited
to the following:

* Driver’s License

* Passport

* Voter's ID card
 National Bureau of Investigation
(NBI) Clearance
* Postal Identity Card
B. Secondary ID Cards/Documents

In the absence of a primary

ID

1. Letter request for SSS coverage and Employer
compliance (1 original and 1 photocopy)
1. 1 copy of the Filer's Valid ID Cards Employer

Land Transportation Office (LTO)
Department of Foreign Affairs (DFA)
Foreign Government

Commission on Elections (Comelec)

National Bureau of Investigation
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card/document, filer shall
present/submit any two (2) ID
cards/documents, both with signature
and at least one (1) with photo.

C. Other Requirements

e If Filed by Employer/Authorized
Signatory - Present the original of
any one (1) of the primary ID
card/document or any two (2) ID
cards/documents, both with
signature and at least one (1) with
photo.

e |If Filed by Authorized

Representative

o Submit the original of Letter of
Authority (LOA)/Special Power
of Attorney (SPA) issued by
the employer; and

o Present the original of any one
(1)primary ID card/document
or any two (2) ID
cards/documents, both with
signature and at least one
(1)with photo.

e If Filed by Company
Representative - Present the original
Authorized Company Representative
(ACR) Card

Please refer to Annex A for the list of additional
requirements/documents

Philippine Postal Corporation

Filer/Employer

Filer/Employer

Filer/Employer
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request for
certificate of SSS
coverage and
compliance,
supporting
documents and
identification
cards/documents.

3.2. If incomplete,
inform and return

the letter request

1. Prepare letter None 5 minutes Employer
request for
certificate of SSS
coverage and
compliance.
2. Getaqueue None Employer
number and wait
for the number to
be called
2.1. Issue _
queuenumber. 5 minutes Jr/Sr. Analyst
Accounts
Management
Section (BOS)
Large Accounts
Division(LAD)
3. Submit the None Employer
original and
photocopy of
letter request for
certificate of SSS
coverage and
compliance
together with the
photocopies of
required 3.1. Receive and
documents screen letter 3 minutes Jr/Sr. Analyst

Accounts
Management
Section (BOS)
Large Accounts
Division(LAD)
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and supporting
documents to
filer. If complete,
proceed to step 4

Jr/Sr Analyst

Accounts
Management
Section (BOS)
Large Accounts
Division (LAD)

4. Getthe duly

received
photocopy of
letter request for
certificate of SSS
coverage and
compliance.

4.1. Issue to filer
the duly received
photocopy of
letter request for
certificate of SSS
coverage and
compliance.

4.2. Verify
contribution and
loan payments
check ER’s folder
if with pending
complaints and/or
cases filed
against the
employer

4.3. If with gap/s
in contribution
payments,
pending
complaints and/or
cases filed,

inform ER

None

4 working
days

Employer

Jr/Sr. Analyst

Accounts
Management
Section (BOS)
Large Accounts
Division (LAD)

Jr/Sr. Analyst

Accounts
Management
Section (BOS)
Large Accounts
Division (LAD)
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through email,
phone call or text

requiring its
compliance. If
compliant,
prepare
certificate of SSS
coverage and
compliance.
Jr/Sr Analyst
Accounts
Management
Section (BOS)
Large Accounts
Division (LAD)
5. Pick-up the None Employer
requested
certificate of SSS
coverage and
compliance.
5.1. Issue
certificate of SSS
coverage and
compliance
(Annex B). 5 minutes Senior Clerk or

Jr/Sr. Analyst

Accounts
Management
Section (BOS)
Large Accounts
Division (LAD)
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ANNEX A

LIST OF ADDITIONAL REQUIRED DOCUMENTS

For Employer with Unpaid Contribution/s and Loan Amortization/s.

e Proof of Payment/s of the unpaid Contribution/s and Loan Amortization/s.
For Employer with Pending Complaints and/or Cases Filed

e Proof of compliance and/or settlement of complaints and/or cases filed.
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ANNEX B

COC NO. 2022-XXX

REPUBLIC OF THE PHILIPPINES

SOCIAL SECURITY SYSTEM
(DEPARTMENT/BRANCH)
(Branch Address)
(Contact Number/s & Email Address)

A}

CERTIFICATION

This is to certify that ___Employer Name _with principal place of business at __ (_
Employer Address) is a registered employer-member of the Social Security
System under ER No. with date of coverage in

Our records show that;

1. The employer has made contribution payments and reported its employees for year YYYY
as shown in the attached confirmation of payments.

2. There are no complaints and/or cases filed against the employer pending with this
office, the Prosecutor’s Office, Courts and/or Social Security Commission.

This certification is issued pursuant to Sec. 24 (g) of the Social Security Law which
provides that “Notwithstanding any law to the contrary, local government units shall, prior to
issuing any annual business license or permit, require submission of certificate of SSS coverage
and compliance with the provision of this Act. x xx *

This is issued without prejudice to the right of the SSS to compel the above-mentioned
employer full compliance with the Social Security Act and to file appropriate civil and/or criminal
action for any violation thereof that may be discovered later.

Issued on Date. This certification is valid within 45 days from the date of issuance and
solely for the purpose of application/renewal of business permitof herein employer.

NAME OF ACCOUNT OFFICER
Official Designation
Official Email address

Reviewed by: Noted by:

NAME OF SECTION HEAD NAME OF BRANCH/DEPT. HEAD
Official Designation Official Designation

Official Email Address Official Email Address

Note: This does not serve as clearance for License to Operate (for security Agency), Accreditation & Bidding purposes.
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5. Procedure in Securing Certificate of SSS Coverage and Compliance
for Business License or Permit through Email

Submission of certificate of SSS coverage and compliance is required prior to issuance of
annual business license or permit of local government units.

SSS Branches / Large Accounts Division

Complex

G2B - GOVERNMENT TO BUSINESS-Government to Business

All Business Employers.

1. 1 copy of the Letter request for SSS Employer
coverage and compliance (scanned

copy)

2. 1 copy of the Filer's Valid ID Cards Employer
(scanned copy)

D. Primary ID Cards/Documents

The primary ID card shall be the Unified
Multi-Purpose 1D (UMID) Card
(SSS/GSIS) and other government-
issued ID cards/documents with photo,
signature and underwent biometric data
capture process such as but not limited
to the following:

« Driver's License Land Transportation Office (LTO)

* Passport Department of Foreign Affairs (DFA)
* Voter’s ID card o Foreign Government
* National Bureau of Investigation

(NBI) Clearance Commission on Elections (Comelec)

* Postal Identity Card
National Bureau of Investigation
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E. Secondary ID Cards/Documents

In the absence of a primary ID
card/document, filer shall attach any
two (2) ID cards/documents, both with
signature and at least one (1) with
photo.

F. Other Requirements

e |If Filed by Employer/Authorized
Signatory - Attach the scanned
copy of any one (1) of the primary
ID card/document or any two (2)
ID cards/documents, both with
signature and at least one (1) with
photo.

e |If Filed by Authorized

Representative

o Attach the scanned copy of
Letter of Authority
(LOA)/Special Power of
Attorney (SPA) issued by the
employer; and

o Attach the scanned copy of
any one (1)primary ID
card/document or any two (2)
ID cards/documents, both with
signature and at least one
(1)with photo.

e If Filed by Company
Representative—Attach the scanned
copy of Authorized Company
Representative
(ACR) Card

Please refer to Annex A for the list of additional
requirements/documents

Philippine Postal Corporation

Filer/Employer

Filer/Employer

Filer/Employer
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1. Prepare None 5 minutes Employer

letter request for

certificate of SSS

coverage and

compliance.

2. Send through None Employer

Branch/Departme

nt email/assigned

Account

Officerthe

scanned copyof

letter request for

certificate of SSS

coverage and

compliance

together with the

required

documents 2.1.
Acknowledge
and forward 3 minutes Senior Clerk or
the email of Jr/Sr
employer Administrative
:ﬁgether with AssistantAdmini

e .
attachments strative
to Accounts Section
Management
Section or
(AMS)/Large Junior Executive
quo_unts Assistant/LAD
Division
(LAD) Jr/Sr Analyst
Accounts
Management

292 Section (AMS)
Acknowledge Large Accounts
and screen Department
letter request (LAD)
for certificate
g{)\?esr:g e and 3 minutes Jr/Sr Analyst
compliance,
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supporting
documents
and
identification
cards/docum
ents

2.3. If
incomplete,
reply and
inform the
employer of
the lacking
document/s.
If complete,
proceed to
step 2.4.

2.4. Verify
contribution
and loan
payments
and check
ER’s folder if
with pending
complaints
and/or cases
filed against

the employer.

2.5. If with
gap/s in
contribution
payments,
pending
complaints
and/or cases
filed, inform
ER through
email,
requiring its
compliance.

2.6. If
compliant,
prepare and
send to

4 working
days

Accounts
Management
Section (AMS)
Large Accounts
Department
(LAD)

Jr/Sr Analyst

Accounts
Management
Section (AMS)
Large Accounts
Department
(LAD)

Jr/Sr Analyst

Accounts
Management
Section (AMS)
Large Accounts
Department
(LAD)
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employer
email the
certificate of
SSS
coverage and
compliance(A
nnex B).
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ANNEX A

LIST OF ADDITIONAL REQUIRED DOCUMENTS

For Employer with Unpaid Contribution/s and Loan Amortization/s.

e Proof of Payment/s of the unpaid Contribution/s and Loan Amortization/s.
For Employer with Pending Complaints and/or Cases Filed

e Proof of compliance and/or settlement of complaints and/or cases filed.
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ANNEX B

COC NO. 2022-XXX

REPUBLIC OF THE PHILIPPINES

SOCIAL SECURITY SYSTEM
(DEPARTMENT/BRANCH)
(Branch Address)
(Contact Number/s & Email Address)

A}

CERTIFICATION

This is to certify that ___Employer Name _with principal place of business at __ (_
Employer Address) is a registered employer-member of the Social Security
System under ER No. with date of coverage in

Our records show that;

3. The employer has made contribution payments and reported its employees for year YYYY
as shown in the attached confirmation of payments.

4. There are no complaints and/or cases filed against the employer pending with this
office, the Prosecutor’s Office, Courts and/or Social Security Commission.

This certification is issued pursuant to Sec. 24 (g) of the Social Security Law which
provides that “Notwithstanding any law to the contrary, local government units shall, prior to
issuing any annual business license or permit, require submission of certificate of SSS coverage
and compliance with the provision of this Act. x xx *

This is issued without prejudice to the right of the SSS to compel the above-mentioned
employer full compliance with the Social Security Act and to file appropriate civil and/or criminal
action for any violation thereof that may be discovered later.

Issued on Date. This certification is valid within 45 days from the date of issuance and
solely for the purpose of application/renewal of business permitof herein employer.

NAME OF ACCOUNT OFFICER
Official Designation
Official Email address

Reviewed by: Noted by:

NAME OF SECTION HEAD NAME OF BRANCH/DEPT. HEAD
Official Designation Official Designation

Official Email Address Official Email Address

Note: This does not serve as clearance for License to Operate (for security Agency), Accreditation & Bidding purpose
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6. Filing of Sickness Benefit for Special Cases Through SSS
Branches

This procedure applies to the following sickness benefit claims:
a. Denied claim reconsidered for payment;
b. Unclaimed benefit of deceased member; and
c. Unclaimed reimbursement of inactive/closed/terminated/retired employer.

Medical Evaluation Centers (MECs) at SSS Branches

Highly Technical

G2B & G2C

¢ All members/employers with denied claim reconsidered for

payment.

e Legal heirs of deceased member with unclaimed sickness
benefit.

¢ Inactive/closed/terminated/retired employers with

unclaimed sickness benefit.

1. Duly accomplished SBA/SBRA SSS Website (www.sss.qov.ph)
Form. Member/Employer/Legal Heirs

2. Supporting Documents

3. Filer’s Valid ID cards

A. Primary ID Cards/Documents

The primary ID card shall be the
Unified Multi-Purpose ID (UMID)

Card (SSS/GSIS) and other Filer/Member/Employer/Legal Heirs
government-issued ID
cards/documents  with  photo,
signature and underwent
biometric data capture process
such as but not limited to the Land Transportation Office (LTO)
following: Department of Foreign Affairs (DFA)/Foreign
e Driver’s License Government
o Passport Commission on Elections (Comelec)
e Voter’s ID card National Bureau of Investigation
e National Bureau of Philippine Postal Corporation
Investigation

(NBI) Clearance
e Postal Identity Card

B. Secondary ID Cards/Documents Filer/Member/Employer/Legal Heirs

In the absence of a primary 1D
card/document, filer shall
present/submit any two (2) ID
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If

cards/documents, both with
sighature and at least one (1)
with photo.

C. Other Requirements

If Filed by Employer/Authorized

Sighatory

e Present the original of any
one (1) of the primary ID
card/document or any two
(2) ID cards/documents, both
with signature and at least
one (1) with photo.

Filed by Authorized

Representative

e Submit the original Letter of
Authority (LOA)/Special Power
of Attorney (SPA) issued by the
employer; and

e Present the original of any
one (1) Primary ID
card/document or any two
(2) ID cards/documents,
both with signature and at
least one (1) with photo.

Filed by Company
Representative
e Present the original
Authorized Company
Representative (ACR) Card

Filer/Employer

Filer/Employer

Company Representative

1. Get a queue 1. Issues None None Filer
number and wait gqueue
to be called. number.
2. Submit the 2. Receives None 5 minutes Filer
accomplished and
SBA/SBRA form screens the
together with the accomplish
supporting ed
documents and SBA/SBRA
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present the
Valid
Identification
Cards to MSR.

form and
supporting
documents
from
Member/E
mployer.

. Get the duly
received
acknowledgeme
nt stub.

3.1 Issues to

filer the
duly
received
SBA/SBRA
acknowled
gement
stub.

3.2 Forwards

the
SBA/SBRA
and
supporting
documents
to
concerned
Processing
Center
(PC) for
processing
through
email.

3.3Processing

of

SBA/SBRA
for special
cases and
issuance

of LOI.

None

20 days

Filer

Processor/SSO
HI/CEO I
SMEC Section,
Processing Center
(PC)

Treasury Division
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7. Procedure in Filing of Maternity Benefit Claim Application for

Special/Exemption Cases

This procedure applies to the following maternity benefit claims:

a. Denied claim reconsidered for payment;

b. Unclaimed benefit of deceased member; and

c. Unclaimed reimbursement of inactive/closed/terminated/retired employer.

Medical Evaluation Centers (MECs) at SSS Branches

Highly Technical

G2C and G2B

payment

1. Duly accomplished MBA/MBRA
form

2. Supporting document/s.

3. Filer's Valid Identification Card

Please refer to Annex A for
the list of documentary
requirements

1. Get/download
Maternity
Benefit
Application
(MBA)/Maternity
Benefit
Reimbursement
Application
(MBRA) Form
and supporting
form/s.

SSS Website (www.sss.gov.ph)
Member/Employer/Child’s Father/Qualified
Caregiver/Legal Heirs

None

None

¢ All members/employers with denied claim reconsidered for

¢ Inactive/closed/terminated/retired employers with
unclaimed maternity benefit

e Child’s father or qualified alternate caregiver or legal heirs
of deceased member with unclaimed maternity benefit.

Filer

2. Read instructions
and fill out the
application form.

None

None

Filer
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3. Get a queue 1. Issue None None Filer
number and wait to queue 5 minutes
be called. number
Note:
If the branch is
using an
automated
gueuing system,
the queue
number and the
assigned
counter will be
flashed via the
display monitor.
4. Submit the 2. Receives None 5 minutes r./Sr. MSR, MSS
accomplished and screens SSS Branch
MBA/MBRA form the
together with the accomplished
supporting MBA/MBRA
documents and form and
present the Valid supporting
Identification Cards | documents
to MSR. from Member/
Employer.
2.1. Screens
MBA/MBRA
and
supporting
documents
and checks
member’'s
eligibility to
maternity
benefit.
5. Get the duly | 3.Issuetofiler | None Jr./Sr. MSR,
received the duly MSS SSS
acknowledgement | received Branch
stub. MBA/MBRA
acknowledge
ment stub.
2 days
MSS Head
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3.1. Forward
the
MBA/MBRA
and

supporting
documents to
concerned
Processing
Center (PC).

SSS Branch

4. Processing
of MBA/MBRA
for special
cases and
issuance of
LOl.

None
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ANNEX A

LIST OF DOCUMENTARY REQUIREMENTS

I. For contingencies that occurred on or after 11 March 2019, or the effectivity date
of Republic Act No. (RA) 11210 or the Expanded Maternity Leave Law (EMLL)

A. The female member or employer shall be required to submit online the scanned copy
of the original (colored) or certified true copy with good image quality of the following
supporting documents, whichever is applicable:

1. For live childbirth (normal or caesarian) — Any of the following:

a.

Child’s Certificate of Live Birth (CLB)/Certificate of Death (COD) duly registered
with the Local Civil Registrar (LCR) with corresponding Official Receipt (OR),
or Acknowledgement Receipt (AR) issued by the LCR, if the filing date of
MBA/MBRA is within six (6) months from the date of delivery; or

Child’s CLB/COD issued by the Philippine Statistics Authority (PSA) with
corresponding OR or AR if the filing date of MBA/MBRA is beyond six (6)
months from the date of delivery; or

Report of Child’s Birth/Death issued by the Philippine Embassy/ Consulate
General/PSA, or its equivalent document issued in a foreign country with
English translation, if applicable.

2. For stillbirth or fetal death —Any of the following:

a.

Certificate of Fetal Death (COFD) duly registered with the LCR with
corresponding OR or AR issued by the LCR, if filing date of MBA/MBRA is
within six (6) months from the date of delivery; or

COFD issued by PSA with corresponding OR or AR if filing date of MBA/MBRA
is beyond six (6) months from the date of delivery; or

COFD issued by the Philippine Embassy/Consulate General/PSA, or its
equivalent document issued in a foreign country with English translation, if
applicable.

3. For miscarriage, emergency termination of pregnancy (ETP), ectopic
pregnancy or hydatidiform mole — The following documents shall be required
for submission:

a.

Any of the following proofs of pregnancy:

i. Result of pregnancy test duly signed by a physician/municipal health officer;
or

ii. Result of other diagnostic tests with the corresponding report duly signed
by a physician, which may include any of the following:
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(a) Ultrasound,;
(b) Blood Pregnancy test (Beta HCG); or
(c) Early Pregnancy factor; and

b. Any of the following proofs of termination of pregnhancy duly signed by a
physician:
i. Pregnancy test result;
ii. Ultrasound result;
iii. Histopathological Report; or
iv. Operating Room Record (ORR); and

c. Any of the following medical documents duly signed by a physician:
i. Medical Certificate;
ii. Records of Consultation; or
ii. Clinical Abstract/Discharge Summary.

B. For specific maternity case or circumstance of the female member or employer, the
following are the additional rules and/or required supporting documents (i.e., scanned
copy of the colored original or certified true copy with good image quality), whichever
is applicable:

1. For maternity contingencies that occurred locally

a. Medical documents that are electronically issued must be submitted together
with the Official Receipt of the procedure.

b. The physician’s name and Professional Regulation Commission (PRC) license
number must be indicated in the medical documents.

2. For maternity contingencies that occurred abroad

a. Medical documents that are issued in the foreign country must be submitted
with English translation, if applicable.

b. Authentication by the Philippine Embassy/Consulate General or notary public
in the foreign country, or issuance of apostille by a Foreign
Ministry/Embassy/Consulate, for any supporting document shall not be
required.

3. For qualified Solo Parents under RA 8972 or the Solo Parents’ Welfare Act of
2000

a. Any of the following documents issued by the Local Government Unit (LGU)
and signed by the Social Worker and the City/Municipal Mayor shall be required
for submission:

i. Valid Solo Parent ID; or
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ii. Certification/e-Certification of eligibility of the Solo Parent, if the ID is not yet
available.

The date of delivery must be within the validity period of the Solo Parent
ID/Certification/e-Certification of Eligibility, except for first-time solo parent
whose document must have been issued within six (6) months from the date of
delivery.

Certification/e-Certification of eligibility must contain all the necessary details
as reflected in the Solo Parent ID (e.g., name and address of solo parent, date
of validity/issuance, name and date of birth of child/ren).

4. For Self-employed (SE)/Voluntary (VM)/Overseas Filipino Worker (OFW)
members who were previously employed, or members already separated
from employment — The following documents shall be required for submission,
whichever is applicable:

a.

If the delivery/miscarriage/ETP occurs within the employment period or within
six_(6) months from her date of separation from employment: Certificate of
Separation from Employment indicating the effective date of separation and
that no advance payment was granted by the employer.

If member cannot secure Certificate of Separation from Employment: Affidavit
of Undertaking Form duly administered by the SSS branch official/employee or
foreign representative authorized as administering officer, indicating the
effective date of separation from employment and that no advance payment
was granted by the employer, provided that the reason for separation is any of
the following:

i. Company is on strike;

ii. Company has been dissolved or has ceased operation;

iii. There is a pending case before a court regarding the member’s separation
from employment;

iv. Member is on Absence Without Official Leave (AWOL) or has strained
relations with the employer;

v. Member’s current address is more than 30 kilometers from the employer’s
address; or

vi. Member’s record from her former employer is no longer available.
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5. For employers who already paid the maternity benefit in advance to their

female employees but cannot provide the required documents under Section
I.LA since said employees did not return or report back to work after
childbirth/miscarriage/ETP or are already separated from employment or
deceased

a. The following documents shall be required for submission, whichever is
applicable:

i. Any medical document issued by the hospital/medical facility indicating live
childbirth; or proof of pregnancy or any medical document issued by the
hospital/medical facility indicating miscarriage/ETP; and

ii. Certification from the employer that the employee did not return or report
back to work after childbirth/miscarriage/ETP, or that the employee is
already separated from employment; or deceased employee’s COD issued
by the PSA or LCR; and

iii. Any of the following proofs of advance payment by the employer of the SSS
maternity benefit of the female member:

1) Cash voucher or relevant document indicating receipt of advance
payment signed by the member; or

2) Proof of credit or transfer to the member's bank account with
corresponding pay slip or relevant document indicating the advance
payment.

b. For employers who cannot provide the child’'s CLB/COD or any medical
document issued by the hospital/medical facility indicating live childbirth, the
reimbursement shall only correspond to sixty (60) days of maternity benefit for
miscarriage/ETP or still birth/fetal death.

. For female members or employers filing for adjustment of settled maternity
benefits since the allocated leave credits were not used due to
unemployment/separation from employment of the child’s father or qualified
alternate caregiver —The following documents shall be required for submission,
whichever is applicable:

a. If unemployed prior to and during the period of maternity leave: Duly notarized
affidavit signed by the child’s father or qualified alternate caregiver stating that
he/she is unemployed prior to and during the period of maternity leave;

b. If the date of separation is prior to the date of delivery of the member: Certificate
of Separation from Employment issued by the employer of the child’s father or
qualified alternate caregiver indicating the effective date of separation; or

c. Ifthe date of separation is after the date of delivery of the member: Certificate/s
issued by the employer of the child’s father or qualified alternate caregiver
indicating the effective date of separation and that the maternity leave credits
allocated by the member were not used.
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For contingencies that occurred prior to 11 March 2019, or the effectivity date of
RA 11210 or the EMLL

The female member or employer shall be required to submit online the same supporting
documents as enumerated under Section | above. The following additional rules for
caesarian delivery shall also apply:

A. Any of the following documents issued by the hospital/medical facility indicating the

type of delivery:

oOuALNE

7.

. Operating room record (ORR);

Surgical memorandum;

Discharge summary report;

Medical/Clinical abstract;

Delivery report;

Detailed invoice showing applicable charges, only if the caesarian delivery
occurred abroad; or

Similar medical documents.

B. For employers who already paid the maternity benefit in advance to their female
employees but cannot provide the above-mentioned additional supporting document
since said employees did not return or report back to work after childbirth, or are
already separated from employment or deceased, the reimbursement shall only
correspond to sixty (60) days of maternity benefit for normal delivery.
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8. Procedure in Filing of Disability Benefit Claim Application Personally by
the Member

Cash benefit granted to a member who becomes permanently disabled either partially or totally.

Medical Evaluation Centers (MECs) at SSS Branches

Highly Technical

G2C — Government to Citizen

Any SS member with at least one (1) contribution six (6) months before
the

contingency before the occurrence of disability and has not been
granted with any SSS final benefit or claim.

Disability Claim Application Form (1 copy)
Member’s/Claimant’s Photo and
Signature Form (for initial claims only)
SSS UMID Card /Valid IDs Member
SSS Medical Certificate Form -
accomplished
by attending physician within 6 months MECs, SSS Website at www.sss.gov.ph
from the date of filing (1 original, 1
photocopy)
Medical records - reckoning date shall be
date of filing (1 original, 1 photocopy)
e Single Savings Account Passbook; or
e ATM Card with account
number(photocopy); or Member
e Validated Deposit Slip; or
e Bank Statement

1. Getor download the None 1 minute Junior/Senior
Required documents Member

Service

Representative

(MSS)/

Senior Clerk/

Junior Nurse,

Medical Evaluation

Center (MEC)

MECs, SSS Website at www.sss.gov.ph

MECs, SSS Website at www.sss.gov.ph

Hospital, Laboratory and Diagnostic Center

SSS Website
(www.sss.gov.ph)
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2. Read instructions None 5 minutes
and fill-out the
form
3. Get a queue 3. Issues queue None 5 minutes
number and wait for number
the number to be
called.
4. Submit properly 4.1. Receiptand  |None 10 minutes Senior Clerk/
filled out Disability screening of Junior Nurse/
Claim Application application MS 117111,
together with the form and Medical
supporting documents. supporting Evaluation
documents Center
4.2. Receives (MEC)
and screens
Disability
Claim
Application
and
supporting
documents
Data Entry and
notation of 5 minutes
application form
4.3 Performs data
entry in the
Death,
Disability, and
Retirement
(DDR)Processin
g Module; up to
1st Q&A
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4.4 Performs data

entry in the
Death,
Disability, and
Retirement
(DDR)Processin
g Module; up to
1st Q&A

4.5 Determines and

indicates if for
PEI or not
based on
illness, as
stated in
Medical
Certificate

4.6 Forwards

screened
Disability Claim
Application and
supporting
documents to
MS I/l

Pre-evaluation

4.1 Conducts PEI; if

required

4.2 Requests

member to
affix signature
on Complete
Medical
Record form
(MD-15)

66
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MS II/11l, Medical
Evaluation Center
(MEC)
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5. Affix signature

over printed name

on the MD-15

5. Issues

Acknowledge-
ment Stub of

Disability Claim

Application;
returns
supporting
documents

(original copies)

None

5 minutes

MS 1I/11l, Medical
Evaluation Center
(MEC)

6. Get

Acknowledgment

stub

6.1 Evaluatesclaim

6.2 Indicates
evaluation
result in the
Disability
Claim
Application;
affixes

signature over

printed name
onMD-15

6.3 Forwards
evaluated
claim to SMS
nnv

Review of
evaluated claim

6.4 Reviews

received claim

None
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MS 1I/11l, Medical
Evaluation Center
(MEC)

SMS lll, Medical
Evaluation Center
(MEQ))
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6.5Affixes
signature over
printed name
on MD-15

6.6 Forwards
reviewed
claim to
Senior Clerk/
Junior Nurse

Encoding

and . Senior Clerk/

Updating 10 minutes Junior Nurse,

Medical Evaluation

67 Encod Center (MEC)

.7 Encodes
evaluation
resultin the
Medical
Verification
System
(MEDVS)

6.8 Updates the
DDRWF by
performing 2"
Q&A

6.9 Prepares
Transmittal
List (TL) of
DDRWF-
encoded

6.10 Forwards TL,
Disability
Claim
Application,
and supporting
documents to
PC

7. Processing None 14 days Processor

of disability

benefit claim

.| TOTAL  [None  [i6days | |
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Notes:

o

\

The same procedure shall be followed in filing of disability that happened abroad.
Applications for Disability benefits must be filed with the Social Security System within ten
(10) years from the date/occurrence of disability.

Medical Specialist shall decide if additional medical records/documents will be required
through a Disapproval Notice/Letter.

The issuance of Disapproval Notice/Letter shall be construed as completion of a process.
In the event of compliance by the member, the claim shall be issued a new Transaction
Number to trigger the start of a new processing.

This procedure is designed for branches with 2 or more Medical Specialists.

For branches with only one Medical Specialist, after evaluation of the claim, the next task
shall be followed by DDRWF-updating, and then, forwarding of the claim to another MEC
for the review. Preferably, the review shall be in the MES where the Processing Center is
located to facilitate the processing of claim, thereafter.
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9. Procedure in Filing of Disability Benefit Claim Application Through a
Representative

Cash benefit granted to a member who becomes permanently disabled either partially or
totally.

Medical Evaluation Centers (MECs) at SSS Branches

Highly Technical

G2C — Government to Citizen

Any SS member with at least one (1) contribution within six (6)
months

before the occurrence of disability and has not been granted
with any SSS final benefit or claim.

Disability Claim Application Form MECs, SSS Website at www.sss.gov.ph
(1 original)

Member’s/Claimant’s Photo and MECs, SSS Website at www.sss.gov.ph
Signature Form (for initial claims only)

(1 original)

UMID card/valid IDs of member Member and Representative

and representative (1 original)
SSS Medical Certificate Form (MED-01688)| MECs, SSS Website at www.sss.gov.ph
to be accomplished by attending physician
within 6 months from the date of filing (1
original, 1 photocopy)
Medical records - reckoning date shall be Hospital, Laboratory and Diagnostic Center
date of filing (1 original, 1 photocopy)
Sketch of member’s residence or Authorized Representative
place of confinement (1 original)
. Single Savings Account Passbook; or | Member
. ATM Card with account number
(photocopy); or
. Validated Deposit Slip; or

. Bank Statement
1. Get or download the None 1 minute Junior/Senior
required Member
documents Service
Representative,
Member Services
Section
(MSS)/
Senior Clerk/
Junior Nurse,
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Medical

Evaluation
Center (MEC)
SSS Website
(Www.sss.g
ov.ph)
2. Read instructions None None Member
and fill-out the
form
3. Get a queue 3. Issues queue None 5 minutes Senior
number and wait number Clerk/ Junior
for the number to Nurse/
be called. Medical
Specialist
(MS) 11111
(MEC)
4. Submit properly Receipt and None 10 minutes

filled-out Disability
Claim Application
together with the
supporting
documents
including sketch of
member’s
residence or place
of confinement.

screening of

application form and

supporting
documents.

4.1. Receives and
screens
Disability Claim
Application and
supporting
documents

4.2. Determines and
indicates if for
PEI or not
based on
illness, as
stated in the
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4.3.

4.4.

Medical
Certificate
Attaches to
Complete
Medical Record
form (MD-15);
indicates “For
Medical
Fieldwork
Service —
Domiciliary
Medical Service
(MFS-DMS)”
Informs filer-
representative
that MFS- DMS
shall be
scheduled;

4.5. Issues

Acknowledgem
ent Stub of
Disability Claim
form
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5. Get
Acknowledgment
stub

5.1 Performs Data
Entry in the
Death, Disability,
and Retirement
(DDR)
Processing
Module; up to 1%t
Q&A

5.2 Forwards the
screened
Disability
Claim
Application
and
supporting
documents to
MS 11/

Pre-evaluation

5.3 Conducts MFS-
DMS; if PEl is
required

5.4 Requests
member to affix
signature or
fingerprints on
MD-15

None

5 minutes

10 minutes

MS 11/l MEC

6. Affix signature
over printed name
on the MD-15

6. Return of
supporting
documents
(original copies)

None

7. Get supporting
documents
(original copies)

Evaluation of claim

None

7.1 Evaluates claim

15 minutes

MS 117111 (MEC)
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7.2. Indicates
evaluation result
in the Disability
Claim
Application;
affixes signature
over printed
name on MD-15

7.3. Forwards
evaluated
claim to
SMSIINV

Review of
evaluated claim

10 minutes SMS il (MEC)

7.4 Reviews
received claim

7.5 Affixes
signature over Senior Clerk/
printed name . Junior
on MD-15 Lo minutes |\ \rse(MEC)

7.6 Forwards
reviewed
claim to
Senior Clerk/
Junior Nurse

Encoding &

updating
7.7 Encodes

evaluation
resultin the
Medical
Verification
System
(MEDVS)
7.8Updates the
DDRWF by
performing
2"Q&A

7.9 Prepares
Transmittal
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List (TL) of
DDRWF-
encoded
claims.

7.10 Forwards
TL, Disability
Claim
Application,
and
supporting
documents to
PC

Processing of None 14 days Processor
disability benefit
claim

Notes:

No

Applications for Disability benefits must be filed with the Social Security System within ten

(10) years from the date/occurrence of disability.

Signature or fingerprints on Employment History shall be secured upon conduct of MFS-

DMS.

In case MFS-DMS is required, Processing Time shall stop upon issuance of
Acknowledgement Stub and shall continue to be computed only upon receipt of result of
conduct ofMFS-DMS.

Medical Specialist shall decide if additional medical records/documents will be
requiredthrough a DisapprovalNotice/Letter.

The issuanceofDisapprovalNotice/Lettershallbeconstruedascompletionofaprocess.Inthe
event of compliance by the member, the claim shall be issued a new Transaction Number
to trigger the start of a newprocessing.

This procedure is designed for branches with 2 or more MedicalSpecialists.

For branches with only one Medical Specialist, after evaluation of the claim, the next task
shall be followed by DDRWF-updating, and then, forwarding of the claim to another MEC
for the review. Preferably, the reviewing shall be in the MES where the Processing Center
is located to facilitate the processing of claim, thereafter.
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10. Procedure in Filing EC Disability Benefit Application Personally

Cash benefit granted to a member who becomes permanently disabled either partially or
totally due to a work-related illness or injury.

Medical Evaluation Centers (MECs) at SSS Branches

Highly Technical

G2C — Government to Citizen

Any employed/self-employed SS member who suffers a work-related
illness or injury

Disability Claim Application Form (1 copy) | MECs, SSS Website at www.sss.gov.ph
Member’'s/Claimant’s Photo and | MECs, SSS Website at www.sss.gov.ph
Signature Form (for initial claims only)
SSS ID/ UMID Card /any 2 Valid IDs Member
(photocopy)
SSS Medical Certificate Form - | MECs, SSS Website at www.sss.gov.ph
accomplished by attending physician
within 6 months from date of filing (1 copy)
Medical records - reckoning date shall be | Hospital, Laboratory and Diagnostic Center
date of filing (original or certified true
copy)
e Accident/lliness Report Employer
e EC Company Logbook Entry
ofAccident/lliness
e Police Report (for vehicular
accidents)
e Pre-employment PE (for iliness)
e Complete Job Description
e Single Savings Account Passbook; or | Member
e ATM Card with account number
(photocopy); or
Validated Deposit Slip; or
Bank Statement

1. Getor None None Junior/Senior
download the Member Service
following Representative,
documents: Member
e Disability Services
Claim Section/
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Application Senior Clerk/
e Member’ Junior/Senior
s/Claimant’ Nurse, Medical
s Photo Evaluation
and Center,
Signature
Form (for
initial
claims
only) SSS Website
e SSS (Www.SSss.gov.p
Medical h)
Certificate
Form
2. Read None None
instructions
and fill-out the
form
3. Geta 3. Issues queue None Waiting time Senior Clerk/
gueue number 5 minutes Junior Nurse/
number and Medical
wait for the Specialist 11/111,
number to be Medical
called. Evaluation
Center
4.  Submit Receipt andscreening| None Servicing time Senior Clerk/
properly filled- | of application form and 10 minutes Junior/Senior
out Disability | supporting documents Nurse/Medical
Claim 4. Receives and Specialist 11/111,
Application Screens Disability Medical Evaluation
together with Claim Application Center
the supporting | and supporting
documents. documents
Data Entry and notation | None Servicing time Senior Clerk/
of application form 5 minutes Junior/Senior
5.1. Performs data Nurse,
entry in the Death, Medical
Disability, and Evaluation
Retirement (DDR) Center
Processing
Module; up to 18
Q&A
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5.2. Determines from
illness/es stated in
the Medical
Certificate, if for
Physical
Examination &
Interview (PEI) or
not; and stamps
necessary action

5.3 Forwards
screened Disability
Claim Application
and supporting
documents to MS

Pre-evaluation of claim| None Servicing time Medical
6.1 Conducts PEI: if 10 minutes Spel\c/:lﬁlcljlisctalllllll,
required; otherwise Evaluation
proceed to Task #7 Center
6.2 Requests member
to affix signature or
fingerprints on
Complete Medical
Record form (MD-
15)
7. Affix Issuance of None Servicing time Medical
signature over | acknowledgement stub 1 minute Specialist 11/111,
printed name 71 Issues Medical
on the MD-15 : Evaluation
Acknowledgemen Center
t Stub of Disability
Claim Application;
returns supporting
documents
(original copies)
8. Get Evaluation of claim None Servicing time Medical
Acknowledgme . 15 minutes Specialist 11/111,
nt stub 8.1 Evaluates claim Medical
8.2 Indicates E\glel:]?g?n

evaluation result
in the Disability
Claim Application;
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affixes signature
over printed name
on MD-15

8.3 Labels supporting
documents for
scanning

8.4 Releases
evaluated claim to
Senior
Clerk/Junior
Nurse

Encoding and updating

9.1 Encodes
evaluation result
in the Medical
Verification

System (MEDVS)

9.2Updates the
DDRWF by
performing 2"
Q&A

9.3 Transmittal List
(TL) of DDRWF-
encoded claims

9.4 Forwards
encoded Disability
Claim Application
and supporting
documents to
Scanner Operator

None

Servicing time
15 minutes

Senior Clerk/
Junior/Senior
Nurse,
Medical
Evaluation
Center

Scanning of documents

10.1 Scans
Disability Claim
Application and
supporting
documents

None

Servicing time
5 minutes

Scanner
Operator,
Member
Services
Section

Review of claim

11.1 Reviews
retrieved claim on
queue

None

Servicing time
10 minutes

Supervising
Medical
Specialist I,
Medical
Evaluation
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11.2 Tags reviewed Center
claim through DDR
Processing Module

Processing of claim | None 14 days Processor

Notes:
The same procedure shall be followed in filing of disability that happened abroad.

Applications for EC Disability benefits must be filed with the Social Security System
within ten three (3) years from the date/occurrence of disability.
Medical Specialist shall decide if additional medical records/documents will be

1.
2.

3.

required through a Disapproval Notice/Letter.

The issuance of Disapproval Notice/Letter shall be construed as completion of a

process. In the event of compliance by the member, the claim shall be issued a new
Transaction Number to trigger the start of a new processing.
For cases where MEC is located far from the Processing Center, one (1) day shall

be added to the Processing Time.
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11. Procedure in Filing EC Disability Benefit Application through a

Representative

Cash benefit granted to a member who becomes permanently disabled either partially or

totally due to a work-related illness or injury

Medical Evaluation Centers (MECs) at SSS Branches

Highly Technical

G2C —-Government to Citizen

Disability Claim Application Form (1
copy)

Any employed/self-employed SS member

MECs, SSS Website at www.sss.gov.ph

Member's/Claimant's Photo and
Signature Form (for initial claims

only)

MECs, SSS Website at www.sss.gov.ph

SS ID/UMID card/ any 2 Valid IDs of
member and representative

Member and Authorized Representative

SSS Medical Certificate Form -
accomplished by attending physician
within 6 months from date of filing

MECs, SSS Website at www.sss.gov.ph

Medical records - reckoning date
shall be date of filing (original or
certified true copy)

Hospital, Laboratory and Diagnostic Center

e Accident/lliness Report

e EC Company Logbook Entry of
Accident/lliness

e Police Report (for vehicular
accidents)

¢ Pre-employment PE (for
illness)

e Complete Job Description

Employer

Sketch of member’s residence or
place of confinement

Authorized Representative

e Single Savings  Account
Passbook; or
e ATM Card with account

Member
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number; or
e Validated Deposit slip; or
e Bank Statement

1. Getor None 1 minute Junior/Senior
download the Member Service
requirements Representative

(MSS)/
Senior Clerk/
Junior/Senior

Nurse, Medical
Evaluation
Center (MEC)
SSS Website
(WWW.SSS.Qov.p
h)

2. Read None None
instructions
and fill-out the
form

3. Get a queue | Issuesqueue None Waiting time Senior Clerk/
number and number . Junior Nurse/
wait for the 5 minutes Medical
number to be Specialist (MS)
called [1/111, Medical

Evaluation
Center (MEC)

4. Submit Receipt and None Servicing time Senior Clerk/
properly screening of 10 minutes Junior Nurse/
filled-out application form MS 17111,
Disability and supporting Medical
Claim documents Evaluation
Application . Center (MEC
together with 4.1 Receives ( )
the and S'c.reens
supporting g:;?nﬁ"l'ty
documents Applicati
including ppiication
sketch of and .
member’s supporting

documents

residence or
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place of
confinement.

Data Entry and
notation of
application form

5.1 Performs
Data Entry in
the Death,
Disability,
and
Retirement
(DDR)
Processing
Module; up
to 15t Q&A

5.2 Determines
from
illness/es
stated in the
Medical
Certificate, if
for Physical
Examination
and
Interview
(PEI) or not;
and stamps
necessary
action

5.3 Forwards
screened
Disability
Claim
Application
and
supporting
documents
to MS I/l

None

Servicing time

5 minutes

Senior Clerk/

Junior/Senior
Nurse,
Medical
Evaluation
Center

Issuance of
acknowlegementstu

b

6.1 Informs

None

Servicing time

5 minutes

Senior Clerk/

Junior/Senior
Nurse,
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filer-
representati
ve that
MFS-DMS
shall be
scheduled,
if for PEI

6.2 Issues
Acknowledg
ement Stub
of Disability
Claim
Application

Medical
Evaluation
Center

7. Get
Acknowledg
ment stub

Pre-evaluation

7.1 Conducts
MFS-DMS;
if PEl is
required,;
otherwise
proceed to
Task #8

7.2 Requests
member to
affix
signature or
fingerprints
on
Complete
Medical
Record form
(MD-15)

None

Servicing time
1 day

Medical
Specialist 11/111,

Medical
Evaluation
Center

8. Affix
signature
over printed
name on the
MD-15

Returns
supporting
documents
(original copies)

None

None

9. Get
supporting
documents(o
riginal
copies)

Evaluation of claim

9.1 Evaluates
claim

9.2 Indicates
evaluation

None

Servicing time

15 minutes

Medical
Specialist 11/111,

Medical
Evaluation
Center
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result in the
Disability
Claim
Application;
affixes
signature
over printed
name on
MD-15

9.3 Labels
supporting
documents
for
scanning

9.4 Releases
evaluated
claim to
Senior
Clerk/Junior
/Senior
Nurse

Encoding&
updating

10.1 Encodes
evaluation
result in
the Medical
Verification
System
(MEDVS)

10.2 Updates
the
DDRWF by
performing
24 Q&A

10.3 Prepares
Transmittal
List (TL) of
DDRWF-
encoded
claims

None

Servicing time

15 minutes

Senior Clerk/
Junior/Senior
Nurse,
Medical
Evaluation
Center
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10.4 Forwards
TL,
Disability
Claim
Application
, and
supporting
documents
to Scanner
Operator

Scanning of
documents

11. Scans
Disability
Claim
Application
and
supporting
documents

None

Servicing time

5 minutes

Scanner
Operator,
Member
Services
Section

Review of claim

12.1 Reviews
retrieved
claim
enqueued

12.2 Tags
reviewed
claim
through
DDR
Processing
Module

None

Servicing time

10 minutes

Supervising
Medical
Specialist 111,

Medical
Evaluation
Center

Processing of
claim

None

86
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Notes:

=

The same procedure shall be followed in filing of disability that happened abroad.
Applications for Disability benefits must be filed with the Social Security System within three
(3) years from the date/occurrence of disability.

Medical Specialist shall decide if additional medical records/documents will be required
through a Disapproval Notice/Letter.

The Issuance of Disapproval Notice/Letter shall be construed as completion of a process. In
the event of compliance by the member, the claim shall be issued a new Transaction Number
to trigger the start of a new processing.

In case MFS-DMS is required, Processing Time shall stop upon issuance of
Acknowledgement Stub; it shall continue to be determined only upon conduct of MFS-DMS.
For cases where MEC is located far from the Processing Center, one (1) day shall be added
to the Processing Time.
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12. Procedure in Filing of Retirement Benefit Claim Application Over-
the-Counter (OTC)

Retirement Benefit is a cash benefit either in monthly pension or lump sum paid to a retiree
who can no longer work due to old age.

SSS Branch Office

Highly Technical

G2C — Government to Citizen

Members who are:

1. Atleast 60 years old and separated from employment or has
ceased to be self-employed/OFW/Household helper
(optional retirement);

2. 65 years old whether employed/self-employed, working as
OFW/Household helper or not (technical retirement);

3. Atleast 55 years old and separated from employment or has
ceased to be self-employedwhose actual date of retirement
must not be earlier than 13 March 1998, if underground
mineworker (optional retirement);

4. Atleast 50 years old and separated from employment or has
ceased to be self-employed (optional retirement) or 60 years
old whether or not employed/self-employed whose actual
date of retirement must not be earlier than 27 April 2016, if
surface/underground mineworker (technical retirement);

5. 55 years old whose actual date of retirement must not be
earlier than 24 May 2016, if racehorse jockey;

A. SPECIAL CASES FOR OTC FILING

Member may submit his/her claim through OTC filing with the

following conditions:

1. Member has a dependent child/children;

2. Member is incapacitated, under guardianship, or
confined in an applicable institution such as penitentiary,
correctional institution or rehabilitation center;

3. Member is applying under Portability Law or Bilateral
Social Security Agreements; or

4. Member has an outstanding Stock Investment Loan
Program (SILP)/Privatization Loan Program/Educational
Loan/Vocational Technology Loan balance. Outstanding
loan balance shall be for salary/calamity or Salary Loan
Early Renewal Program (SLERP).
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B. PRE-REQUISITE FOR MEMBER-CLAIMANTS FOR OTC
FILING

1. Must be registered in the SSS Website; and

2. Must have an approved disbursement account with SSS
through the Disbursement Account Enrollment Module
(DAEM) of the SSS Website.

Note: For members who are confined in an applicable
institution, the above-cited pre-requisites shall no
longer be required.

C. BASIC DOCUMENTARY REQUIREMENTS:

Note: Present original and submit photocopy of valid
identification (ID) cards/documents for authentication
purposes and present original/certified true copy and submit
photocopy of supporting documents

1. Retirement Claim Application (RCA) or RCA under
Portability Law, if applicable (1 copy, original)

2. Member’'s/Claimant’s Photo and Signature Card, if
member/guardian has not been issued a UMID Card (1
copy, original)

3. Proof of disbursement account in any of the following:
e Bank account through any PESONet participating
banks
- Passbook
- ATM cards with name of claimant and account
number
- Validated deposit slip
- Bank Certificate/Statement issued within three
(3) months prior to filing of claim
e Electronic wallet such as Maya or GCash
e Pick-up arrangement with Remittance Transfer
Companies (RTCs)/Cash Payout Outlets (CPOs)

Note: Benefit proceeds shall be credited to SSS
member-claimant’s UMID card enrolled as ATM. If
without UMID card enrolled as ATM, benefit shall
be credited to the preferred disbursement account
enrolled by the claimant through his/her My.SSS
account.

4. Member’s lIdentification Cards/Documents (1 copy,
original)

SSS WEBSITE at
WWW.SSS.qov.ph

SSS BRANCHES/SSS
WEBSITE at
WWW.SSS.gov.ph
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The primary ID card shall be the UMID Card (SSS/GSIS)
and other government-issued ID cards/documents with
photo, signature and underwent biometric data capture
process such as but not limited to the following:

Social Security (SS) Card

Philippine Identification (PhillD)

Alien Certificate of Registration

Driver’s License

Firearm Registration

License to Own and Possess Firearms

National Bureau of Investigation (NBI) Clearance
Passport

Permit to Carry Firearms Outside of Residence
New Postal ID

Seafarer’s Identification & Record Book (Seaman’s
Book)

e Voter's ID Card

Note: In the absence of a primary ID card/document the
member shall present/submit any two (2) ID
cards/documents both with signature and at least
one (1) with photo.

D. ADDITIONAL SUPPORTING DOCUMENTS, whichever is
applicable:

1. If member is at least 60 years old but below 65 years old

For Employed/Household Helper
e Certificate of separation issued by the last employer
or all employers (if with multiple employers) (1 copy,
photocopy); or
e SSS Form - Affidavit of Separation from
Employment/Cessation of Self-employment with
Undertaking, regardless of status of employer.

Note: If a member has no contributions for the last
twelve (12) months prior date of retirement, a
member shall no longer be required to submit
Certificate of separation.
For Self-Employed (SE) Member
e Certificate of non-renewal for all of member's
business permit/license issued by the proper
government offices/transfer of ownership (e.qg.
Business Permit and Licensing Office) (1 copy,

photocopy); or

SSS
Philippine
Authority
Bureau of Immigration
Land Transportation Office

Statistics

Philippine National Police
(PNP)
NBI
Department  of  Foreign

Affairs/ Foreign Government
PNP
Philippine
Corporation
Maritime Industry Authority
Commission on Election

Postal

Employer

SSS

90
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e Certificate of cessation of business issued by the
duly elected Barangay Official where the business
or place of residence was located (1 copy,
photocopy); or

e SSS Form - Affidavit of Separation from
Employment/Cessation of Self-employment with
Undertaking

For Overseas Filipino Worker (OFW), Voluntary Member
(VM) and Technical Retirement

Proof of separation from employment/cessation of
business/termination of contract/no earnings is not a
requirement.

For member of Cooperative or registered Association (e.
g. TODA, Card Inc., market vendors association)

e SSS Form - Affidavit of Separation from
Employment/Cessation of Self-employment with
Undertaking; or

e Certificate of termination of membership signed by
the authorized company representative/s or
signatories in the Specimen Signature Card of the
Cooperative/Association.

. If member is an Underground/Surface Mineworker

e Certification from the employer/s that member was
an underground/ surface mineworker indicating the
period of employment and worker's job description
(1 copy, photocopy); or

e Affidavit of two (2) co-employees attesting that
member was an underground/surface mineworker
indicating the period of employment and worker’s
job description.

Additional _requirements _if underground/ _ surface
mineworker is at least 50 years old but below 60 years
old (for actual retirement date not earlier than 27 April
2016) or at least 55 years old but below 60 years old (for
actual retirement date prior to 27 April 2016) depending
on _the last coverage status of member, whichever is
applicable:
— Certificate of separation issued by the last employer;
or all employers (if with multiple employers) (1 copy,
photocopy); or

Government
Office

Barangay

SSS

N/A

SSS

Employer

Employer

Member

Regulatory
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- SSS Form - Affidavit of Separation from
Employment/Cessation of Self-employment with
Undertaking, regardless of status of employer; or

— Certificate of non-renewal for all of member’s
business permit/license issued by the proper
government offices/transfer of ownership (1 copy,
photocopy); or

— Certificate of cessation of business from
Barangay/non-renewal of business from proper
Government Office (1 copy, photocopy)

3. If member is a Racehorse Jockey

Certification that member was employed as racehorse
jockey by his employer, who must be duly licensed by the
Philippine Racing Commission (PHILRACOM) indicating
the period of employment.

E. OTHER SUPPORTING DOCUMENTS

If filed by authorized representative

1. Any one (1) of his/her original primary ID card/document
or any two (2) ID cards/documents, both with signature
and at least one (1) with photo; and

2. Original Letter of Authority (LOA)/Special Power of
Attorney (SPA)

Note: For other/additional documentary requirements,
please refer to the list below.

Employer

SSS

Government
Office

Local

Government/Barangay

Office

Employer

Authorized Representative

Member

Regulatory

1. Get/download None
Retirement Claim
Application  (RCA)
and other supporting
form/s.

Within 1 day

Junior/Senio
r  Member
Service
Representat
ive

(MSR)/
Senior
Clerk,
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requirements

requirements.

4.2 Checks the following:
- identity of the filer
- proper
accomplishment
of SSS forms

- completeness of
submitted
documentary
requirements

- alterations or
erasures on the
submitted
documentary
requirements

- name and
signature of

DDR
Section,
Member
Service
Section
(MSS)
SSS
WEBSITE
(Www.Sss.go
v.ph)

. Read instructions None None Claimant/
and accomplish RCA Representat
and other supporting ive
form/s

. Get a queue number 3.1 Issues a queue | None None Claimant/Se
and wait for the number nior Clerk,
number to be called. SSS
Note: If the Branch is Information
using an automated Booth/
gueuing system, the Automated
gueue number and Queuing
the assigned counter System  (if
will be flashed via the available)
display monitor.

. Submit the duly 4.1 Receives RCA | None None Jr./Sr. MSR,
accomplished RCA, together with other MSS, SSS
other supporting supporting forms and Branch
formsand submitted
documentary documentary
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claimant in RCA

form against
submitted IDs or
documentary
requirements
name and
signature of
claimant &
claimant’s

representative in
Letter of Authority
(LOA) or Special
Power of Attorney
(SPA) against
submitted IDs
and/or
documentary
requirements, if
filed by claimant’s
representative
Member’s
information  (SS
number, name,
date of birth/
coverage,
membership/
coverage status)
Posted
contributions
(posted/underpay
ment/abrupt
increase/valid/
invalid)
Employment
history

Pensions (in-
process, settled
claim)

Loans (salary/
emergency/
educational,
stock investment,
vocational/
technical loan
balance/s)
Sickness
(overlapping with
retirement)
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- Eligibility to
retirement benefit

- Pending SSC
case

4.3 Conducts Q & A.

4.4 Encodes applicable
data  thru DDR
Processing Module
in the IDDR Benefit
System.

4.5 Issues
acknowledgment
letter to claimant and
return original copies

of submitted
documentary
requirements
5. Get None None Member
Acknowledgment
Stub and original
copies of submitted
documentary
requirements.
5.1 Conducts the | None Within 3 days | Senior
following, as Clerk/MSR/
necessary: JMS,SSS
- fact of birth/ Branch
guardianship

- fact of
employment

- fact of
incapacitation/
guardianship  of
member
dependent

5.2 Requests
membership record,
if applicable.

5.3 Forwards  batched
RCAs, supporting
documents and
Transmittal List (TL)
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to Processing Center
for processing.

5.4

5.5

Evaluates retirement
claim application and

the

submitted

supporting
documents.

Checks the following:

completeness of
the submitted
RCA, other
supporting forms
and documentary
requirements

informationin the
submitted RCA
and other SSS
forms against the
documentary

requirements and
online database
inquiry/retrieved

documents
member’s
information
(name, date of
birth/coverage,
SS number
status, coverage
status)

loan  balance/s,
settled claim/s
and/or
contributions
under member’s
cancelled SS
number

details of
dependent’s
pension claim if
with minor
dependent

child/children
contributions
(posted/
underpayment/

None

Within 5 days

Processor/S
SO Ill, DDR
Section,
Processing
Center
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abrupt
increase/valid/
invalid)
in-process/
previously settled
claim

pending SSC
Case
entitlement to
retirement benefit
(if pension or

lump sum
payment)

awaits result of
fact of

birth/marriage/
death

Performs the
following, as
necessary:

- returns claim

folder to branch
for submission of
lacking
documents
posting of loans
payment/
contributions
updating of
membership
status
consolidation/
cancellation of

multiple SS
number
correction of date
of coverage/
member’s
name/date of
birth/credited

years of service
manual
verification of
contributions
request
statement of loan
balances

Within 3 days
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- transfer claims
from cancelled to

retained SS
number
- compute
employer liability
- request for

personal record

5.7 Encodes applicable
data in the Initial
Death, Disability and
Retirement  (IDDR)

System.

5.8 Views encoded | None Within 2 days | SSO v,
retirement benefit CEO I, DDR
claim. Section,

Processing

5.9 Reviews online thru Center & PC
the Online Review Head
Facility and validates
the encoded data.

5.10 Approves processed
claim for payment.

5.11 Issues Letter of Within 1 day

Instruction (LOI). Treasury
Division
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LIST OF OTHER/ADDITIONAL DOCUMENTARY REQUIREMENTS

1. If with more than five (5) legitimate, legitimated, legally adopted and illegitimate
children

a. Birth certificate of dependent child/ren duly registered with the LCR or issued by the PSA,
if dependent children are not reported in member’s Personal Record
(E1/E4/RS1/OW1/NW1) or with discrepancy in information

If dependent child is born abroad

— Birth Certificate issued by foreign government or Report of Birth issued by Philippine
Embassy or Consulate General shall be submitted, if applicable.

b. Marriage certificate of member duly registered with the LCR or issued by the PSA, if legal
spouse is not reported in member’s Personal Record (E1/E4/RS1/OW1/NW1) or with
discrepancy in information

If married abroad
— Marriage Certificate issued by foreign government or Report of Marriage issued by the
Philippine Embassy or Consulate General
Note:

— Documents issued in a foreign country should have English translation. Authentication by
the Philippine Embassy or Consulate General is not required if said documents are duly
received and signed by the SSS Foreign Representative, Foreign Office.

— For retirement claims filed abroad, photocopy of supporting document/s with English
translation may be presented and submitted in the absence of the original/certified true
copy, to be duly received and signed by the SSS Foreign Representative.

2. Additional documents If member is incapacitated and under guardianship
a. Photo and Signature Card of guardian, if guardian has not been issued UMID card

b. Medical certificate issued by his/her attending physician (with license number and address
of clinic), within three (3) months from date of filing of claim for guardianship
confirmed/certified by the Medical Specialist of SSS Physical Examination Centers (PECS)

c. In-trust for savings account
d. Affidavit for Guardianship of Incompetent Pensioner, if guardian is the legal spouse

e. Application for Representative Payee and Guarantor’'s Bond Form, if guardian is other than
the legal spouse
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In the absence of Marriage Certificate

a. Certification of non-availability from LCR/PSA or issued by foreign government indicating
that marriage records of the office/agency concerned is intact but there is no record of
marriage for the requesting party; and

b. Marriage certificate issued by Parish/Church/ Ministry/Congregation/Sect/other religious
organizations/LGU/other person authorized to administer the marriage

If marriage certificate from Parish/Church/Ministry/ Congreqgation/ Sect/other religious
organizations is not available

— Certification of non-availability from the Parish/ Church/Ministry/Congregation/ Sect/other
religious organizations; or

— Affidavit/Certificate of solemnizing officer stating the following together with Authority to
Administer marriage, if applicable:
e Date of marriage
e Place of marriage
e Reason for non-registration; and
e Authority to administer marriage, if applicable.
— Joint affidavit of two (2) persons who witnessed the marriage together with —
e Birth certificates of at least two children wherein under both documents the names of
parents and the date & place of marriage are indicated (if applicable)

Additional document if member is married abroad and has previous marriage in the
Philippines, whichever is applicable

a. Certificate of Finality of Annulment/Nullity or annotated Marriage Contract/Certificate; or

b. Certificate of Naturalization prior to marriage abroad and Decree of Divorce after acquiring
foreign citizenship, or its equivalent

In the absence of Birth Certificate
a. Certification of non-availability from LCR/PSA or issued by foreign government; and

b. Baptismal/Dedication certificate or it's equivalent issued by the
Parish/Church/Ministry/Congregation/ Sect/other religious organizations (with date of birth
of the child and name of parents)

If baptismal/dedication certificate or its equivalent is not available

— Certification of non-availability from the
parish/church/ministry/congregation/sect/otherreligious organizations; and

— Any of the following documents where the name of dependent, date of birth and the name
of theparents are indicated:
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e School cards/record of dependent

e Educational/insurance plans/health card record

e Employment records of member

¢ Philhealth/GSIS/Pag-IBIG records

e Income Tax Return of member

e Member’'s Personal record duly received by SSS prior to May 1997

Note:

— Baptismal/Dedication certificate or its equivalent certificate must bear the original signature
of the Parish Priest/Head of the Church/Ministry/Congregation/Sect/other religious
organizations or his authorized signatory.

— Dedication certificate  or its  equivalent certificate issued by the
Ministry/Congregation/Sect/other religious organizations in lieu of baptismal certificate
must bear the date of birth of the child and the name of parents

6. Additional document for legally adopted child/ren and birth certificate is without
annotation

Decree of Adoption or Certificate of Finality
Note: Date of adoption should be prior to date of retirement.

7. Additional document for illegitimate child/children

Any proof of filiation, such as, but not limited to:
— Birth certificate duly signed by the father as informant
— Birth certificate with Affidavit of acknowledgement duly signed by the father
- Wil
— Statement made before any judicial or quasi-judicial proceedings
— Any authentic writing signed by the father (e.g. letter, diary, or other documents such as
school records and other public records)

8. Additional document if dependent child is incapacitated

Medical certificate issued by the attending physician (with license number and address of
clinic), within 3 months from date of filing of claim for dependent’s pension confirmed/certified
by the Medical Specialist of PECs

9. Additional documents if dependent child is under guardianship
a. In-trust-For account

b. Member’s/Claimant’s Photo and Signature card (for the guardian), in case the guardian has
not been issued a UMID card
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. Claim for Dependent’s Pension Benefit form, if guardian is the parent and legal spouse
separated from the member

. Application for Representative Payee and Guarantor’'s Bond Form, if guardian is other than
the paren
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15. Procedure in Filing of Social Security (SS) and Employees’
Compensation (EC) Death Benefit Claim Application Over-the-Counter
(OTC)

The SS Death Benefit is a cash benefit granted either in monthly pension or lump sum paid to the
beneficiaries of a deceased member.

The EC program aims to assist workers who suffers work-connected sickness or injury resulting in
disability or death. The EC Death Benefit can be granted simultaneously with benefits under the
Social Security program effective June 01, 1984.

SSS Branch Office

Highly Technical

G2C Government to Citizen (Government to transacting
beneficiary/claimant) via OTC

FOR SS DEATH BENEFIT CLAIM:
a. Primary beneficiaries:

— The dependent spouse who has not re-married, cohabited or
entered in a “live-in” relationship before or after the death of the
member; and

— The dependent legitimate, legitimated or legally adopted and
illegitimate children who is unmarried, not gainfully employed and
has not reached twenty-one (21) years of age or if over 21 years of
age, he/she is congenitally or while still a minor has been
permanently incapacitated and incapable of self-support, physically
or mentally.

b. Secondary beneficiaries: Dependent parent/s who are receiving regular
support from the deceased member

c. Any other person designated by the deceased member

d. Legal heir/s.

FOR EC DEATH BENEFIT CLAIM:
a. Primary Beneficiaries:
— The legitimate spouse living with the employee at the time of the
employee’s death until he/she remarries; and
— Legitimate, legitimated, legally adopted or acknowledged natural
child/ren, who are unmarried, not gainfully employed, not over 21
years of age, or over 21 years of age provided he is incapacitated
and incapable of self-support due to physical or mental defect which
is congenital or acquired during minority.
b. Secondary Beneficiaries:
— The Legitimate parents wholly dependent upon the employee for
regular support; and
— The legitimate descendants and illegitimate child/ren who are
unmarried, not gainfully employed, not over 21 years of age, or over
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A. PRE-REQUISITE FOR SSS MEMBER-
CLAIMANTS FOR OTC FILING

1. Must be registered in the SSS Website.
2.

Must have an approved disbursement account
with SSS through the Disbursement Account
Enroliment Module (DAEM) in the SSS Website.

Note:

- For non-SSS member claimants, submission
of proof of disbursement account shall be
required (refer to item B.4 below).

- For claimants who are confined in an
applicable institution, the above-cited pre-
requisites shall no longer be required.

B. BASIC DOCUMENTARY REQUIREMENTS

Note: Present original and submit photocopy of valid
identification (ID) cards/documents for
authentication purposes and present
original/certified true copy and submit photocopy of
supporting documents

Death Claim Application (DCA) Form/DCA under
Portability Law, if applicable (1 copy, original)

Member’s/Claimant’s Photo and Signature Card,
if claimant/guardian has not been issued a UMID
card (1 copy, original)

Death Certificate of deceased member duly
registered with the Local Civil Registry (LCR) or
issued by the Philippine Statistics Authority
(PSA), if without settled funeral benefit (1 copy,
photocopy)

If member died abroad

- Death Certificate of deceased member issued
by the Vital Statistics Office/County of Host
Country or its equivalent or Report of Death
issued by the Philippine Embassy or
Consulate General shall be submitted.

21 years of age provided that they are incapacitated and incapable
of self-support due to physical or mental defect which is congenital
or acquires during minority.

SSS WEBSITE at www.sss.gov.ph

SSS BRANCH/SSS WEBSITE
WWW.SSS.QoV.ph

LCR/PSA

at
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4. Proof of disbursement account in any of the
following:

e Bank account through any PESONet
participating banks
- Passbook
- ATM cards with name of claimant and
account number
- Validated deposit slip
- Bank Certificate/Statement issued
within three (3) months prior to filing of
claim
e Electronic wallet such as Maya or GCash
e Pick-up arrangement with Remittance
Transfer Companies (RTCs)/Cash Payout
Outlets (CPOs)

Note: Benefit proceeds shall be credited to SSS
member-claimant’s UMID card enrolled as
ATM. If without UMID card enrolled as
ATM, benefit shall be credited to the
preferred disbursement account enrolled
by the claimant through his/her My.SSS
account.

5. Claimant’s Identification Cards/Documents
(Present the original and submit 1 photocopy)

The primary ID card shall be the UMID Card
(SSS/GSIS) and other government-issued 1D
cards/documents with photo, signature and
underwent biometric data capture process such
as but not limited to the following:

— Social Security (SS) Card SS_S_’ ) o )
~ Philippine Identification Card (PhillD) Philippine Statistics Authority

— Alien Certificate of Registration Burzau of Immigration ”
_  Driver's License Land Transportation Office

_ Firearm Registration Philippine National Police (PNP)

— License to Own and Possess Firearms
— National Bureau of Investigation
Clearance
— Passport _ _ Department of Foreign Affairs/ Foreign
— Permit to Carry Firearms Outside of | 5overnment
Residence

- New Postal ID Philippine Postal Corporation

National Bureau of Investigation
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— Seafarer's ldentification & Record Book
(Seaman’s Book)
— Voter's ID Card

Note: In the absence of a primary ID
card/document the member shall
present/submit any two (2) ID
cards/documents both with signature
and at least one (1) with photo.

6. Additional documentary requirements

If filed by Primary Beneficiary/ies, if not reported
in the deceased member’s Personal Record
(E1/E4/RS1/ OWI1/NW1) and/or there is
discrepancy in information (1 copy, photocopy)

a. Marriage Certificate of deceased member
duly registered with the LCR or issued by the
PSA,

If married abroad

- Marriage Certificate issued by foreign
government or Report of Marriage issued
by the Philippine Embassy or Consulate
General

b. Birth Certificate of dependent child/ren duly
registered with the LCR or issued by the
PSA,

If dependent child is born abroad

- Birth Certificate issued by foreign
government or Report of Birth issued by
the Philippine Embassy or Consulate
General

If filed by Secondary Beneficiary/ies

a. Birth Certificate of deceased member duly
registered with LCR or issued by the PSA, if
parents is/are not reported in the deceased
member’s Personal Record
(E1/E4/RS1/OW1/NW1) and/or there is
discrepancy in information (1 copy,
photocopy)

Maritime Industry Authority
Commission on Election

LCR/PSA

LCR/PSA

LCR/PSA
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b. Death Certificate duly registered with LCR or
issued by the PSA, whichever is applicable: (1 | LCR/PSA
copy, photocopy)

1) Spouse, if deceased member is a
widow/widower at the time of death
2) Dependent child/ren
3) Parent, if one of the parents is already
deceased
Note: If the deceased member died at the
age of sixty-five (65) years or above,
death certificate of parents are no
longer necessary.

c. Marriage Certificate of parents duly registered | LCR/PSA
with LCR or issued by the PSA, if date of
death of member is prior to 24 May 1997 (1
copy, photocopy)

d. Affidavit attesting to the parent’s dependency
for support from the deceased member
(Prescribed Form) (1 copy, photocopy)

Note: If the deceased member died at the age
of sixty-five (65) years or above, death
certificate of parents is no longer
necessary.

If filed by Designated Beneficiary/ies

a. Death Certificate duly registered with LCR or
issued by the PSA of the following,
whichever is applicable: (1 copy, photocopy)
1) Spouse, if deceased member is a

widow/widower at the time of death

2) Dependent child/ren
3) Parents

LCR/PSA

Note: If the deceased member died at the age of
sixty-five (65) years or above, death
certificates of parents are no longer
necessary.

4) Other designated beneficiarylies,

b. Birth Certificate of the deceased member. (1 | | cr/PSA

copy, photocopy)

c. Joint Affidavit (CLD-1.3) preferably by the

relatives of the deceased member (1 copy,
original)

If filed by Leqgal Heirs of the Deceased Member
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a. Death Certificate duly registered with LCR or | LCR/PSA
issued by the PSA of the following, whichever
is applicable: (1 copy, photocopy)

1) Spouse, if deceased member is a
widow/widower at the time of death

2) Dependent child/ren

3) Parents

Note: If the deceased member died at the age
of sixty-five (65) years or above, death
certificates of parents are no longer
necessary.

4) Legal heirs (if applicable)

Note: If deceased member is not yet 65 years
old at the time of death but his/her
parents are at least 65 years old, death
certificate of grandparents are no
longer necessary

b. Birth Certificate of the deceased member. (1 | LCR/PSA
copy, photocopy)

c. Joint Affidavit (CLD-1.3) preferably by the
relatives of the deceased member (1 copy,
original)

d. Birth certificate of at least two (2) legal heirs, | LCR/PSA
if applicable (1 copy, photocopy)

Note:

- Documents issued in a foreign country
should have English translation.
Authentication by the Philippine Embassy or
Consulate General is not required if said
documents are duly received and signed by
the SSS Foreign Representative, Foreign
Office.

- For claims filed abroad, photocopy of
supporting document/s may be presented
and submitted in the absence of the
original/certified true copy, to be duly
received and signed by the SSS Foreign
Representative, Foreign Office.

C. OTHER SUPPORTING DOCUMENTS

1. For EC Death Benefit Claim:
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— Report of Death (BPN-105)
— Any of the following documents as proof that | SSS ~ BRANCH/SSS  WEBSITE  at
cause of death is work connected: WWW.SSS.goVv.ph
e Pre-employment medical records, if
cause of death is due to illness
e Statement of duties and responsibilities
duly signed by the employer
e Mission/Job or Travel order duly signed
by the employer, if applicable
e Photocopy of page in company
logbook/record of accident signed by the
employer/printout of electronic file
e Police investigation report or employer’'s
report of injury, death or casualty spot
report, if applicable
— Joint affidavit of two (2) co-workers of
deceased member who have personal
knowledge of the accident or injury and
attesting that said accident or injury which
caused the death of the member was work-
related, if company was already closed
— Joint affidavit of two (2) persons preferably
relatives of the deceased member that the
deceased member and the common-law
spouse have no legal impediment to marry, if
with dependent illegitimate children

2. Iffiled by authorized representative

— Any one (1) of his/her original primary 1D
card/document or any two (2) ID
cards/documents, both with signature and at
least one (1) with photo; and

— Original Letter of Authority (LOA)/Special

Authorized Representative

Power of Attorney (SPA)
Member
Note: For other/additional documentary
requirements, please refer to the list
below.

1. Get/download None 1 day Claimant and
Death Claim Senior Clerk,
Application (DCA) SSS
and other Information

supporting form/s.
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Booth/SSS
Website
(WWW.SSS.QOV.

ph)

2. Read instructions None None Claimant/
and fillout the Representative
application form
and other required
SSS form/s.

3. Get a queue | 3.1 Issues a queue number. |None None Claimant/Seni
number and wait for or Clerk/Jr./Sr.
the number to be Member
called. Service
Note: Representative
- If the Branch is , MSS /

using an Automated
automated Queuing
gueuing system, System
the gueue (if available)
number and the

assigned counter

will be flashed via

the display

monitor.

4. Submit the duly | 4.1 Receives and screens | None None Jr./Sr.  MSR,
accomplished DCA DCA and  submitted MSS, SSS
together with the documentary Branch
documentary requirements.
requirements.

4.2 Checks the following:
- ldentity of filer SSO IlI/CEO 1I,
- Proper MSS
accomplishment of
DCA and other SSS
forms
- Completeness of
submitted
documentary
requirements
- Alterations and

erasures in submitted
documents, if any

- Eligibility to  death
benefit
- Consistency of

information in the DCA
form against submitted
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about:blank
about:blank

documentary
requirements or online
inquiry
database/retrieved
documents;

- Status of SS Number
(retained/inactive/
cancelled/other
active/multiple SS
Number)

- Loan balance (short-
term or long-term), if
any

- Contributions
(posted/underpayment
/abrupt
increase/valid/invalid)

- In-process/ previously
settled claim, if any

- Details of
beneficiaryl/ies

- Pending SSC Case, if
any

- If cause of death is
work-connected

- If for fact of
death/birth/guardianshi
p of minor/s

4.3 Conducts Q & A

4.4 Encodes applicable data
through the DDR
Processing Module in the
IDDR Benefit System

4.5 Administer the oath of filer
and affixes signature in
the Affidavit/ Sinumpaang
Salaysay, if applicable.

4.6 Issues acknowledgment
letter to claimant and
return original copies of
submitted documentary
requirements.

5. Get
Acknowledgment

None

None

Claimant
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Stub and original
copies of submitted
documentary
requirements.

. Requests

. Conducts the following, as

necessary:

— fact of
guardianship

— fact of employment

— fact of incapacitation/
guardianship of
member dependent

birth/

membership
record, if applicable.

. Forwards batched DCAs,

supporting documents and
Transmittal List (TL) to
Processing Center for
processing.

None

Within 3 days

Jr./Sr.
MSS,
Branch

MSR,
SSS

. Evaluates death benefit

claim application and the
submitted supporting
documents.

10. Checks the following:

— completeness of the
submitted DCA, other
supporting forms and
documentary
requirements

— information in  the
submitted DCA and

other SSS forms
against the
documentary
requirements and
online database
inquiry/retrieved
documents

— member’s information

(name, date of birth/
coverage, SS number
status, coverage
status)

None

Within 12
days

Processor/SS
O Il DDR
Section,
Processing
Center (PC)
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11.

loan balance/s, settled
claim/s and/or
contributions under
member's  cancelled
SS number

details of dependent’s
pension claim if with
minor dependent
child/children
contributions
(posted/underpayment
/abrupt
increase/valid/invalid)
in-process/ previously
settled claim

pending SSC Case
entittement to death
benefit (if pension or
lump sum payment)
awaits result of fact of
birth/marriage/ death

Performs the following, as
necessary:

returns claim folder to
branch for submission
of lacking documents
posting of loans
payment/ contributions
updating of
membership status
consolidation/
cancellation of multiple
SS number

correction of date of
coverage/ member’'s
name/ date of birth/
credited years  of
service

manual verification of
contributions

request statement of
loan balances

transfer claims from
cancelled to retained
SS number

Processor/
SSO Ill, DDR
Section,
Processing
Center
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— compute employer
liability

— If cause of death is
work-connected

— If for referral to other
concerned SSS unit/s

12.Encodes applicable data in
the Initial Death, Disability
and Retirement (IDDR)

System
13.Views encoded death |None Within 3 days | SSO IV/CEO I,
benefit claim. DDR Section,
Processing
14.Reviews online thru the Center and PC
Online Review Facility and Head
validates the encoded
data.
15. Approves processed claim
for payment.
16.1ssues Letter of Instruction Within 1 day | Treasury
(LOI). Division
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LIST OF OTHER/ADDITIONAL DOCUMENTARY REQUIREMENTS

1. In the absence of the Death Certificate
a. Certification of non-availability issued by the PSA/LCR or issued by foreign government
indicating that death records of the office/agency concerned is intact but there is no record of
death for the deceased member; and
b. Any one (1) of the following:
- Certification of death issued by the parish/church
- Certification of burial issued by the cemetery administrator
- Certification of cremation

2.In the absence of Marriage Certificate
a. Certification of non-availability from PSA/LCR or issued by foreign government indicating
that marriage records of the office/agency concerned is intact but there is no record of
marriage for the requesting party; and
b. Certificate of marriage issued by the parish/church/ministry/congregation/sect/other
religious organizations/LGU/other person authorized to administer marriage or Alien
Certificate of Registration showing name of spouse

In the absence of the certificate of marriage:
b.1 Certification of non-availability from the parish/church/ministry/congregation/sect/other
religious organizations; and
b.2 Any of the following:
b.2.1 Affidavit/Certificate of solemnizing officer stating the following together with authority
to administer marriage, if applicable
- date of marriage
- place of marriage
- reason for non-registration
b.2.2 Joint Affidavit of two (2) disinterested person who witnessed the marriage; and
b.2.2.1 If with children,birth certificate of at least two (2) children wherein under
both documents the names of parents and the date and place of marriage
are indicated

3.In the absence of Birth Certificate
a. Certification of non-availability from PSA/LCR or issued by foreign government indicating
that birth records of the office/agency concerned is intact but there is no record of birth for
the requesting party; and
b. Baptismal/Dedication certificate or its equivalent issued by the parish/church/ministry/
congregation/sect/other religious organizations (with date of birth of child and name of
parents)

In the absence of the baptismal/dedication certificate or its equivalent:
b.1 Certification of non-availability from the parish/church/ministry/congregation/sect/
other religious organizations; and
b.2 Any of the following documents where the name of dependent, date of birth and
the name of the parents are indicated:
- School cards/record of dependent
- Educational/insurance plans/health card record

115




\

Employment records of member
Philhealth/GSIS/Pag-IBIG records

Income Tax Return of member

Member’s record duly received by SSS prior to May 1997

Note:

a) Baptismal/dedication certificate or its equivalent certificate must bear the original
signature of the parish priestthead of church/ministry/congregation/sect/other
religious organizations or his authorized signatory.

b) Dedication Certificate or its equivalent -certificate issued by the ministry/
congregation/sect/other religious organizations in lieu of baptismal certificate must
bear the date of birth and the name of the parents.

4.1f deceased member is married abroad and has previous marriage in_the Philippines,
whichever is applicable
a. Certificate of finality of the judgment of annulment/nullity of marriage or annotated marriage
certificate
b. Certificate of naturalization prior to marriage abroad and decree of divorce after acquiring
foreign citizenship, or its equivalent

5.4 spouse has been separated in fact/legally separated from the deceased member (notliving
as husband and wife)

a. Joint affidavit of two (2) persons preferably nearest relatives of the deceased member who
have personal knowledge of the separation stating the reason thereof and the fact of
spouse’s dependency for support upon the deceased member and that the surviving
spouse must not be the one who gave ground for the separation; or

b. Affidavit of surviving spouse with undertaking stating that he/she has no known relative of
the member or that surviving spouse is not in good terms with the deceased member’s
relative; or

c. Court declaration that the member-spouse should continue to support the surviving spouse
and that the surviving spouse must not be the one who gave ground for the separation

6.1f dependent child/ren is/are legally adopted and birth certificate is without annotation
Decree of Adoption and Certificate of Finality of Judgment

Note: Date of adoption should be prior to date of death.

7.1f dependent child is incapacitated
Medical certificate issued by the attending physician (with license number, contact number and
address of clinic/attending physician) within three (3) months from the date of filing of claim
confirmed/certified by the Medical Specialist of SSS Physical Examination Centers (PECS).

8.1f dependent child is under guardianship
a. In-Trust for savings account
b. Member’s/Claimant’s Photo and Signature Card of guardian, if guardian has not been
issued a UMID card
c. Application for Representative Payee and Guarantor’s Bond Form, if guardian is other than
the surviving legal spouse of the deceased member
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9.1f dependent child is illegitimate and is not acknowledged by the deceased member in the
birth certificate (in case dependent child is not reported in member’s Personal Record)
Any proof of filiation, such as, but not limited to:
a. Will
b. Statement made before any judicial or quasi-judicial proceedings
c. Any authentic writing signed by the father (e.g. letter, diary, or other document such as
school records, employment records and other public records)
d. Joint affidavit of two (2) persons preferably nearest relatives of the deceased member as
proof of acknowledgment/admission of paternity
e. Duly-received membership data record by other government agencies like Philhealth, Pag-
IBIG, GSIS, etc

10.If claimant is other than primary beneficiary, and the surviving spouse has abandoned the
deceased member or cohabited/remarry or entered into a “live-in”’ relationship before or
after the death of the deceased member

Joint affidavit of two (2) persons preferably nearest relatives who have knowledge of the
case stating the reason thereof and the fact of the spouse’ dependency for support upon the
deceased member

11.1f claimant is filing pursuant to an existing Bilateral Social Security Agreement (SSA)
a. Liaison forms as provided for under the Administrative Agreement of the Bilateral SSA with
the following information:
- claim application details; and
- insurance periods under the SS Law of other country
b. Photocopies of two (2) valid IDs of claimant certified by counterpart liaison agencies as
provided for under the Bilateral SSA, in lieu of the claimant’s photo and signature

12.1f claimant is applying under the Portability Law
Certificate of total contributions issued by the GSIS including the period of contributions

13.If confined in an applicable institution such as penitentiary, correctional institution or
rehabilitation center

a. Certification confirming member’s confinement in an applicable institution
b. Letter request for Exemption from Member’s Remittance Thru Banks Program
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16. Procedure in Filing of SS and EC Funeral Benefit Claim Application Over
the Counter (OTC)

Funeral Benefit is a cash benefit granted to help defray the cost of funeral expenses upon the
death of a member, including permanently totally disabled member or retiree.

The EC program aims to assist workers who suffers work-connected sickness or injury resulting
in disability or death. The EC Funeral can be granted simultaneously with benefits under the
Social Security program effective June 01, 1984.

SSS Branch Office

Complex

G2C — Government to Citizen

For death of a member, permanent total disability pensioner or
retiree pensioner, claimants who paid for the funeral expense in
accordance with the following order of priority:
1. Surviving legal spouse; or
2. Child/ren, parent/s or any other natural person who can present
proof of payment, provided that:
a. the surviving legal spouse did not pay for the funeral expenses
or cannot be located; or
b. the legal spouse is deceased; or
c. the deceased member is single.

For death of a member due to a work-connected death, based on

the order of priority (ECC Board Resolution No. 20-07-13, Series of

2020):

a. Legitimate Surviving Spouse;

b. Inthe absence of the legitimate surviving spouse — to the legitimate
dependent children beneficiaries;

c. Inthe absence of qualified primary beneficiaries — to the illegitimate
dependent children beneficiaries;

d. Inthe absence of dependent illegitimate children — to the surviving
dependent parent of the covered member. If both dependent
parents are still alive, the funeral benefits shall be divided equally.

BASIC DOCUMENTARY REQUIREMENTS

Note: Present original and submit photocopy of valid
identification (ID) cards/documents for authentication
purposes and present original/certified true copy and
submit photocopy of supporting documents.
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. Claimant’s

1. Funeral Claim Application (FCA) form (1 copy,

original)

Identification Cards/Documents
(Present original and submit 1 photocopy)

a. Primary ID Cards

The primary ID card shall be the UMID Card
(SSS/GSIS) and other government-issued ID
cards/documents with photo, signature and
underwent biometric data capture process
such as but not limited to the following:

— Social Security (SS) Card

— Driver’s License

— Passport

— Voter's ID

— New Postal ID

— NBI Clearance

- PRCID

b. Secondary ID Cards/Documents

In the absence of a primary ID card/document,
filer shall present/submit any two (2) ID
cards/documents, both with signature and at
least one (1) with photo.

. Proof to establish SSS Membership of deceased

member, present any one (1) of the following:

— Social Security Card/Unified Multi-purpose ID
(UMID) card of deceased member

— Duly received SSS Records of deceased
member (e.g. E-1/RS-1/NW-1/ OW-1/E-4)

— Employment Records with member’'s SS no.
(e.g. company ID, payslip)

— Letter/Certification document with indicated
correct SS Number previously issued by SSS
prior to the death of member.

. Death certificate of deceased member duly
registered with the Local Civil Registry (LCR)/
issued by the Philippines Statistics Authority
(PSA), or Certification of Death issued and signed
by the authorized signatory of the Office of the
Civil Registry and bearing the official seal.

SSS Branch/SSS Website at
WWW.SSS.gov.ph

SSS
Land Transportation Office (LTO)
Department of Foreign (DFA)
Affairs/Foreign Government
Commission on Elections (COMELEC)
Philippine Postal Corporation
(PHLPOST)
National Bureau of Investigation (NBI)
Philippine Regulation Commission
(PRC)

Member
Member
Employer
SSS
Local Civil Registry Office

(LCR)/Philippine Statistic Authority
(PSA)
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. Official Receipt (OR) with BIR registration bearing
the name of the claimant and the deceased
member (submit 1 original).

If filed by the surviving legal spouse

The following documents may be submitted in lieu

of OR:

a. Marriage Certificate issued by any of the
following authorities:

b. Duly notarized affidavit stating

Local Civil Registrar (LCR) or Municipal
Civil Registrar (MCR);

Philippine Statistics Authority (PSA);
Foreign vital statistics office (with English
translation) if married abroad.

National Commission on Indigenous
Peoples (NCIP) if deceased member or
pensioner is an Indigenous People (IP); or
Shari'a Circuit Clerk of Court if deceased
member or pensioner is Muslim; and

that the

surviving legal spouse paid for the funeral
expenses.

If filed by claimant other than the surviving

legal spouse (Child/ren, parent/s or any other

natural person):

The following documents may be submitted in
lieu of OR:
a. Certification of availment of memorial/

funeral insurance plan or any other
acceptable funeral expense paid by the
member or pensioner prior to his/her death,
may be submitted in lieu of OR (For
child/ren, parent/s or legal heir/s of the
deceased member or pensioner only).

Any of the following additional documents

shall be submitted together with the OR,

whichever is applicable:

- Duly notarized waiver in favor of the
claimant duly signed by the surviving
legal spouse; or

- Duly notarized affidavit as attested by
two (2) disinterested persons, stating
that the surviving legal spouse did not
pay for the funeral expenses or cannot

Funeral Parlor/Memorial
Service/Cemetery/Crematorium

LCR/PSA

Foreign vital statistics office

NCIP

Shari‘a Court

Claimant

Funeral Parlor/Memorial
Service/Cemetery/Crematorium

Claimant

Claimant
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be located,; or

— Death Certificate of the legal spouse
duly registered with LCR or issued by LCR/PSA
the PSA, including Marriage Certificate
with the deceased member or
pensioner duly registered with the LCR
or issued by the PSA, if the legal spouse
is already deceased; or

— Certificate of No Marriage Record
(CENOMAR) of the deceased member LCR/PSA
or pensioner, if civil status of the
deceased member or pensioner is
single.

6. Proof of disbursement account:

e For bank account thru any PESONet
participating banks: Claimant

— Passbook;

— ATM card with name of claimant and
account number;

— Validated initial deposit slip;

— Bank Certificate/Statement issued within
three (3) months prior to filing of claim with
the following information:

o complete name of claimant
o account number.
e For Electronic wallet such as Maya or GCash,
claimant’s mobile number
e For Pick-up arrangement with Remittance
Transfer Companies (RTCs)/Cash Payout
Outlets (CPOs), claimant’s mobile number

Note: Benefit proceeds shall be credited to SSS
member-claimant’s UMID card enrolled as
ATM. If without UMID card enrolled as
ATM, benefit shall be credited to the
preferred disbursement account enrolled by
the claimant through his/her My.SSS
account.

7. Additional Supporting Documents for EC Funeral
Benefit Claim - if cause of death is work-connected
(Submit the documents below duly signed by the
employer or its authorized representative):

a. If due to accident

Employer
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— Accident Report/Report of Death (SS Form
BPN-105)

— Statement of duties and responsibilities

— Updated service record

— Police investigation report or employer’s
report of injury, death, or casualty spot
report, when applicable

— Mission/Job or Travel Order, when
applicable

— Photocopy of page in the company
logbook/record of accident signed by the
employer.

If due to sickness

— Accident Report/Report of Death (SS Form
BPN-105)

— Statement of duties and responsibilities

— Photocopy of page in the company
logbook/record of accident signed by the
employer.

— Pre-employment medical record

. Other additional requirements if filed by claimant’s
authorized representative:

Present the original of any one (1) of the
claimant’s primary ID card/document or any
two (2) ID cards/documents, both with
signature and at least one (1) with photo;
Present the original of any one (1) of the
authorized representative’s primary ID
card/document or any two (2) ID
cards/documents, both with signature and at
least one (1) with photo; and

Submit the original Letter of Authority
(LOA)/Special Power of Attorney (SPA)

Note: LOA/SPA should be valid within six (6)

months if issued in the Philippines or one
(1) year if issued abroad.

Please refer to the list below for the other/additional
documentary requirements.

1. Get/download
Funeral Claim

None

Employer

Claimant

1 day

Claimant and
Senior Clerk,
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the documentary
requirements.

4.2.

4.3.

4.4.

requirements.

Establishes identity of
filer.

Establishes SSS
membership of
deceased member by
checking the proof of
membership
submitted.

Checks the following:
proper
accomplishment of
SSS forms
alterations/erasures
in submitted
documents.
completeness of
submitted
documentary
requirements.
consistency of
information in SSS
forms and

Application (FCA) SSS
and other Information
supporting form/s. Booth/ SSS
Website
(www.sss.gov.ph
)

. Read instructions None None Claimant
and fill out the
application form.

. Get a queue | 3.1. Issues a gueue | None None Senior
number and walit for number. Clerk/Jr./Sr.
the number to be Member
called. Service

Representativ
e, MSS/
Automated
Queuing
System
(if available)

. Submit the duly 4.1. Receives FCA and None Jr./Sr. MSR,
accomplished FCA submitted None MSS, SSS
form together with documentary Branch
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4.5.

4.6.

documentary
requirements
presented
supporting
documents are the
same as the
submitted
photocopies.
consistency of
deceased member’s
data in the FCA as
against the Online
Inquiry, including
alpha search
employment history
pending SSC case
eligibility of the
deceased member
to the benefit thru
the Eligibility
Inquiry-Funeral
Benefit.

Accomplishes Part i
of the FCA based on
interview conducted
with filer and
verification from the
SSS Online Inquiry.

Issues
acknowledgment stub
to filer and returns
original copies of

submitted
documentary
requirements.
5. Get None None
Acknowledgment
Stub and original
copies of submitted
documentary
requirements.
5.1 Encodes applicable None | Within 3 days | Jr./Sr. MSR,
data in the Data Entry MSS, SSS
Module of the SSS Branch

Funeral System.
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5.2 Requests verification
of fact of death, if
applicable.

- Retrieves the List of
Funeral Benefit
Claims for
verification of fact of
death.

- Inputs relevant
details in the Fact of
Death Request
Module and submits
request.

5.3 Conducts verification
of fact of death, if
applicable.

- Prepares request for
verification of fact of
death.

- Visits at least one of
the following, as
source of
information:

e Funeral parlors;
Hospitals;
NBI/Police
DSWD
NDRRMC
Cemetery
Church
Employer
Barangay
Chairman or
duly elected
barangay
official; or

e Columbary/

Crematory
- Conducts interview/

gathers information

from the selected
source to

verify/confirm the
death of member.

- Prepares report

based on the result
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of the fact of death
conducted.

5.4 Encodes fact of death

5.5

5.6

5.7

result, if applicable.
Inputs the fact of
death result in the
Fact of Death
Verification Report
Module.
Recommends if the
claim is for payment
or not for payment
based on the fact of
death result.

Submits in the SSS
Funeral System the
funeral claim record
for review of Team

Head/Section Head.

Affixes signature over
printed name and
indicates date on the
“‘Received and
Processed By” portion
of the FCA.

Forwards to Team
Head/Section Head
the claim folder/s.

5.8.

5.9.

Reviews online the
encoded data against
FCA and documentary
requirements through
the Prooflist for
Reviewer Module.

Acquires result of fact

of death conducted, if

applicable.
Checks the Fact of
Death Verification
Report through the
Inquiry Module of
the SSS Funeral
System.

None

Within 2 days

Team
Head/Section
Head, MSS,
SSS Branch
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- Evaluates and
reviews result of the
fact of death.

- Confirms
recommendation/res
ult of the fact of
death report.

5.10.Submits the reviewed
funeral claims in the
SSS Funeral System
for approval,
correction, rejection, or
deletion, whichever is
applicable.

5.11.Affixes signature over
printed name and
indicates date and
time on the “Reviewed
by” portion of the FCA.

5.12.Forwards to the
Assistant Branch
Head/Branch Head the
claim folder/s.

5.13.Reviews the claim A;sistarr]]t
folder/s. ranc
olde Head/Branch
5.14. Affixes signature over Head, SSS
) Branch
printed name and
indicates date and
time on the “Approved
By” portion of the FCA.
5.15.Forwards to Senior
Clerk the claim folder/s
for scanning and
archiving.
5.16.Issues Letter of 1 day
Instruction (LOI). Treasury
Division
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LIST OF OTHER/ADDITIONAL DOCUMENTARY REQUIREMENTS

A. Proof of Membership

In the absence of the Proof of Membership, any one of the following documents may be presented
as reference for the verification of the deceased member's SSS membership:

Birth Certificate

Baptismal Certificate

Marriage Contract/Certificate

Philippine Health Insurance Corporation (PHIC) Member's Data Form

Home Development Mutual Fund (Pag-IBIG) Member's Data Form

BIR Form

GSIS Member's record

Life Insurance Policy

School Records

Business Permit/Registration of Business Name or any proof of business operations

Death Certificate

In the absence of the Death Certificate, submit the following:
1. Certification of non-availability issued by LCR and PSA; and
2. Any one (1) of the following:

- Certification of Death issued by the Parish/Church

- Certification of Burial from the Cemetery Administrator

- Certification of cremation

If member died and buried/cremated abroad
e Death certificate issued by the Vital Statistics Office/County of Host Country or its equivalent

If member died abroad and buried/cremated in the Philippines

e Death certificate issued by the Vital Statistics Office/County of Host Country or its
equivalent/PSA

Note: For death certificate not written in English language, official English translation from the
Department of Foreign Affairs/Philippine Embassy is required.

Proof of defrayal of funeral expense

If original Official Receipt (OR) is not available (e.q. lost, original copy submitted to other agency),
submit any of the documents below:
e Certified true copy of OR; or
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o Certification issued by the funeral parlor/memorial service indicating the details of payment in
defrayal of funeral expenses of the deceased member.

In lieu of Official Receipt, submit (original copy):

If Memorial/lnsurance was in the name of the deceased member (deceased member is the plan
holder), submit the document below (for child/ren, parent/s or legal heir/s of the deceased member
or pensioner only):

e Certification of Availment from the memorial/insurance plan company

If Memorial/Insurance was in the name of the claimant (claimant is the plan holder), submit the

document below:

e Certification of Availment from the memorial/insurance plan company indicating the name of
deceased member, claimant and date of death; and

e Proof of payment for memorial/funeral insurance plan indicating the name of claimant.

D. Additional Documentary Requirements:

1. Inthe absence of Marriage Certificate
a. Certification of non-availability from PSA/LCR or issued by foreign government indicating
that marriage records of the office/agency concerned is intact but there is no record of
marriage for the requesting party; and
b. Certificate of marriage issued by the parish/church/ministry/congregation/sect/other
religious organizations/LGU/other person authorized to administer marriage or Alien
Certificate of Registration showing name of spouse.

In the absence of the certificate of marriage:
b.1 Certification of non-availability from the
parish/church/ministry/congregation/sect/other religious organizations; and
b.2 Any of the following:
b.2.1 Affidavit/Certificate of solemnizing officer stating the following together with
authority to administer marriage, if applicable
- date of marriage
- place of marriage
- reason for non-registration
b.2.2 Joint Affidavit of two (2) disinterested person who witnessed the marriage; and
b.2.2.1 If with children, birth certificate of at least two (2) children wherein
under both documents the names of parents and the date and place
of marriage are indicated

2. Inthe absence of Birth Certificate
a. Certification of non-availability from PSA/LCR or issued by foreign government indicating
that birth records of the office/agency concerned is intact but there is no record of birth
for the requesting party; and
b. Baptismal/Dedication certificate or its equivalent issued by the parish/church/ministry/
congregation/sect/other religious organizations (with date of birth of child and name of
parents)
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In the absence of the baptismal/dedication certificate or its equivalent:
b.1 Certification of non-availability from the
parish/church/ministry/congregation/sect/other religious organizations; and
b.2 Any of the following documents where the name of dependent, date of birth and
the name of the parents are indicated:
- School cards/record of dependent
- Educational/insurance plans/health card record
- Employment records of member
- Philhealth/GSIS/Pag-IBIG records
- Income Tax Return of member
- Member’s record duly received by SSS prior to May 1997

Note:

a) Baptismal/dedication certificate or its equivalent certificate must bear the
original signature of the parish priest/head of
church/ministry/congregation/sect/other religious organizations or his
authorized signatory.

b) Dedication Certificate or its equivalent certificate issued by the ministry/
congregation/sect/other religious organizations in lieu of baptismal
certificate must bear the date of birth and the name of the parents.

Additional document if deceased member is married abroad and has previous marriage

in the Philippines, whichever is applicable.

a. Certificate of finality of the judgment of annulment/nullity of marriage or annotated
marriage certificate

b. Certificate of naturalization prior to marriage abroad and decree of divorce after acquiring
foreign citizenship, or its equivalent

Additional documents for legally adopted children and birth certificate is without
annotation.

Decree of Adoption and Certificate of Finality of Judgment

Note: Date of adoption should be prior to date of death.
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17.Procedure in the compliance with the Annual Confirmation of
Pensioners (ACOP) Program Personally by the Pensioner

Annual Confirmation of Pensioners (ACOP) Program is a program which
requires pensioners to annually report to the SSS to ensure the continuous

payment of their benefits.

SSS Branch Office
Simple

G2C

All SSS retirement pensioners residing in the Philippines who
are 80 years old and above, retirement pensioners residing
abroad, total disability pensioners and survivor/death
pensioners including their dependent children and guardians

1. ACOP Form (Pensioner's Reply) SSS branches or SSS website at
WWW.SSS.gov.ph
2. Identification document/s, any of the following: Pensioner

e One (1) primary ID
e Two (2) secondary IDs
¢ In the absence of dependent’s ID, present
birth certificate

3. Supporting document for total disability Hospital, Laboratory and Diagnostic
pensioners: Center
¢ Medical document/s of the pensioner to
support the disability benefit, if necessary

1. Get Annual None 1 minute Pensioner

Confirmation of
Pensioners
Program (ACOP)
- Pensioner's
Reply Form

2. Read the None 2 minutes Pensioner
instructions and
fill out the form

3. Get a queue None 6 minutes Pensioner
number and wait
for the number to
be called
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Note: If the
Branch is using
an automated
gueuing system,
the queue
number and the
assigned counter
will be flashed via

the display
monitor
4. Submit the None 1 minute Pensioner
accomplished
form and present
the
original/certified
true copy with
photocopy/ies of
the documentary
requirements  (if
any)
. Receive None 5 minutes JMSR/SMSR
ACOP -
Pensioner's
Reply Form
and
documenta
ry .
requiremen
ts
. Check form
if properly
accomplish
ed and
checks
completene
SS of
documentar
y .
requiremen
ts
. Interview
and
establish
the identity

132




of
pensioner
and counter
check the
information
provided on
the form

4. Evaluate None 1 minute SSO lII/CEO I,
the
submitted
ACOP -
Pensioner's
Reply Form

5. Return the None 1 minute JMSR/SMSR
documentar
y -
requiremen
ts

6. Encode the None 1 minute JMSR/SMSR
ACOP
compliance
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18. Procedure in the compliance with the Annual Confirmation of
Pensioners (ACOP) Program of a Pensioner through a Representative

Annual Confirmation of Pensioners (ACOP) Program is a program which requires
pensioners to annually report to the SSS to ensure the continuous payment of their
benefits.

SSS Branch Office
Simple
G2C

All SSS retirement pensioners residing in the Philippines who are 80
years old and above, retirement pensioners residing abroad, total
disability pensioners and survivor/death pensioners including their
dependent children and guardians

1. ACOP Form (Pensioner's Reply) SSS branches or SSS website at www.sss.gov.ph

e Must be originally signed by the
pensioner

e For pensioner who cannot sign,

the form must have an affixed
fingerprint

2. ldentification document/s of the | Pensioner/Representative
pensioner and representative, any
of the following:

e One (1) primary ID
e Two (2) secondary IDs
= In the absence of
dependent’'s ID, present
birth certificate

3. Supporting document/s:

o Chest-level photo or snapshot of | Pensioner
the pensioner holding a
newspaper wherein the headline
and date of publication are
prominently displayed or having
a background of  news
crawler/ticker on the TV showing
the news headline and date.

Note: The date of the
newspaper/news crawler or
ticker on the TV must be within
three (3) days upon the
submission of the ACOP
compliance by the
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Note: If the Branch is

representative.

e For total disability pensioners:

» Medical document/s of the
pensioner to support the
disability benefit, if necessary

e |f confined in an institution

> Certification from the

institution where the
pensioner is confined such
as retirement home,
penitentiary, nursing facility,
hospital, correctional
institution, rehabilitation
center, etc.

Pensioner’s
representative
shall get a queue
number and wait
for the number to
be called

using an
automated
gueuing  system,
the queue number
and the assigned
counter will be
flashed via the
display monitor

Hospital, Laboratory and Diagnostic Center

Penitentiary/Hospital/Correctional Institution

None

6 minutes

Representative

2.

Submitthe duly
accomplished form
and present the
original/certified

true copy with
photocopy/ies  of
the documentary
requirements  of
the pensioner and
representative

None

1 minute

Representative
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Receive
the duly
accomplis
hed

ACOP -
Pensione
r's Reply
Form and
document
ary

requirem
ents of
the

pensioner
and

represent
ative

Check
form if
properly
accomplis
hed and
check
complete
ness  of
document
ary
requirem
ents

Interview
the
represent
ative and
establish
the
identity of
the
pensioner
and
counter
check the
informatio
n
provided
on the
form

None

5 minutes

JMSR/SMSR
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4. Evaluate None 1 minute CEO 1l
the
submitted
ACOP -
Pensione
r's Reply
Form and
document
ary
requirem
ents

5. Return None 1 minute JMSR/SMSR
the
document
ary
requirem
ents

6. Encode None 1 minute JMSR/SMSR
the
ACOP
complian
ce, if
applicabl
e
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19. Procedure in the compliance with the Annual Confirmation of
Pensioners (ACOP) Program of a Pensioner through E-mail or Mail

Annual Confirmation of Pensioners (ACOP) Program is a program which requires
pensioners to annually report to the SSS to ensure the continuous payment of their
benefits.

SSS Branch Office

Simple

G2C

All SSS retirement pensioners residing in the Philippines who are 80
years old and above, retirement pensioners residing abroad, total

disability pensioners and survivor/death pensioners including their
dependent children and guardians

1. ACOP Form (Pensioner's Reply) SSS branches or SSS website at
WWW.SSS.gov.ph

2. ldentification document/s, any of the | Pensioner
following:
e One (1) primary ID
e Two (2) secondary IDs
= |nthe absence of dependent’s ID,
present birth certificate

3. Supporting document/s:

e Chest-level photo or snapshot of the | Pensioner
pensioner holding a newspaper wherein
the headline and date of publication are
prominently displayed or having a
background of news crawler/ticker on
the TV showing the news headline and
date.

Note: The date of the newspaper/news
crawler or ticker on the TV must be the
same as the date of submission of the
ACOP compliance through email or
within three (3) days upon mailing of the
ACOP compliance.

e For total disability pensioners:

» Medical document/s of the pensioner

to support the disability benefit, if Hospital, Laboratory and Diagnostic Center
necessary

e If confined in an institution
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> Certification from the institution

where the pensioner is confined
such as retirement home,
penitentiary, nursing facility,
hospital, correctional institution,
rehabilitation center, etc.

Penitentiary/Hospital/Correctional Institution

1. Through e-mail

h) or the
corporate email
of the OFW-
Contact
Services
Section (OFW-
CSS) at
ofw.relations@
$SS.gov.ph
Through mail

» Mail the duly

E-mail the
scanned copy
of the duly
accomplished
form and
documentary

requirements to
the corporate
email of the
SSS branch /
service office /
foreign  office
(SSS branch /
foreign  office
directory is
available at
WWW.SSS.QOoV.p

accomplished
form and copy
of the
documentary

requirements

addressed to
the Branch
Head of any
SSS branch /
service office /
nearest SSS
Foreign Office

None

Pensioner
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(SSS branch /
foreign office
directory is
available  at
WWW.SSS.QOV.

ph) or to
OFW-CSS,

11" floor, SSS
Main  Office,
Diliman,
Quezon City,
Philippines,
1100

Receive copy of
the duly
accomplished
ACOP -
Pensioner's
Reply Form and
documentary
requirements

Check form if
properly
accomplished
and check
completeness
of documentary
requirements

None

3 minutes

JMSR/SMSR

. Evaluate the

submitted
ACOP -
Pensioner's
Reply Form
and
documentary
requirements

None

1 minute

SSO III/CEO I

. Encode the

ACOP
compliance, if
applicable

None

1 minute

JMSR/SMSR

Send email or
mail notification

to the
pensioner’s

email address
or home

None

1 minute

JMSR/SMSR
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address on the
action
undertaken
regarding their
submitted
ACOP
compliance
including  the
schedule of
their next
ACOP
compliance

141



20. Procedure in the compliance with the Annual Confirmation of
Pensioners (ACOP) Program of a Pensioner through Video

Conference (ACOP-VC)

Annual Confirmation of Pensioners (ACOP) Program is a program which requires
pensioners to annually report to the SSS to ensure the continuous payment of their
benefits.

SSS Branch Office

Simple

G2C

All SSS retirement pensioners residing in the Philippines who are 80
years old and above, retirement pensioners residing abroad, total
disability pensioners and survivor/death pensioners including their
dependent children and guardians

e One (1) primary ID
e Two (2) secondary IDs
= |nthe absence of dependent’s ID,
present birth certificate

1. ACOP Video Conference Form (ACOP-VC | IMSR/SMSR
Form)

2. ldentification document/s, any of the | Pensioner
following:

3. Supporting document/s:

e For total disability pensioners:

» Medical document/s of the pensioner
to support the disability benefit, if
necessary

e |f confined in an institution

» Certification from the institution
where the pensioner is confined

such as retirement home,
penitentiary, nursing facility,
hospital, correctional institution,

rehabilitation center, etc.

Hospital, Laboratory and Diagnostic Center

Penitentiary/Hospital/Correctional Institution

1. Request for ACOP- VC
appointment via the
appointment
module in the SSS
website or through

None Pensioner
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the corporate email of
the nearest SSS
branch / service office
| foreign office (SSS
branch / foreign office
directory is available
at www.sss.gov.ph) or
the corporate email of
the OFW-Contact

Services Section
(OFW-CSS) at
ofw.relations@sss.go
v.ph

2. Wait for SSS’ email
confirmation on the
ACOP-VC
appointment together
with the requirements
for ACOP-VC and
meeting link

3. Screen the | None 2 minutes JMSR/SMSR
email request,
schedule the
VC
appointment
and send an
email
confirmation
to the
pensioner
regarding the
ACOP-VC
appointment
together with

the
requirements
for the ACOP-
VC
4. Accept the calendar
invite upon receipt of
the email confirmation
from SSS
5. Call the | None 10 minutes JMSR/SMSR

pensioner on
the scheduled
ACOP-VC
appointment

6. Conduct
interview
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following
usual
procedures,
establish the
identity of the
pensioner,
and capture
pensioner’s
photo holding
pensioner’s
ID

7. Accomplish
ACOP-VC
form and
forward to
Section Head
for approval of
recommendat
ion on the
action based
on the
interview

8. Evaluate the | None 1 minute SSO II/CEO Il
ACOP - VC
form and
documentary
reqguirements

9. Encode the | None 1 minute JMSR/SMSR
ACOP
compliance, if
applicable

10. Send email | None 1 minute JMSR/SMSR
notification to
the
pensioner’s
email address
on the action
undertaken
regarding
their ACOP
compliance
including the
schedule of

their next
ACOP
compliance
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21. Procedure in Filing of Pension Loan Over the Counter (OTC)

Pursuant to SSC Resolution No. 341-s. 2018 dated 25 April 2018, SSS implemented the Pension
Loan Program (PLP) to provide economic assistance to qualified SSS retiree pensioners by way
of low-interest loan, effective September 3, 2018. Under the Enhanced PLP per SSC Resolution
No. 429-s. 2019 dated 05 July 2019, the following guidelines and procedures shall be observed:

G2C - Government to Citizen

Retiree pensioners with the following Qualification
Requirements:

Must be eighty-five (85) years of age or below
at the end of the last month of loan term;

Note: the age of the retiree pensioner at the time
of loan application should not exceed eighty-five
(85) years as illustrated below:

Payment Age at the Time
Term of Availment

6 months 84 years and 4
months

12 months 83 years and 10
months

24 months 82 years and 10
months

o Must have no deductions, such as outstanding

loan balance, benefit overpayment to SSS, etc., from
his/her monthly pension;

Must have no existing advance pension under
the SSS Calamity Package; and
o Must be receiving his/her regular monthly
pension for at least one (1) month and status of
pension is “Active”

Note: If the retiree pensioner availed the 18
months advance pension, he/she must be
receiving his/her regular monthly pension for at
least one (1) month.

(Note: Present original and submit
photocopy of valid identification (ID)
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cards/documents  for  authentication
purposes and present original/certified
true copy and submit photocopy of
supporting documents)

I. Basic Documentary Requirements

A. Duly signed Pension Loan
Application and Disclosure Statement
(PLADS) Form; and
B. Valid Identification Document/s of
Pension Loan Borrower (1 copy,
photocopy)
The primary ID card shall be the
Unified Multi-Purpose ID (UMID
Card) and other government-issued
ID cards/documents with photo,
signature and underwent biometric
data capture process such as but not
limited to the following as specified
under Office Order 2018-051:
1. Social Security (SS) Card
2. Alien Certificate of Registration
3. Driver’s License
4. Firearms Registration
5. License to Own and Process
Firearms
6. NBI Clearance
7. Passport
8. Permit to Carry Firearms Outside
of Residence
9. Postal Identity Card
10.Seafarer’s Identification
Record Book (Seaman’s Book)
11.Voter's ID Card

and

In the absence of a primary ID
card/document, pension loan
borrower shall present/submit any two
(2) ID cards/documents, both with
signature and at least one (1) with
photo.

Member Services Section of the branch

(generated upon filing of application)

SSS

Bureau of Immigration

Land Transportation Office

Philippine National Police (PNP)

PNP

National Bureau of Investigation
Department of Foreign Affairs/Foreign Gov't.
PNP

Philippine Postal Corporation
Maritime Industry Authority

Commission on Elections

146




|L§1

1. Get a queue
number and wait for

1. Issues
number

queue

Junior / Senior Membe
Service Representative

PLB to accomplish

Pensioner Data
Change Request
(PDCR)

6. Screens and
receives the PDCR
7. Inputs
applicable data of
PLB in the
Pensioner’s

Monitoring  Module
(PMM)

8. Displays
onscreen the contact
number and/or
email address and
confirms from PLB

0. Informs PLB
of the available loan
amount and loan
term

10. Performs the
procedures on
processing of

PLADS (Item Nos.

the queue number None 5 minutes (JJSMSR), SSS Branch
to be called Office
2. Submit  the [2. Establishes the None 10 minutes J/SMSR, SSS Branch
required valid IDs |identity of Pension Office
and/or documents |Loan Borrower
to the J/SMSR (PLB)

3. Verifies  the

PLB’s eligibility for

PLP in the PL

System

4. Inquires from

PLB if contact

number and/or email

address is/are

updated

5. If not

updated, requires

147




10 to 20, MOP No.
2021-007)

11. Issues to the
PLB the following:

o Pension Loan
Application and
Disclosure
Statement  (PLB’s
copy)

o IDs (original
copy)

o PDCR (PLB’s
copy, if applicable)

. Cash card

3. Receives from None None

the J/SMSR the

following:

-PLADS (PLB’s

copy)

-IDs (original copy)

-PDCR (PLB’s

copy, if applicable)

-Cash card, if any

4. Wait for the None \Within 5

crediting of PL working days |Disbursing

proceeds from loan Bank/Channel
approval
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22. PRN Payment Through SSS Branch with Tellering Facility

Payment Reference Number (PRN) is a mandatory requirement in the payment of SSS
Contribution. Employers and Individual Members may generate their Electronic Collection List (e-
CL) Summary and Statement of Account (SOA), respectively, through the SSS website
(www.sss.gov.ph) or avail of the services provided by the e-Center Facility of the SSS Branch.

SSS Branch

Simple

G2B —Government to Business
G2C — Government to Citizen
Employers and Individual Members

Printed Copy of e-CL Summary/SOA or SMS | My.SSS account of member/employer (SSS website)
notification from SSS containing the PRN or SMS

If e-CL Summary/SOA is not available,

accomplished Payment Slip Form may be SSS Branch

presented.

Cash and/or Check/s Employers/Members

If e-CL/SOA is not available
Get Payment Slip Form Issue Payment None 1 Minute Forms Counter or
and fill-out the form, Slip Form Tellering Counter
indicating the details to
be paid
1. Get a queue number 1. Issue Queue None 1 Minute Member Service
and wait for the Number Representative, Public
number to be called. Assistance Desk,
Member Services
Section (MSS) of SSS
Branch
. Submit the e-CL 2.1 Receive e-CL None 4 Minutes Cashier,
Summary/SOA/SMS Summary/SOA Tellering Section
notification/Payment /ISMS
Slip together with notification
payment. together with
payment (cash
and/or
check/s).
2.2 Check the
amount
indicated on
the e-CL
Summary/
SOA/SMS
notification/Pa
yment Slip;
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and the
amount of
submitted cash
and/or cheque
details, if
check
payment.

2.3 Scan the
barcode/
Encode the
PRN in the
ATS Module

2.4 Print the
validation
details on the
e-CL
Summary/
SOA/ Payment
Slip and at the
back of the
cheque, if
check
payment.

2.5 Check the
correctness of
printed
validation
details.

3. Get the validated
payment form.

3.1 Issue the
validated e-CL
Summary/SOA
/ Payment Slip
and change, if
any.

3.2 Put/Keep the
validated e-CL
Summary/
SOA/ Payment
Slip in the
designated
box/tray and
cash/cheque in
the Cashier’s
collection
drawer.

None

1 Minute

Cashier,
Tellering Section
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23. Procedure in Application for Non-ATM Unified Multi-Purpose

Identification (UMID) Card

UMID card is issued to qualified SSS members who were not yet issued an SSS ID Card or

UMID Card with at least one posted contribution and Date of Coverage.

Office

Member Services Section of SSS Branch or at SSS Service/Foreign

Highly Technical

G2C - Government to Citizen

1. UMID Card Application (1 original)

All qualified SSS members

Branch Office, SSS website at www.sss.gov.ph

2. Card applicant’s valid Identification(ID)
Cards/Documents (loriginal)

A. Primary ID Cards/Documents

The primary ID card shall be government-
issued ID cards/documents with photo,
signature and underwent biometric data
capture process such as but not limited to the
following:

Driver’s License
Passport
Voter’'s ID card

B. Secondary ID Cards/Documents

In the absence of a primary ID card/document,
filer shall present/submit any two (2) ID
cards/documents, both with signature and at
least one (1) with photo.

Member

Land Transportation Office (LTO)
Department of Foreign Affairs (DFA)/
Foreign Government

Commission on Elections (Comelec)

1. Get UMID Card Issue UMID Card None None Jr/Sr Member Service
Application (1 Application Representative
original) Member Services

Section (MSS)
SSS website
(www.sss.gov.ph)

2. Read instructions None None Member

and fill out the form.
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3. Get a queue Issue queue Jr/Sr Member Service
number and wait for | number. Representative
the number to be Member Services
called. Section (MSS)

4. Submit the 4.1. Receive UMID | None 8 minutes Jr/Sr Member Service
accomplished UMID Card Application Representative
Card Application and supporting Member Services
together with the documents. Section (MSS)
required supporting
document/s. 4.2. Establish the

identity of card
applicant.

4.3. Forward UMID
Card Application
to the Data
Capture
Operator

5. Proceedtothe Data | 5.1 Encode UMID None 6 minutes Jr/Sr Member Service
Capture area Card Application Representative/Data
o Wait for the Capture Operator

name to be 5.2 Perform Member Services
called by the biometric data Section (MSS)
Data Capture capture
Operator for
complete 5.3 Accomplish
biometric data Acknowledgeme
capture process nt Stub
e Checkthe 5.4 Issue to card
encoded data applicant the
on the monitor Acknowledgeme
to confirm that nt Stub
all encoded data
are correct
o Get
Acknowledgeme
nt Stub

Processing of UMID |None 19 days

card application

(including mailing

period to SSS

Branches/

Service/Foreign

Offices)
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24. Procedure in Releasing of Initial Non-ATM UMID Cards

Non-ATM UMID cards are for personal pick-up at the SSS Branch, Service/Foreign Office where

the card applications were made.

Office

Member Services Section of SSS Branch or at SSS Service/Foreign

Simple

G2C - Government to Citizen

1. Acknowledgement Stub (1 original)

All qualified SSS members

Member

2. Card applicant’s valid Identification (ID)
Cards/Documents (1 original)

A. Primary ID Cards/Documents

The primary ID card shall be
government-issued ID
cards/documents with photo,

signature and underwent biometric
data capture process such as but not
limited to thef ollowing:

e Driver’'s License
e Passport
e Voter's ID card

B. Secondary ID Cards/Documents

In the absence of a primary ID
card/document, filer

shall
present/submit any two (2) ID
cards/documents, both with
signature and at least one (1) with
photo.

If being claimed by
Authorized Representative

Member

Land Transportation Office (LTO)
Department of Foreign Affairs

(DFA) Foreign Government
Commission on Elections (Comelec)
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 Letter of Authority (LOA)/Special | Eiler/Member
Power of Attorney (SPA) issued
by the card applicant (1original);

e Any one (1) Primary
IDcard/document or any two (2)
ID cards/documents, both with
signature and at leastone (1)
with
photo of card applicant (4
original);

e Any one (1) Primary
IDcard/document or any two (2)
ID cards/documents, both with
signature and at least one (1)

with photo of
AuthorizedRepresentative
(1original)

1. Proceed to 1.1 Notify card None 8 minutes Jr/Sr Member
Branch counter applicant Service
releasing the through Representative
UMIDcard. SMS/emaill Member Services
e Present that his/her Section (MSS)

Acknowledgem card is
ent Stub and available in
identity the SS
documents branch for
pick-up
e Receive 1.2 Receive
the Acknowledgem
UMIDcard ent Stub and
identity
e Signthe documents.
Log Book
1.3 Establish
the identity
of claimant
and retrieve
UMID card
1.4 Release the
UMID card
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25. Procedure in Application for Replacement of Non-ATM UMID Card

Filing of request for replacement of Non-ATM UMID cards due to the following reasons:
e Card replacement application due to amendment of data/authenticating finger
e Card replacement application due to lost SS ID card of UMIDcard
e Card replacement application due to non-receipt of UMIDcard
e Card replacement application due to damaged SS ID card or UMID card and other
reason/s

Member Services Section of SSS Branch or at SSS Service/Foreign
Office

Highly Technical

G2C - Government to Citizen

All qualified SSS members

1. UMID Card Application (1 original) Branch Office, SSS website at www.sss.gov.ph
2. Card applicant’s valid Member

Identification(ID) Cards/Documents

(1original)

A. Primary IDCards/Documents

The primary ID card shall be
government-issued 1D
cards/documents with photo,
signature and underwent biometric
data capture process such as but

not limited to the following: Land Transportation Office (LTO)
Department of Foreign Affairs

e Driver’sLicense (DFA) Foreign Government

e Passport Commission on Elections (Comelec)

o Voter’s IDcard
B. Secondary IDCards/Documents

In the absence of a primary ID
card/document, filer

shall
present/submit any two (2) ID
cards/documents, both with
signature and at least one (1)
withphoto.
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3. SSS R6 Miscellaneous payment form
or Proof of payment (1 original, 1
photocopy)

SSS Branch office

A. OtherRequirements

Card replacement application

due to amendment of

data/authenticatingfinger

o Previously issued SS ID card
or UMID card of the card
applicant (1original)

Card replacement application
due to lost SS ID card of
UMIDcard

o Duly notarized Affidavit of
Loss (loriginal)

Card replacement application
due to non-receipt of
UMIDcard

o Duly notarized Affidavit of
Non- Receipt of UMID card
(1 original)

o Notice/Email from Identity
Management Department,
SSS that the courier lost/was
not able to deliver the UMID
card (1 original)

Card replacement application
due to damaged SS ID card or
UMID card and otherreason/s
o Damaged SS ID card or
UMID card of the card
applicant (1 original)

1. Get UMID Card Issue UMID
Application (1 Card
original) Application

None None Jr/Sr Member
Service
Representative
Member Services
Section (MSS)
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SSS website
(Www.sss.gov.p
h)

2. Read instructions None None Member
and fill out the
form.

3. Pay the card Receive payment Cashier
replacement fee at | and Issue Official | php 200.00 None Tellering Section
the SSS Tellering | Receipt
Section and get the
Official Receipt

4. Get a queue Issue None None Jr/Sr Member
number and wait gueue Service
for the number to number Representative
be called Member Services

Section (MSS)

5. Submit the 5.1 Receive UMID | None 8 minutes Jr/Sr Member
accomplished Card Service
UMID Card Application and Representative
Application supporting Member Services
together with the documents Section (MSS)
required
supporting 5.2 Establish the
document/s. identity of

card
applicant.

5.3 Forward UMID
Card
Application to
the Data
Capture
Operator

6. Proceed tothe 6.1 Encode None 6 minutes Jr/Sr Member
Data Capture UMID Card Service
area Application. Representative/Dat
e Wait for the a Capture Operator

name to be 6.2 Perform Member Services
called by the biometric data Section (MSS)
Data Capture capture

Operator for

complete 6.3 Accomplish

biometric data Acknowledgem

captureproces entStub

s
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e Check the
encoded data
on the monitor
to confirm that
all encoded
data are
correct

e Get
Acknowledgem
entStub

6.4 Issue to card
applicant the
Acknowledgem
ent Stub

\

Processing of
Non- ATM UMID
card replacement
(including mailing
period to
Branches/

Service/Foreig
n Offices)

None

19 days
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26. Procedure in Releasing of Non-ATM UMID Card Replacement

Replacement of Non-ATM UMID cards are for personal pick-up at the SSS Branch,
Service/Foreign Office where the card applications were made.

Office

Member Services Section of SSS Branch or at SSS Service/Foreign

Simple

G2C - Government to Citizen

1. Acknowledgement Stub (1 original)

All qualified SSS members

Branch Office

2. Card applicant’s valid Identification
(ID) Cards/Documents (loriginal)

A. Primary IDCards/Documents

The primary ID card shall be

government-issued ID
cards/documents  with  photo,
signature and underwent
biometric data capture process
such as butnot Ilimited to
thefollowing:

e DriversLicense
e Passport
e Voter's IDcard

. Secondary IDCards/Documents

In the absence of a primary ID
card/document, filer shall
present/submit any two (2) ID
cards/documents,  both  with
signature and at least one (1) with
photo.

If being claimed by Authorized
Representative

o Letter of Authority
(LOA)/Special Power  of
Attorney (SPA) issued by the
card applicant (1original);

Member

Land Transportation Office (LTO)
Department of Foreign Affairs
(DFA) Foreign Government
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Any  one @ Primary
IDcard/document or any two
(2) ID  cards/documents,
bothwith

signature and at least one (1) with

photo of card applicant (1
original);

Any one (1) Primary 1D
card/document or any two (2)
ID cards/documents, both with
signatureandatleastone(1)with

photo of

Authorized
(1original)

Representative

. Proceed to 1.1 Notify card
Branch counter applicant
releasing the through
UMIDcard. SMS/emaill
e Present that his/her

Acknowledgem card is

ent Stub and available in

identity the SS

documents branch for
pick-up.

e Receive 1.2 Receive
the Acknowledgem
UMIDcard ent Stub and

identity

e Signthe documents.
Log Book

e Presentold 1.3 Establish
UMID card the identity
for of claimant
deactivation and retrieve

UMID card
1.4 Release the
UMID card

None

160
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Jr/Sr Member
Service
Representative
Member Services
Section (MSS)




1.5 Deactivate old
UMID card
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27. Procedure in Application for UMID ATM/Disbursement Card

UMID ATM/Disbursement Card is issued to qualified SSS members and pensioners who were not
yet issued an SSS ID Card or UMID Card and with at least one posted contribution and Date of
Coverage. Itis an SSS-issued UMID card that is used as bank disbursement ATM card to disburse
benefits and loan proceeds to SSS members and pensioners. The UMID ATM/Disbursement card
shall be claimed at the specified Bank’s branch of members and pensioners upon receipt of
notification from SSS.

Member Services Section of SSS Branch or at SSS Service Office
Highly Technical

G2C - Government to Citizen

All qualified SSS members and pensioners

1. UMID Card Application (1 original) Branch Office. SSS website at www.sss.gov.ph

2. Card applicant’s valid Identification (ID) | Member
Cards/Documents (1original)

A. Primary IDCards/Documents

The primary ID card shall be
government-issued ID
cards/documents with photo,
signature and underwent biometric
datacaptureprocesssuchasbutnot
limited to thefollowing:

Land Transportation Office (LTO)

o Driver’sLicense Department of Foreign Affairs
e Passport (DFA)/ Foreign Government
e Voter’s IDcard Commission on Elections (Comelec)

B. Secondary IDCards/Documents

In the absence of a primary ID
card/document, filer

shall
present/submit any two (2) ID
cards/documents, both with
signature and at least one (1) with
photo.
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1. Get UMID Card Issue UMID None None Jr/Sr Member
Application. Card Service
Application Representative
Member Services
Section (MSS)
SSS website
(Www.sss.gov.p
h)
2. Read instructions None Member
and fill out the None
form.
3. Getaqueue Issue None None Jr/Sr Member
number and wait | queue Service
for the number to | number. Representative
be called. Member Services
Section (MSS)
4. Submit the 4.1. Receive UMID | None 8 minutes Jr/Sr Member
accomplished Card Service
UMID Card Application and Representative
Application supporting Member Services
together with the documents. Section (MSS)
required
supporting 4.2. Establish
document/s the identity of

card
applicant

4.3. Forward
UMID Card
Application to
the Data
Capture
Operator.
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6.2 Notify card
applicant
through
SMS/emaill
that his/her
card is
available in
the Bank’s
branch for
pick-up.

5. Proceedtothe 5.1 Encode None 6 minutes Jr/Sr Member
Data Capture UMID Card Service
area. Application. Representative/Dat

a Capture Operator

e Wait for the 5.2 Perform Member Services

name to be biometric data Section (MSS)

called by the capture.

Data Capture

Operator for 5.3 Accomplish

complete Acknowledgem

biometric data ent Stub.

captureprocess

5.4 Issue to card
applicant the

e Checkthe Acknowledgem

encoded data entStub

on the monitor

to confirm that

all encoded

data are

correct.
o Get

Acknowledgem

ent Stub.

6. Upon receipt of 6.1 Release to None Identity
notification on the Bank’s Branch Management
release of UMID the UMID Department
ATM/Disburseme ATM/Disburse
nt ment card.
card, proceed
to Bank’s
Branch.
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Processing of
UMID
ATM/Disburseme
nt Card (including
mailing of UMID
cards to Bank’s
Branches)

19 days
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28. Procedure in Replacement of UMID ATM Disbursement Card for Member
or Pensioner who was issued an SSS 2D ID Card or UMID Card

Filing of request for replacement of UMID ATM Disbursement cards due to the following
reasons:
e Card replacement application due to amendment of data/authenticatingfinger
e Card replacement application due to lost SS ID card of UMIDcard
e Card replacement application due to non-receipt of UMIDcard
e Card replacement application due to damaged SS ID card or UMID card andother
reason/s

Member Services Section of SSS Branch or at SSS Service Office
Highly Technical

G2C - Government to Citizen

All qualified SSS members and pensioners

1. UMID Card Application (1 original) Branch Office, SSS website at www.sss.gov.ph
2. Card applicant’s valid Member

Identification(ID) Cards/Documents

(1original)

A. Primary IDCards/Documents

The primary ID card shall be
government-issued ID
cards/documents with photo,
signature and underwent biometric | Land Transportation Office (LTO)
data capture process such as but not | Department of Foreign Affairs
limited to the following: (DFA)/ Foreign Government
Commission on Elections (Comelec)
e Driver’sLicense
e Passport

e Voter’s IDcard

B. Secondary IDCards/Documents

In the absence of a primary ID
card/document, filer
shallpresent/submit any two (2) ID
cards/documents, both with signature
and at least one (1) with photo.

166


http://www.sss.gov.ph/

\

3. SSS R6 Miscellaneous payment form or
Proof of payment (loriginal, 1
photocopy)

SSS Branch Office

Other Requirements:

Card replacement application due

to amendment of

data/authenticatingfinger

o Previously issued SS ID card
or UMID card of the card
applicant (1 original)

Card replacement application
due to lost SS ID card of
UMIDcard

o Duly notarized Affidavit of
Loss (1 original)

Card replacement application due

to non-receipt of UMIDcard

o Duly notarized Affidavit of
Non- Receipt of UMID card
(1original)

o Notice/Email from Identity
Management Department, SSS
that the courier lost/was not able
to deliver the UMID card
(1original)

Card replacement application due

to damaged SS ID card or UMID

card and otherreason/s

o Damaged SS ID card or UMID
card of the card applicant
(1original)

1. Issue UMID Card

Application. Application

None

167
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Jr/Sr Member
Service
Representative
Member
Services
Section (MSS)

1. Get UMID Card




SSS website
(Www.sss.gov.p

h)
2. Read instructions None None Member
and fill out the
form.
3. Pay the card 3.1. Receive Php 200.00 None Cashier
replacement fee payment Tellering
at the SSS Section
Tellering Section 3.2. Issue
and get the Official
Official Receipt Receipt
4. Get a queue 4. 1ssue queue None None Jr/Sr Member
number and wait number Service
for the number to Representative
be called Member
Services
Section (MSS)
5. Submit the 5.1 Receive UMID | None 8 Minutes Jr/Sr Member
accomplished Card Service
UMID Card Application and Representative
Application supporting Member
together with the documents Services
required Section (MSS)
supporting 5.2 Establish the
document/s. identity of
card
applicant.

5.3 Forward UMID
Card
Application to
the Data
Capture
Operator
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Proceed to the 6.1 Encode UMID None 6 minutes Jr/Sr Member
Data Capture CardApplication Service
area. . Representative/Da
ta Capture
e Wait for the Operator Member
name to be Services Section
called by the (MSS)
Data Capture 6.2 P_erfom?
Operator for biometric data
complete capture.
biometric data .
captureprocess 6.3 Accomplish
Acknowledgem
ent Stub.
e Checkthe
encoded data | 6-4 Issue to card
on the monitor applicant the
to confirm that Acknowledgem
all encoded ent Stub.
data are
correct.
o Get
Acknowledgem
ent Stub.

7. Upon receipt of 7.1. Release to P40.00 None [dentity
notification on the Bank’s Branch | (paidto Management
release of UMID the UMID Bank upon Department
ATM/Disbursement ATM/Disburse release of
card, proceed to ment card. the
Bank’s Branch replacemen

t UMID
ATM/
Disbursem
ent card)
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7.2. Notify card
applicant
through
SMS/email that
his/her card is
available in the
Bank’s branch
for pick-up.

Note:

Replaced

UMID
ATM/Disburseme
nt card shall be
deactivated upon
release of
replacement
UMID
ATM/Disburseme
nt Card
Processing of None 19 days
UMID ATM
Disbursement
including mailing
of UMID cards to

Bank’s Branches
Card
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29. Procedure in Filing Member Data Change Request (SS Form E-4)
through the SSS Branch / Foreign Office / Service Office for Simple
corrections/changes

Submission of Member Data Change Request (SS Form E-4) for simple correction/s or
change/s in membership data filed over the counter at SSS Branches / Foreign Offices/
Service Offices.

SSS Branches / Foreign Offices / Service Offices

Simple

G2C - GOVERNMENT TO CITIZEN

All Members

1. Accomplished Member Data Change SSS Branch/Foreign Offices /
Request Form (SS Form E-4) — 2 copies Service Office

Form is also downloadable at
WWW.SSS.gov.ph

A. Change of Membership Type

1. To Self-Employed
- No required documents

2. To Non-Working Spouse (NWS)

Any of the following:

- Marriage Contract/Marriage
Certificate

- A copy of working spouse’s
Member Data Change Request
form (SS Form E-4) duly received
by the SSS where the name of the
NWS is indicated as the spouse.

Local Civil Registry Office (LCRO) or
Philippine Statistics Authority (PSA)

Filer/Member

B. Correction of name and/or correction of
date of birth
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Birth Certificate or Passport

. In the absence of the Birth Certificate

and Passport, the following are the
required ID cards and/or documents:

a.

b.

Certificate of Non-Availability of Birth
Records or National Archives, for the
alleged correct name/date of birth;
and

Any two (2) of the following, both
with the correct name and at least
(1) with date of birth:

ID cards

Driver’s License
Firearm License card

GSIS ID Card

Health or Medical Card

Pag-IBIG Fund Transaction card

ID Card issued by Local

Government Units (LGUSs)

OWWA card

PhilHealth or PHIC ID card

Philippine Identification (PhillD) card

Postal ID card

LCRO/ PSA or Department of
Foreign Affairs (DFA)

LCRO / PSA

Land Transportation Office (LTO)
Philippine National Police (PNP)

Government Service Incusrance
System (GSIS)

Health Maintenance Organization
(HMO)

Home Development Mutual Fund
(Pag-IBIG)

Local Government Units (LGU) e.g.
Barangay/Municipality/City

Overseas Worker Welfare
Administration (OWWA)

Philippine Health Insurance
Corporation (PHIC) or PhilHealth

PSA
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PRC card

Senior Citizen card

Taxpayer’s Identification Number

(TIN) card

Voter’s Identification (ID) card

Documents

Alien Certificate of Registration

Baptismal  Certificate  or its
equivalent (child/ren’s)

Certificate of Licensure/Qualification
Documents from Maritime Industry
Authority

Certificate of Muslim Tribal Affiliation

Court Order granting petition for
change of name or date of birth

GSIS Member's Record/Certificate
of Membership

Life Insurance Policy

Marriage Contract /

Certificate

Marriage

NBI Clearance

Pag-IBIG Member’s Data Form
PHIC Member’s Data Form
Police Clearance

Philippine Postal Corporation
(Philpost)

Professional Regulation Commission
(PRC) Card

LGU

Bureau of Internal Revenue (BIR)
Commission on Election
(COMELEC)

Bureau of Immigration

Officiating Unit / Institution
Maritime Industry Authority
(MARINA)

National Commission on Muslim
Filipinos

LCRO /Court

GSIS

Insurance Company

LCRO or PSA

National Bureau of Investigation
(NBI)

Pag-I1BIG Fund
PHIC/PhilHealth
PNP

MARINA
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- Seaman’s Book (Seafearer’s
Identification and Record book)

- Student Permit issued by LTO

- Transcript of Records

- Voter's Affidavit/Certificate of
Registration

3. Additional required ID cards and/or
documents for the following cases:

a. If for correction of date of birth
and submitted birth certificate is
registered after the 55™ birthday
— two (2) ID cards and/or
documents in item 2.b above.

b. If for correction to totally
different name/middle name
(except if due to
naturalization) — Joint Affidavit
of two (2) persons who have
personal knowledge of the facts
and circumstances on the use of
the different name/middle name
stating therein that the two (2)
names refer to one (1) and the
same person and the reason
why the name was used.

4. Required ID cards and/or documents
only for the following cases:

a. Correction _of name due to
naturalization from Filipino
citizenship to foreign
citizenship or vice-versa — any
of the following:

- Certificate of Naturalization

- ldentification Certificate issued by
the Philippine Bureau of Immigration

- Any foreign government issued ID
cards and/or documents showing
the new name (e.g. Passport,

LTO
School / Educational Institution
COMELEC

DFA
Bureau of Immigration

174




Driver’s License)
b. Correction of name due to re- | LCRO/PSA
marriage - new Marriage
Contract/Marriage Certificate | LCRO / PSA
and any of the following,
whichever is applicable:
- Death Certificate of spouse, if due to
death of previously reported spouse
- Certificate 9f Finality of Regional Trial Court (RTC) / LCRO/
Annulment/Nullity or annotated PSA
Marriage Contract/Marriage
Certificate, if due to annulled or void
marriage with previously reported | RTC
spouse
- Court Order on Declaration of
Presumptive Death, if previously
reported spouse is presumed dead
- Decree of Divorce and Certificate of | Sharia Court
Naturalization  (granted  before
divorce) or its equivalent, if due to
divorce with previously reported
spouse
- Certificate of Divorce (OCRG Form
No. 102), if due to divorce of Muslim
member with previously reported
spouse

C. Correction of sex — any of the following,
whichever is applicable:
- Birth Certificate
- Passport
- Member's copy of Personal Record (SS
Forms E-1, RS-1, OW-1, NW-1) duly
received by the SSS where the correct sex
is indicated
- -Court Order granting the petition for
correction of sex, if with erroneous entry of
sex in Birth Certificate

D. Change of Civil Status — any of the following,
whichever is applicable:

1. From single to married
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- Marriage Contract / Marriage
Certificate
2. From married to legally separated
- Decree of Legal Separation
3. From married to widowed
3. Death Certificate of spouse, if due to
death of previously reported spouse
4. Court Order on the Declaration of
Presumptive Death, if previously
reported spouse is presumed dead
4. For reversion from married to single
a. If legally married to previously
reported spouse
- Certificate of Finality of
Annulment/Nullity or annotated
Marriage Contract/Marriage
Certificate, if due to annulled or void
marriage with previously reported
spouse
- Decree of Divorce and Certificate of
Naturalization  (granted  before
divorce) or its equivalent, if due to
divorce with previously reported
spouse
- Certificate of Divorce (OCRG Form
No. 102), if due to divorce of Muslim
member with previously reported
spouse
b. If not legally married to previously
reported spouse
- Certificate of No Marriage
(CENOMAR); and
- Affidavit executed by the member
attesting to the fact of the non-
existence of marriage between
him/her and the previously reported
spouse

E. Updating of contact information
- No required documents

F. Updating of bank information — any one of
the following (must be single savings account or

PSA

Concerned Bank
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current account only):
- Passbook
- For ATM, machine-validated deposit
slip showing the name and bank
account number of member

- Any document showing the
member's name and bank account
number

H. Updating of member record status (from
“Temporary” to “Permanent”)

1. Birth Certificate or in its absence, any of the
following ID cards and/or documents:

- Baptismal  Certificate or its
equivalent

- Driver’s License

- Passport

- Philippine Identification (PhillD) card

- PRC card

- Seaman’s Book (Seafarer’s

Identification and Record Book)

2. In the absence of the above ID
cards/documents, any two (2) of the
following, both with the correct name and at
least one (1) with date of birth:

- Alien Certificate of Registration

- ATM card (with cardholder’s name)

- Bank Account Passbook

- Baptismal Certificate of child/ren or
its equivalent

- Birth Certificate of child/ren

- Certificate of Confirmation issued by

NCIP

- Certificate of Licensure/
Qualification  Documents  from
MARINA

- Certificate of Muslim Filipino Tribal
Affiliation

- Company ID card
- Court Order granting petition for
change of name or date of birth

Officiating Unit / Religious Institution

LTO
DFA
PSA

PRC
MARINA

Bureau of Immigration

Bank

Bank

Officiating Unit / Religious Institution

LCR/PSA

National Commission on Indigenous
Peoples (NCIP)

MARINA

National Commission on Muslim
Filipinos

RTC

Bank / Credit Card Company
PNP

Bureau of Fisheries and Aquatic
Resources (BFAR)

GSIS

HMO
Pag-I1BIG Fund

Issuing Homeowners Association
LGU
PRC / Professional Association
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Credit Card
Firearm License card
Fishworker’s License

GSIS card/Member’s
Record/Certificate of Membership
Health or Medical Card
Pag-IBIG Transaction
Member’s Data Form
Homeowners Association ID card

ID card issued by LGUs

ID card issued by professional
association recognized by PRC
Life Insurance Policy

Marriage Contract/Marriage
Certificate

NBI Clearance

OWWA card
PHIC ID
Record
Police Clearance

Postal ID card

School ID card

Seafarer's Registration Certificate
Senior Citizen card

Student Permit issued by LTO

TIN card

Transcript of Records

Voter’'s ID card/Affidavit/Certificate
of Registration

card/

card/Member's Data

Insurance Company
LCR/PSA

NBI
OWWA
PHIC

PNP

Philpost

School / Educational Institution
MARINA

LGU

LTO

BIR

School / Educational Institution
COMELEC

Updating of dependent(s)/
beneficiary(ies)

1. For new/additional dependent(s)/
beneficiary(ies)

a. If spouse -  Marriage

Contract/Marriage Certificate, or

a copy of Member Data change

Request form (SS Form E-4) of

the spouse duly received by the

SSS where the name of the
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member requesting for update is
reported as the spouse

b. If child/ren — Birth Certificate or
Baptismal Certificate or its
equivalent or Decree of Adoption

2. For deletion of previously reported
dependent(s)/ beneficiary(ies)
a. If spouse — any of the following
whichever is applicable:

- Decree of Legal Separation,
if legally separated with
previously reported spouse

- Death Certificate of spouse, if
due to death of previously
reported spouse

- Certificate of Finality of

Annulment/Nullity or
annotated Marriage
Contract/Marriage

Certificate, if due to annulled
or void marriage with
previously reported spouse

- Court Order on Declaration of
Presumptive Death, if
previously reported spouse is
presumed dead

- Decree of Divorce and
Certificate of Naturalization
(granted before divorce) or its
equivalent, if due to divorce
with  previously reported
spouse

- Certificate of Divorce (OCRG
Form No. 102), if due to
divorce of Muslim member
with  previously reported
spouse

b. If parent/s

- Death Certificate, if
previously reported parent/s
is/are already dead

c. If other beneficiarylies

179




- No required documents

1. Accomplish
Member Data
Change Request
Form (SS Form E-
4) in two (2)
copies*

None

Filer/Member

2. Getaqueue
number.

Note: Wait for the
number to be called.
Or if the branch is
using automated
branch queuing
system, the number
and the assigned
counter will be flashed
via the display
monitor.

2.1.Issue queue
number.

None

3 minutes

Filer/Member

3. Submit two (2)
copies of SS Form
E-4, together with
the original/
certified true copy
with photocopies
of the supporting
documents and
present the
identification
card/document.

3.1. Receive and
screen the
accomplished SS
Form E-4;
supporting
documents and
identification
card/document.

3.2. Encode the

None

6 minutes

Filer/Member

Jr/Sr. Member
Service
Representative,
SSS
Branch/Foreign/
Service Office

180



requested
update.

4. Get/Receive the

following:
e duly received

4.1 |Issue the

None

Filer/Member

Jr/Sr. Member

member’s copy 2 minutes _
of the SS Form | duly received Service
E-4, member’s copy of Representative,
e supporting the SS Form E-4, SSS
documents and | supporting Branch/Foreign/
identification documents, Service Office
card/document | identification
e Compliance card/document,
Letter/Rejectio | and Compliance
n Notice, if Letter/Rejection
incomplete or | Notice.
for rejection.
Note:
e Inform the
member that
the request
has been
effected.
4.2 Collate the 15 minutes Jr/Sr. Member
received Service
requests, print Representative,
the List of SSS
Encoded Branch/Foreign/
Requests for . Service Office
simple correction
and forward to
the SSO III/CEO
1.
4.3 Review the 15 minutes SSOII/CEO II-
following: SSS
e SSSFormE- Branch/Foreign/
4 with the Service Office
attachments,
e Listof
Encoded
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Requests for
simple
correction

4.4 Endorse the
SSS Form E-4
and attachments
to the Branch
Head for
approval and
return to the
Senior Clerk for
filling approved
requests.

182

10 minutes

SSO II/CEO 1I-
SSS
Branch/Foreign/
Service Office




30. Procedure in Filing Member Data Change Request (SS Form E-4)
through the SSS Branch / Foreign Office / Service Office for Complex
corrections/changes

Submission of Member Data Change Request (SS Form E-4) for complex correction/s or
change/s in membership data filed over the counter at SSS Branches / Foreign Offices/
Service Offices.

SSS Branches / Foreign Offices / Service Offices

Complex

G2C - GOVERNMENT TO CITIZEN

All SSS Members

1. Accomplished Member Data Change SSS Branch/Foreign Offices /
Request Form (SS Form E-4) — 2 copies Service Office

Form is also downloadable at
WWW.SSS.gov.ph

A. Change of Membership Type

1. To Self-Employed
- No required documents

- ToNon-Working Spouse (NWS)
Any of the following:

- Marriage Contract/Marriage
Certificate

- A copy of working spouse’s
Member Data Change Request
form (SS Form E-4) duly received
by the SSS where the name of the
NWS is indicated as the spouse.

Local Civil Registry Office (LCRO) or
Philippine Statistics Authority (PSA)

Filer/Member
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B. Correction of name and/or correction of

date of birth

1. Birth Certificate or Passport

2.

In the absence of the Birth Certificate
and Passport, the following are the
required ID cards and/or documents:

a.

b.

Certificate of Non-Availability of Birth
Records or National Archives, for the
alleged correct name/date of birth;
and

Any two (2) of the following, both
with the correct name and at least
(1) with date of birth:

ID cards

Driver’s License

Firearm License card

GSIS ID Card

Health or Medical Card
Pag-IBIG Fund Transaction card

ID Card issued by Local

Government Units (LGUSs)

OWWA card

PhilHealth or PHIC ID card
Philippine Identification (PhillD) card
Postal ID card

PRC card

Senior Citizen card

LCRO/ PSA or Department of
Foreign Affairs (DFA)

LCRO / PSA

Land Transportation Office (LTO)
Philippine National Police (PNP)

Government Service Incusrance
System (GSIS)

Health Maintenance Organization
(HMO)

Home Development Mutual Fund
(Pag-IBIG)

Local Government Units (LGU) e.g.
Barangay/Municipality/City

Overseas Worker Welfare
Administration (OWWA)

Philippine Health Insurance
Corporation (PHIC) or PhilHealth

PSA
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Taxpayer’s Identification Number

(TIN) card

Voter’s Identification (ID) card

Documents

Alien Certificate of Registration

Baptismal  Certificate  or its
equivalent (child/ren’s)

Certificate of Licensure/Qualification
Documents from Maritime Industry
Authority

Certificate of Muslim Tribal Affiliation

Court Order granting petition for
change of name or date of birth

GSIS Member's Record/Certificate
of Membership

Life Insurance Policy

Marriage Contract /

Certificate

Marriage

NBI Clearance

Pag-IBIG Member’s Data Form
PHIC Member’'s Data Form
Police Clearance

Seaman’s Book (Seafearer’'s
Identification and Record book)

Student Permit issued by LTO
Transcript of Records

Philippine Postal Corporation
(Philpost)

Professional Regulation Commission
(PRC) Card

LGU

Bureau of Internal Revenue (BIR)
Commission on Election
(COMELEC)

Bureau of Immigration

Officiating Unit / Institution
Maritime Industry Authority
(MARINA)

National Commission on Muslim
Filipinos

LCRO /Court

GSIS

Insurance Company

LCRO or PSA

National Bureau of Investigation
(NBI)

Pag-I1BIG Fund
PHIC/PhilHealth
PNP

MARINA
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- Voter's Affidavit/Certificate  of
Registration

3. Additional required ID cards and/or
documents for the following cases:

a. If for correction of date of birth
and submitted birth certificate is
registered after the 55™ birthday
— two (2) ID cards and/or
documents in item 2.b above.

b. If for correction to totally
different name/middle name
(except if due to
naturalization) — Joint Affidavit
of two (2) persons who have
personal knowledge of the facts
and circumstances on the use of
the different name/middle name
stating therein that the two (2)
names refer to one (1) and the
same person and the reason
why the name was used.

4. Required ID cards and/or documents
only for the following cases:

a. Correction _of name due to
naturalization from Filipino
citizenship to foreign
citizenship or vice-versa — any
of the following:

- Certificate of Naturalization

- Identification Certificate issued by
the Philippine Bureau of Immigration

- Any foreign government issued ID
cards and/or documents showing
the new name (e.g. Passport,
Driver’s License)
b. Correction of name due to re-

marriage - new Marriage
Contract/Marriage Certificate

LTO
School / Educational Institution
COMELEC

DFA
Bureau of Immigration
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and any of the following,
whichever is applicable:

- Death Certificate of spouse, if due to

death of previously reported spouse

- Certificate of Finality of
Annulment/Nullity or  annotated
Marriage Contract/Marriage

Certificate, if due to annulled or void
marriage with previously reported
spouse

- Court Order on Declaration of
Presumptive Death, if previously
reported spouse is presumed dead

- Decree of Divorce and Certificate of
Naturalization  (granted  before
divorce) or its equivalent, if due to
divorce with previously reported
spouse

- Certificate of Divorce (OCRG Form
No. 102), if due to divorce of Muslim
member with previously reported
spouse

C. Correction of sex — any of the following,
whichever is applicable:
- Birth Certificate
- Passport
- Member's copy of Personal Record (SS
Forms E-1, RS-1, OW-1, NW-1) duly
received by the SSS where the correct sex
is indicated
- -Court Order granting the petition for
correction of sex, if with erroneous entry of
sex in Birth Certificate

D. Change of Civil Status — any of the following,
whichever is applicable:

1. From single to married
- Marriage Contract /
Certificate
2. From married to legally separated
- Decree of Legal Separation

Marriage

LCRO/PSA

LCRO / PSA

Regional Trial Court (RTC) / LCRO/
PSA

RTC

Sharia Court

187




3. From married to widowed

- Death Certificate of spouse, if due to
death of previously reported spouse

- Court Order on the Declaration of
Presumptive Death, if previously
reported spouse is presumed dead

4. For reversion from married to single

a. If legally married to previously
reported spouse

- Certificate of Finality of
Annulment/Nullity or annotated
Marriage Contract/Marriage
Certificate, if due to annulled or void
marriage with previously reported
spouse

- Decree of Divorce and Certificate of
Naturalization  (granted  before
divorce) or its equivalent, if due to
divorce with previously reported
spouse

- Certificate of Divorce (OCRG Form
No. 102), if due to divorce of Muslim
member with previously reported
spouse

b. If not legally married to previously
reported spouse

- Certificate of No Marriage
(CENOMAR); and

- Affidavit executed by the member
attesting to the fact of the non-
existence of marriage between
him/her and the previously reported
spouse

E. Updating of contact information
- No required documents

F. Updating of bank information — any one of
the following (must be single savings account or
current account only):
- Passbook
- For ATM, machine-validated deposit
slip showing the name and bank

PSA

Concerned Bank
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account number of member

- Any document showing the member’s

name and bank account number

G. Updating of member record status (from
“Temporary” to “Permanent”)

1. Birth Certificate or in its absence, any of the
following ID cards and/or documents:

2.

In

the absence of
cards/documents,
following, both with the correct name and at

Baptismal  Certificate  or its
equivalent

Driver’s License

Passport

Philippine Identification (PhillD) card
PRC card

Seaman’s Book (Seafarer’s

Identification and Record Book)

the above ID
any two (2) of the

least one (1) with date of birth:

Alien Certificate of Registration
ATM card (with cardholder’s name)
Bank Account Passbook

Baptismal Certificate of child/ren or
its equivalent

Birth Certificate of child/ren
Certificate of Confirmation issued by
NCIP

Certificate of Licensure/
Qualification = Documents  from
MARINA

Certificate of Muslim Filipino Tribal
Affiliation

Company ID card

Court Order granting petition for
change of name or date of birth
Credit Card

Firearm License card

Fishworker’s License

GSIS card/Member’s

Officiating Unit / Religious Institution

LTO
DFA
PSA

PRC
MARINA

Bureau of Immigration

Bank

Bank

Officiating Unit / Religious Institution

LCR/PSA

National Commission on Indigenous
Peoples (NCIP)

MARINA

National Commission on Muslim
Filipinos

RTC

Bank / Credit Card Company
PNP

Bureau of Fisheries and Aquatic
Resources (BFAR)

GSIS

HMO
Pag-1BIG Fund

Issuing Homeowners Association
LGU
PRC / Professional Association

189




Record/Certificate of Membership
Health or Medical Card
Pag-IBIG Transaction
Member’s Data Form
Homeowners Association ID card

ID card issued by LGUs

ID card issued by professional
association recognized by PRC
Life Insurance Policy

Marriage Contract/Marriage
Certificate

NBI Clearance

OWWA card
PHIC ID
Record
Police Clearance

Postal ID card

School ID card

Seafarer's Registration Certificate
Senior Citizen card

Student Permit issued by LTO

TIN card

Transcript of Records

Voter's ID card/Affidavit/Certificate
of Registration

card/

card/Member's Data

Insurance Company
LCR/PSA

NBI
OWWA
PHIC

PNP

Philpost

School / Educational Institution
MARINA

LGU

LTO

BIR

School / Educational Institution
COMELEC

Updating of
beneficiary(ies)

dependent(s)/

1. For new/additional
dependent(s)/beneficiary(ies)
a. If spouse - Marriage
Contract/Marriage Certificate, or
a copy of Member Data change
Request form (SS Form E-4) of
the spouse duly received by the
SSS where the name of the
member requesting for update is
reported as the spouse
b. If child/ren — Birth Certificate or
Baptismal Certificate or its
equivalent or Decree of Adoption
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2. For deletion of previously reported
dependent(s)/ beneficiary(ies)
a. If spouse — any of the following
whichever is applicable:

- Decree of Legal Separation,
if legally separated with
previously reported spouse

- Death Certificate of spouse, if
due to death of previously
reported spouse

- Certificate of Finality of
Annulment/Nullity or
annotated Marriage
Contract/Marriage
Certificate, if due to annulled
or void marriage with
previously reported spouse

- Court Order on Declaration of
Presumptive Death, if
previously reported spouse is
presumed dead

- Decree of Divorce and
Certificate of Naturalization
(granted before divorce) or its
equivalent, if due to divorce
with  previously reported
spouse

- Certificate of Divorce (OCRG
Form No. 102), if due to
divorce of Muslim member
with  previously reported
spouse

b. If parent/s

- Death Certificate, if
previously reported parent/s
is/are already dead

c. If other beneficiarylies
- No required documents
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1. Accomplish
Member Data
Change
Request Form
(SS Form E-4)
in two (2)
copies*

None

Filer/Member

2. Getaqueue
number.

Note: Wait for the
number to be called.
Or if the branch is
using automated
branch queuing
system, the number
and the assigned
counter will be flashed
via the display
monitor.

2.1.Issue queue
number.

None

3 minutes

Filer/Member

3. Submit two (2)
copies of SS Form
E-4, together with
the original/
certified true copy
with photocopies
of the supporting
documents and
present the
identification
card/document.

3.1. Receive and
screen the
accomplished SS
Form E-4;
supporting
documents and
identification
card/document.

3.2. Encode the
requested update
(simple
correction).

None

6 minutes

Filer/Member

Jr/Sr. Member
Service
Representative,
SSS
Branch/Foreign/
Service Office
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4. Get/Receive the
following:

duly received

4.1 Issue the
duly received
member’s copy of

None

Filer/Member

member’s copy | the SS Form E-4, 2 minutes Jr/Sr. Member
of the SS Form | supporting Service
E-4, documents, Representative,
e supporting identification SSS
documents and | card/document, Branch/Foreign/
identification and Compliance Service Office
card/document | Letter/Rejection
e Compliance Notice.
Letter/Rejectio
n Notice, if
incomplete or | ¢ Inform the
for rejection. member that
the request
shall be
forwarded to
the
Processing
Center (PC)
for
encoding/proc
essing.
4.2 Collate the
received One (1) Jr/Sr. Member
requests, print workingday | Service
the List of Representative,
Encoded SSS
Requests for Branch/Foreign/

correction and
forward to the
SSO III/CEOQOII.

Note:

Forward the
complex
correction to the
Senior Clerk.

Service Office
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4.3 Prepare the
Transmittal List to
the PC and
forward to SSO
[II/CEOQ Il for
review.

4.4 Review the

following:

e SSSFormE-
4 with the
attachments,

e Listof
Encoded
Requests for
correction,
and/or

e Transmittal
List to PC (for
complex).

4.5 Endorse the
SSS Form E-4
and attachments
to the Branch
Head for
approval and
return to the
Senior Clerk for
Transmittal List to
the PC.

4.6 Receive and
process the
requests for
complex
correction.
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4 hours

1 hour

Five (5)
working days

Sr. Clerk, MSS,
SSS
Branch/Foreign/
Service Office

SSO II/CEO II-
SSS
Branch/Foreign/
Service Office

SSO III/CEO 11-
SSS
Branch/Foreign/
Service Office

Processing
Center
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31. Request for Assistance at the Public Assistance and Complaints Desk

The Public Assistance and Complaints Desk receives requests for assistance on
cases/complaints such as but not limited to: non-reporting/non-remittance of employer
contributions, delay in settlement of benefit claims, refusal of employer to advance
sickness/maternity benefit, discourtesy/misinformation/ unsatisfactory service of SSS
personnel/ employee.

SSS Branch

Simple

G2C - Government to Citizen

All SSS Members

1. For Identification purposes present/submit
one (1) Primary ID card/documentsuchas:

e Unified Multi-Purpose ID (UMID)Card
e Social Security (SS) IDCard SSSorGSIS
e Alien Certificate ofRegistration SSS
e DriversLicense Bureau of Immigration
e License to Own and PossessFirearms Philippine National Police (PNP)
e National Bureau of Investigation (NBI) ZI;:D
Clearance
e Passport . .
e Permitto Carry Firearms Outsideof Department of Foreign Affairs (DFA)

Residence PNP

e Postal IdentityCard

e Seafarer’s ldentification & record Book
(Seaman’s Book)

e Voter's IDCard

Philippine Postal Corporation
Maritime Industry Authority

Commission on Elections

In the absence of a Primary ID
card/document, filer shall submit/present
any two(2) ID cards/documents, both with
signature at least one (1) with photo.

195




Note: Expired ID cards shall only be
acceptable for the following transactions:

Retirement

Disability

Death

Funeral

Pension Administration (ACOP,
Pension Loan &other pension
maintenance)
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2. If representing a member/claimant, Filer/Member
present/submit thefollowing:

e member’s/claimant’s primary ID
card/document or any two (2) ID
cards/documents both with signature at
least one (1) withphoto

e representative’s primary ID
card/document or any two (2) ID
cards/documents both with signature at
least one (1) withphoto

e Letter of Authorization or Special Power
of Attorney from themember/claimant

Supporting Documents

1. If non-reporting/non-remittance of SSS
contributions byEmployer:
e SinumpaangSalaysay (dulynotarized) SSS
e Proof of employment (i.e.payslips, vale Employer (subject of the complaint)
sheets, voucher, company ID, certificate
of employment)

2. If delay in the settlement of benefitclaims:
e Acknowledgmentstub SSS

3. If employer refused to advance the
sickness/maternitybenefit:
 Duly approved Sickness Notification, SSS
Reimbursement Application, Maternity
Notification or Maternity Benefit
Application.
o Certified true copy of child’s birth

certificate, asapplicable Philippine Statistics Authority (PSA) / Local or

Municipal Civil Registrar (LCR or MCR)

4. |If against SSS personnel/employee
(discourtesy, misinformation, unsatisfactory
service):

e Incident report or letter narrating
member’s/claimant’sexperience.

1. Get a queue 1. Issue Queue Number None 1 Minute Member
number and wait Service
for the number to Note: If the Branch is Representative,
be called using an automated Public
gueuing system, the Assistance
gueue number and Desk, Member
the assigned counter Services
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will be flashed via the
display monitor
otherwise, the queue
number shall be
called by the Member

Section (MSS)
of SSS Branch

Service

Representative in-

charge

2. Present IDs 2.1 Receive the None 5 Minutes Member

together with the presented IDs and Service
supporting requirements/ Representative,
documents. supporting Public

documents Assistance

Desk, MSS of
2.2 Interview themember SSS Branch

/ member’s

representative to

identify the nature of

complaint/ assistance

being requested

3. Provide the 3.1 Assess the action None 5 minutes Member
information needed to address Service
required by the the complaint/ Representative,
Public assistance being Public
Assistance Desk requested Assistance
during interview. Desk, MSS of
SSS Branch

If with incomplete reguirements/supporting documents
Inform the filer that the submission of complete requirements/ documents

is necessary.

Return the presented ID Card/s and supporting documents.

If with complete requirements/supporting documents (proceed

t03.2)

3.2 Log the complaint for None 4 minutes Member
referral to the Service
concerned unit Representative,

Public
Assistance
Desk, MSS of
SSS Branch

3.3 Prepare None 5 minutes Member
acknowledgement Service
letter and issue to the Representative,
member/representativ Public
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e and return the Assistance
presented/submitted Desk, MSS of
ID card/s SSS Branch
3.4 Explain to the None 5 minutes Member
member/ member’s Service
representative the Representative,
content of the letter Public
and the action/s that Assistance
shall be taken by the Desk, MSS of
SSS. SSS Branch
4. Receive the 4.1. Scan and forward the None Member
acknowledgement supporting Service
letter and the documents submitted Representative,
presented/submitt by the filer to the Public
ed Ds. MSS Head for referral Assistance
to the concernedunit Desk, MSS of
SSS Branch
4.2 Review and transmit None 2 days MSS Head
the scanned
documents to the
concerned unit
4.3 File the hard copies of None Member
the submitted Service
supporting Representative,
documents for record Public
purposes. Assistance
Desk, MSS of
SSS Branch
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MEMBER ELECTRONIC SERVICES
DEPARTMENT — External Services
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32. Procedure in Filing of SS Sickness Notification (SN) through My.SSS
for Employer

Cash benefit paid to a member for the number of days of inability to work due to
illness/injury.

An Online facility that allows registered Employers to submit their employees’ SS sickness
notification through My.SSS

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Simple

G2B - Government to Business

All qualified Employers registered at My.SSS

My.SSS Employer Account SSS website - https://www.sss.gov.ph
WIFI access or mobile data Internet Service Provider
Logs-in at My.SSS The employer |None None Processed by the
Portal of the SSS log-in page of system
website the SSS
website is
displayed.
Selects the “Submit The system None None Processed by the
Sickness Notification” [(displays the SN System

under the Benefits Tab. |Module.

Fills-in the required The system None None Processed by the
information in the SN |displays the system
screen and click employee’s
“Proceed” to continue. |encoded
sickness
information.
Uploads the required [The system None None Processed by the
supporting documents (displays the System
Medical Certificate screen of the
Hospital/Medical summary of
records if any details,
uploading of
required

201



http://www.sss.gov.ph/
http://www.sss.gov.ph/

supporting
documents, and
certification
portion of
Notification.

Clicks “Certify and
Submit” button to
proceed.

System
generates
transaction
details

SSS shall send
an email
notification of
successful
submission to
both Employer
and Employee
through their
respective email
addresses.

None

None

Processed by the
system

Takes note of

generated transaction
details of successful

submission of SN

None

None

Medical
evaluation of
retrieved claim
from General
Inbox

Employer and
Employee
shall be
notified of the
claim status
through their
respective
email
addresses

Medically
approved SS-
SN claims are
enqueuedto
Employer’s

None

5 days

Medical Specialist,
Medical Evaluation
Center (MS, MEC)
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Notes:

. Applications for SS Sickness benefits must be filed with the Social Security System within
five (5) days from receipt of notification from employee, unless hospitalized, then the
employer is given one (1) year from date of discharge to file both the notification and
reimbursement.

. Arejected claim shall be construed as completion of a process. Compliance by the member
shall be treated as a new transaction and shall be generated a new Transaction Number.

. All successfully filed SS-SN applications shall be enqueued to a General Inbox which shall
be available to all Medical Specialists nationwide.

. The processing time (PT) for SS-SN claim ends once it is medically evaluated, unless the
claim is approved, then the count shall resume upon successful submission of SBRA up to
its settlement.
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33. Procedure in Filing of EC Sickness Notification (SN) through My.SSS
for Employer

Cash benefit paid to a member for the number of days of inability to work due to iliness/injury.

An Online facility that allows registered Employers to submit their employees’ EC sickness
notification through My.SSS

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Simple

G2B - Government to Business

All qualified Employers registered at My.SSS

My.SSS Employer Account
WIFI access or mobile data

SSS website - https://www.sss.gov.ph
Internet Service Provider

Logs-in at My.SSS Employer's log- |[None None Processed by the
Portal of the SSS in page of the system
website SSS website is

displayed.
Selects the “Submit The system None None Processed by the
Sickness Notification” |displays the SN system

under the Benefits Tab. |Module.

Encodes the member’s [The system None None Processed by the
CRN or SS Number, |validates the System
then click “Proceed” to |encoded
continue employee
informationand
displays SN
screen
Fills-in the required The system None None Processed by the
information in the SN |displays the system
screen and clicks employee’s
“Proceed” to continue |encoded
sickness
information
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Uploads the required
supporting documents
Medical Certificate
EC supporting
documents, if Work-
Related is ticked, and
Hospital/Medical
records if any

The system
displays the
screen of the
summary of
details,
uploading of
required
supporting
documents, and
certification
portion of
Notification

None

None

Processed by the
system

None

Clicks “Certify and
Submit” button to
proceed.

System
generates
transaction
details

An email
notification of
successful
submission shall
be sent to both
Employer and
Employee
through their
respective email
addresses.

None

None

Processed by the
system

Takes note of
generated transaction
details of successful
submission of SN

None

None

Medical
evaluation of
retrieved claim
from General
Inbox

The Employer
and Employee
shall be notified
of the claim
status through
their respective
emails

None

5 days

Medical Specialist,
Medical Evaluation
Center (MS, MEC)
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Medically
approved EC-
SN claims are
transmitted
electronically to
the Processing
Center for
direct
settlement to
the member’s
nominated
disbursement
account.

. TOTAL  Nome | 5days |

Notes:

. Applications for EC Sickness benefits must be filed with the Social Security System within
three (3) years from occurrence of illness/injury.

. Arejected claim shall be construed as completion of a process. Compliance by the member
shall be treated as a new transaction and shall be generated a new Transaction Number.

. All successfully filed EC-SN applications shall be enqueued to a General Inbox which shall
be available to all MSs nationwide. In case simultaneously filed, the MS who retrieved either
SN claim shall also evaluate its counterpart.

. The processing time (PT) for EC claim ends once it is medically evaluated, except if the
claim is approved, then the count shall be continuous up to settlement of the claim.
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34. Procedure in Filing of Sickness Benefit Claim Application (SBA)
Through My.SSS Portal for Self-Employed/Voluntary Member/Separated
from Employment

Cash benefit paid to a member for the number of days of inability to work due to iliness/injury.
An Online facility that allows registered Self-employed/Voluntary Members and Member Separated
from Employment to submit their Sickness Benefit Application (SS and EC) through My.SSS

Member Electronic Services Department via My.SSS Portal at
WwWw.SSs.gov.ph

Simple

G2C - Government to Citizen

Any SS member with at least three (3) monthly contributions before
the semester of contingency

Enrollment/Registration of MY.SSS SSS website (www.sss.gov.ph)

Account at the SSS Website

Internet/Wifi Access or Mobile data Internet Service Provider

Pre-requisite for Online filing:

Member must have a disbursement PESONet Participating Banks

account enrolled with SSS through the E-Wallet Participants

Disbursement Account Enroliment Remittance Transfer Companies (RTCs)
Module (DAEM) of the SSS Cash Payout Outlets (CPOs)

\Website since the benefit will be
credited to the member’s disbursement SSS website (Www.sss.gov.ph)
account

Please refer to Annex A for the list of
documentary requirements

Logs-inat My.SSS  [The memberlog-in  [None None Processed by
Portal of the SSS page of the SSS the System
website. website will be

displayed.
Selects the “Submit [The system displays |None None Processed by
Sickness Benefit the SBA Module. the System
Application” under
the Benefits Tab.
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transmitted
electronically to the
Processing Center
for direct
settlement to the
member’s
nominated
disbursement
account.

Fills-in the required  [The system displays [None None Processed by
information in the the SBA screens. the System
SBA screen and
click “Proceed” to
continue.
Upload the required [The system displays [None None Processed by
supporting the summary of the System
documents and click [(details, uploading of
“| certify and submit” [required supporting
button to proceed. |documents, and

certification portion

of SBA.
Take note of the The system None None Processed by
generated transaction|displays the the System
details of the transaction number
successful of the submitted
submission of SBA. SBA.

Email notification

shall be sent to the

client’s registered

email address

Medical evaluation 5 days

of retrieved claim

from General Inbox

Member shall be

notified of the

claim status

through email

Medically

approved SBA None

claims are
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Notes:

. Applications for Sickness benefit for SEVM, OFW, Non-Working Spouse shall be subject to the
respective rule/s on notification of both Social Security System and Employee’s Compensation
Commission.

. A rejected claim shall be construed as completion of a process. Compliance by the member
shall be treated as a new transaction and shall be generated a new Transaction Number.

. All successfully filed SBA shall be enqueued to a General Inbox which shall be available to all
MSs nationwide.

. The processing time (PT) for SBA claim ends once it is medically evaluated, unless the claim
is approved, then the count shall be continuous up to settlement of the claim.
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35. Procedure in Filing of Sickness Benefit Reimbursement Application
(SBRA) through My.SSS for Employer

A sickness benefit is a daily cash allowance paid for the number of days a member is unable
to work due to sickness or injury.

WWW.SSS.gov.ph

Member Electronic Services Department via My.SSS Portal at

Complex

G2B

Enrollment/Registration of MY.SSS
Account at the SSS Website

Internet/Wifi Access or Mobile data
Pre-requisite for Online filing:

Employer and employed member who will
certify/confirm the receipt of advance
payment of sickness benefit must be
registered in the SSS Website

Employer must have a disbursement
account enrolled with SSS thru the
Disbursement Account Enroliment Module
(DAEM) of the SSS Website for crediting
of the benefit to the employer’s
disbursement account.

With approved Sickness Notification (SN)

All employers who have paid in advance the SS sickness benefit
to the qualified employees.

SSS website (www.sss.gov.ph)

Internet Service Provider
SSS website (www.sss.gov.ph)
PESONet Participating Banks
emittance Transfer Companies (RTCs)/Cash

Payout Outlets (CPOs), for Household
Employers only

SSS website (www.sss.gov.ph)

Login at My.SSS The employer log-in | None None Employer
Portal of the SSS page of SSS
Website. website will be
displayed.
Under the Benefits The system None None Employer
Tab click “Submit SS | displays the page
Sickness Benefit to enter employee’s
Reimbursement SSS Number.
Application (SBRA)”
Fill-in the The system None None Employer
employee’s SSS displays the list of
Number in the SS approved sickness
Sickness Benefit notification of the
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Reimbursement

employee for filing

Application and click | of Sickness
“Search” button. Reimbursement
Benefit.
Choose the Claim The system None None Employer
Reference Number | displays the
of approved information of
sickness notification | members approved
and click “Proceed” | sickness
button. notification.
Fill-in the required None None Employer
information needed
in the Sickness
Benefit
Reimbursement
Application screen
and click the
“Certification” tick
box to certify that the
information are true
and correct and click
“Submit” button to
continue submission.
Confirm the 6.1 On-screen None None Employer

submitted sickness
reimbursement thru
online by clicking the
“OK” informing that
this action will send
the supplied
information to the
system for
processing of benefit
disbursement.

message
appears that
the SS SBRA
is successfully
submitted with
Transaction
Reference
Number (TRN),
date and time.

System generates
email notification
indicating the
details of the
successfully
submitted SBRA
with TRN, date, and
time.

System generates
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notice of
confirmation for the
employee on the
amount of sickness
benefit advanced

by ER.

Processing of None 7 days Processor/SSO

SBRA and /CEO Il

issuance of LOI. SMEC Section,
Processing
Center (PC)

Treasury Division
Note:

Processing of
SBRA shall start
upon confirmation
of employee on the
receipt of advance
payment of
sickness benefit.
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36. Procedure in Filing of Adjustment of SS Sickness Benefit
through My.SSS Portal for Employer

Request for adjustment is done by employer who was paid less based on SSS
computation or who has paid the employee a lesser amount than the actual amount
of sickness benefit.

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Complex

G2B

All employers who paid in advance the amount of sickness
benefit to the qualified employee but were paid less by SSS or
have paid lesser amount to the employee.

1. Enrollment/Registration of My.SSS SSS website (www.sss.gov.ph)
Account at the SSS Website.
2. Internet/Wifi Access or Mobile data Internet Service Provider
3. Pre-requisite for Online filing:
e Employer and employed SSS website (www.sss.gov.ph)

member who will certify/confirm
the receipt of advance payment
of sickness benefit must be
registered in the SSS Website

e Employer must have a PESONet Participating Banks
disbursement account Remittance Transfer Companies
enrolled with SSS thru the (RTCs)/Cash Payout Outlets (CPOSs), for
Disbursement Account Household Employers only

Enroliment Module (DAEM) of
the SSS Website for crediting of

the benefit to the employer’s _
disbursement account. SSS website (www.sss.gov.ph)

4. Proof of advanced payment of
benefit to employee.

1.Login at My.SSS | 1. The employer | None None Employer
Portal of the log-in page of
SSS Website. SSS website
will be
displayed.
2. Select the 2. The system None None Employer
“‘Adjustment SS displays the
Sickness Benefit Adjustment of
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Reimbursement
Application”
under Benefits
Tab.

SBRA
Module.

3. Fill-in the 3. The system None None Employer
required displays the
information in Adjustment of
the Adjustment SBRA
of SBRA screen Module.
including the
selected reason
for adjustment
and click
“Proceed” to
continue.

4. Upload the 4. The system None None Employer
required displays the
supporting screen on the
documents and summary of
click “I certify details and
and submit” uploading of
button to required
proceed. supporting

documents
and
certification
portion of
Adjustment of
SBRA.

5. Take note of the | 5.1 The system None None Employer
generated displays the
transaction transaction
details of number of
successful submitted
submission of adjustment for
Adjustment of SBRA. SSS

SBRA.

shall send an
email
notification to
registered
email address
of client.

5.2 System
generates
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notice of
confirmation

for the
amount of
sickness
benefit
advanced by
ER.
5.3Processing of | None 7 days Processor/SSO
request for I/CEOII
adjustment for SMEC Section,
SBRA and Processing
issuance of Center (PC)
LOI. Treasury Division
Note:

Processing of
SBRA shall start
upon
confirmation of
employee on the
receipt of
advance
payment of
sickness benefit.
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37. Procedure in Filing of Member Request for Adjustment of SS
Sickness Benefit Claim through My.SSS Portal for Self-Employed
(SE)/Voluntary Member (VM)/Member Separated from Employment

Request for adjustment is done by member who was paid less by SSS.

Member Electronic Services Department via My.SSS Portal
at www.sss.gov.ph

Complex

G2C

All SE/VM/Members Separated from employment who were
paid less by SSS.

1. Enrollment/Registration of My.SSS SSS website (www.sss.gov.ph)
Account at the SSS Website.
2. Member must have a disbursement Internet Service Provider

account enrolled with SSS thru the
Disbursement Account Enroliment
Module (DAEM) of the SSS Website
for crediting of the benefit.

3. Internet/Wifi Access or Mobile data

1. Login at My.SSS 1.The Member |None None Member
Portal of the SSS log-in page
Website. of SSS
website will
be
displayed.
2. Select the 2.The system |None None Member
“‘Adjustment SS displays the
Sickness Benefit Adjustment
Application” under of SBA
Benefits Tab. Module.
3. Fill-in the required | 3. The system |[None None Member
information in the displays
Adjustment of SBA the
screen including the Adjustment
selected reason for of SBA
adjustment and click Module.
“Proceed” to
continue.

216



http://www.sss.gov.ph/
http://www.sss.gov.ph/

4. Upload the required
supporting
documents and click
“I certify and submit”
button to proceed.

4. The system
displays
the screen
on the
summary
of details
and
uploading
of required
supporting
documents
and
certification
portion of
Adjustment
of SBA.

None

None

Member

5. Take note of the
generated
transaction details
of successful
submission of
Adjustment of SBA.

5. The system
displays
the
transaction
number of
submitted
adjustment
for SBA.
SSS shall
send an
email
notification
to
registered
email
address of
client.

None

None

Member

6. Processing
of request
for
adjustment
for SBA
and
issuance of
LOL.

None

7 days

Processor/SSO
IHI/CEO Il

SMEC Section
Processing

Center (PC)

Treasury Division
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38. Procedure in Filing of Maternity Notification (MN) through
My.SSS Portal for Employer and Self-Employed (SE)/Voluntary
Member (VM)

The Maternity Notification must be filed with SSS prior to contingency as a
requirement in the availment of maternity benefit.

Member Electronic Services Department via My.SSS Portal
at www.sss.gov.ph

Simple

G2C — Government to Citizen

G2B — Government to Business

All Qualified Employers/Members registered at My.SSS

1. My.SSS account user ID and password. | Member/Employer
2. WIFI access Internet Service Provider
1. Login at 1. The Member | None 5 minutes Employer/
My.SSS Portal log-in page Member
of the SSS of the SSS _
Website. website will SSS website
. (Www.SSs.gov.p
be displayed. h)
2. Select Maternity 2. My.SSSwill  [None None
Notification from display the
the Transaction Maternity
type of the Main Notification
Menu module
3. Fill-in the required None None
information in the
maternity
notification screen
and click “Submit”
button
4. Copy the 4. My.SSS will  |None None
transaction number send an
issued as proof of email to the
the maternity Member
notification indicating the
submitted online transaction
details of the
submitted
maternity
notificatio
n.
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5. Print the None None

acknowledgeme
nt page or the
email notification
sent to

you.
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39. Filing Of Maternity Benefit Reimbursement Application (MBRA)
Through SSS Web For Employers (Non-Medical Claim)

Maternity benefit is granted to a female member who was unable to work due to
childbirth, miscarriage or emergency termination of pregnancy.

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Complex

G2B

All employers who have paid in advance the amount of
maternity benefit to the qualified female employee and
registered at My.SSS

1. Enrollment/Registration of MY.SSS SSS website (www.sss.gov.ph)
Account at the SSS Website

2. Internet/Wifi Access or Mobile data Internet Service Provider

3. Pre-requisite for Online filing:
e Employer and employed member SSS website (www.sss.gov.ph)

who will certify/confirm the receipt
of advance payment of maternity
benefit must be registered in the

SSS Website

e Employer must have a PESONet Participating Banks
disbursement account enrolled Remittance Transfer Companies
with SSS thru the Disbursement (RTCs)/Cash Payout Outlets (CPOs), for
Account Enrollment Module Household Employers only

(DAEM) of the SSS Website for
crediting of the benefit to the
employer’s disbursement account. SSS website (www.sss.gov.ph)

e Member must have successfully
submitted her Maternity
Notification (MN) prior to the date
of delivery. The MN which is to be
filed via the member's registered
My.SSS online account should be
properly acknowledged and
received by the System as a
requirement in the filing of the
Maternity Benefit Application after
the member's delivery date.

Please refer to Annex A for the list of
documentary requirements.
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notification to
registered email
address of
client.

NOTE: The
receipt of the
advance

1. Log-in at My.SSS 1. The employer None None Employer
Portal of the SSS log-in page of
website. the SSS
website will be
displayed.
2. Select the “Submit | 2. The system None None Employer
Maternity Benefit displays the
Reimbursement MBRA Module.
Application” under the
Benefits Tab.
3. Fill-in the required 3.The system None None Employer
information in the displays the
MBRA screen and screens of
click “Proceed” to MBRA.
continue.
4. Upload the required | 4. The system None None Employer
supporting documents | displays the
and click “I certify and | screen on the
submit” button to summary of
proceed. details and
uploading of
required
supporting
documents and
certification
portion of
MBRA.
5. Take note of the 5. The system None None Employer
generated transaction | displays the
details of successful transaction
submission of MBRA. | number of
submitted
MBRA and
sends email
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payment shall
be
confirmed/certifi
ed by the
employee within
seven (7) days
from the date
email was sent

by SSS.
6. Processing of None 7 days Claims
MBRA and Processor
issuance of LOI N/CEO I
SMEC
Section, PC
Treasury
Division
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ANNEX A

LIST OF DOCUMENTARY REQUIREMENTS

I. For contingencies that occurred on or after 11 March 2019, or the effectivity date
of Republic Act No. (RA) 11210 or the Expanded Maternity Leave Law (EMLL)

A. The female member or employer shall be required to submit online the scanned copy
of the original (colored) or certified true copy with good image quality of the following
supporting documents, whichever is applicable:

1. For live childbirth (normal or caesarian) — Any of the following:

a. Child’'s Certificate of Live Birth (CLB)/Certificate of Death (COD) duly

b.

registered with the Local Civil Registrar (LCR) with corresponding Official
Receipt (OR), or Acknowledgement Receipt (AR) issued by the LCR, if the
filing date of MBA/MBRA is within six (6) months from the date of delivery; or

Child’s CLB/COD issued by the Philippine Statistics Authority (PSA) with
corresponding OR or AR if the filing date of MBA/MBRA is beyond six (6)
months from the date of delivery; or

Report of Child’s Birth/Death issued by the Philippine Embassy/ Consulate
General/PSA, or its equivalent document issued in a foreign country with
English translation, if applicable.

2. For stillbirth or fetal death —Any of the following:

a.

Certificate of Fetal Death (COFD) duly registered with the LCR with
corresponding OR or AR issued by the LCR, if filing date of MBA/MBRA is
within six (6) months from the date of delivery; or

COFD issued by PSA with corresponding OR or AR if filing date of MBA/MBRA
is beyond six (6) months from the date of delivery; or

COFD issued by the Philippine Embassy/Consulate General/PSA, or its
equivalent document issued in a foreign country with English translation, if
applicable.

3. For miscarriage, emergency termination of pregnancy (ETP), ectopic
pregnancy or hydatidiform mole — The following documents shall be required
for submission:

a.

Any of the following proofs of pregnancy:

i. Result of pregnancy test duly signed by a physician/municipal health officer;
or

ii. Result of other diagnostic tests with the corresponding report duly signed
by a physician, which may include any of the following:
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(a) Ultrasound,;
(b) Blood Pregnancy test (Beta HCG); or
(c) Early Pregnancy factor; and

b. Any of the following proofs of termination of pregnhancy duly signed by a
physician:
v. Pregnancy test result;
vi. Ultrasound result;
vii. Histopathological Report; or
viii.Operating Room Record (ORR); and

c. Any of the following medical documents duly signed by a physician:
iv. Medical Certificate;
v. Records of Consultation; or
vi. Clinical Abstract/Discharge Summary.

B. For specific maternity case or circumstance of the female member or employer, the
following are the additional rules and/or required supporting documents (i.e., scanned
copy of the colored original or certified true copy with good image quality), whichever
is applicable:

1. For maternity contingencies that occurred locally

a. Medical documents that are electronically issued must be submitted together
with the Official Receipt of the procedure.

b. The physician’s name and Professional Regulation Commission (PRC) license
number must be indicated in the medical documents.

2. For maternity contingencies that occurred abroad

a. Medical documents that are issued in the foreign country must be submitted
with English translation, if applicable.

b. Authentication by the Philippine Embassy/Consulate General or notary public
in the foreign country, or issuance of apostille by a Foreign
Ministry/Embassy/Consulate, for any supporting document shall not be
required.

3. For qualified Solo Parents under RA 8972 or the Solo Parents’ Welfare Act of
2000

a. Any of the following documents issued by the Local Government Unit (LGU)
and signed by the Social Worker and the City/Municipal Mayor shall be required
for submission:

i. Valid Solo Parent ID; or
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ii. Certification/e-Certification of eligibility of the Solo Parent, if the ID is not yet
available.

The date of delivery must be within the validity period of the Solo Parent
ID/Certification/e-Certification of Eligibility, except for first-time solo parent
whose document must have been issued within six (6) months from the date of
delivery.

Certification/e-Certification of eligibility must contain all the necessary details
as reflected in the Solo Parent ID (e.g., name and address of solo parent, date
of validity/issuance, name and date of birth of child/ren).

4. For Self-employed (SE)/Voluntary (VM)/Overseas Filipino Worker (OFW)
members who were previously employed, or members already separated
from employment — The following documents shall be required for submission,
whichever is applicable:

a.

If the delivery/miscarriage/ETP occurs within the employment period or within
six_(6) months from her date of separation from employment: Certificate of
Separation from Employment indicating the effective date of separation and
that no advance payment was granted by the employer.

If member cannot secure Certificate of Separation from Employment: Affidavit
of Undertaking Form duly administered by the SSS branch official/employee or
foreign representative authorized as administering officer, indicating the
effective date of separation from employment and that no advance payment
was granted by the employer, provided that the reason for separation is any of
the following:

i. Company is on strike;

ii. Company has been dissolved or has ceased operation;

iii. There is a pending case before a court regarding the member’s separation
from employment;

iv. Member is on Absence Without Official Leave (AWOL) or has strained
relations with the employer;

v. Member’s current address is more than 30 kilometers from the employer’s
address; or

vi. Member’s record from her former employer is no longer available.
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5. For employers who already paid the maternity benefit in advance to their

female employees but cannot provide the required documents under Section
I.LA since said employees did not return or report back to work after
childbirth/miscarriage/ETP or are already separated from employment or
deceased

a. The following documents shall be required for submission, whichever is
applicable:

i. Any medical document issued by the hospital/medical facility indicating live
childbirth; or_proof of pregnancy or any medical document issued by the
hospital/medical facility indicating miscarriage/ETP; and

ii. Certification from the employer that the employee did not return or report
back to work after childbirth/miscarriage/ETP, or that the employee is
already separated from employment; or deceased employee’s COD issued
by the PSA or LCR; and

iii. Any of the following proofs of advance payment by the employer of the SSS
maternity benefit of the female member:

3) Cash voucher or relevant document indicating receipt of advance
payment signed by the member; or

4) Proof of credit or transfer to the member's bank account with
corresponding pay slip or relevant document indicating the advance
payment.

b. For employers who cannot provide the child’'s CLB/COD or any medical
document issued by the hospital/medical facility indicating live childbirth, the
reimbursement shall only correspond to sixty (60) days of maternity benefit for
miscarriage/ETP or still birth/fetal death.

. For female members or employers filing for adjustment of settled maternity
benefits since the allocated leave credits were not used due to
unemployment/separation from employment of the child’s father or qualified
alternate caregiver —The following documents shall be required for submission,
whichever is applicable:

a. If unemployed prior to and during the period of maternity leave: Duly notarized
affidavit signed by the child’s father or qualified alternate caregiver stating that
he/she is unemployed prior to and during the period of maternity leave;

b. If the date of separation is prior to the date of delivery of the member: Certificate
of Separation from Employment issued by the employer of the child’s father or
qualified alternate caregiver indicating the effective date of separation; or

c. Ifthe date of separation is after the date of delivery of the member: Certificate/s
issued by the employer of the child’s father or qualified alternate caregiver
indicating the effective date of separation and that the maternity leave credits
allocated by the member were not used.
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For contingencies that occurred prior to 11 March 2019, or the effectivity date of
RA 11210 or the EMLL

The female member or employer shall be required to submit online the same supporting
documents as enumerated under Section | above. The following additional rules for
caesarian delivery shall also apply:

A. Any of the following documents issued by the hospital/medical facility indicating the

type of delivery:

oOuALNE

7.

. Operating room record (ORR);

Surgical memorandum;

Discharge summary report;

Medical/Clinical abstract;

Delivery report;

Detailed invoice showing applicable charges, only if the caesarian delivery
occurred abroad; or

Similar medical documents.

B. For employers who already paid the maternity benefit in advance to their female
employees but cannot provide the above-mentioned additional supporting document
since said employees did not return or report back to work after childbirth, or are
already separated from employment or deceased, the reimbursement shall only
correspond to sixty (60) days of maternity benefit for normal delivery.
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40. Filing of Maternity Benefit Reimbursement Application (MBRA) through
My.SSS Portal for Employers (Medical Claim)

Maternity benefit is granted to a female member who was unable to work due to miscarriage or

emergency termination of pregnancy (ETP).

My.SSS Portal at www.sss.qgov.ph

Highly Technical

G2B

1. Enrollment/Registration of MY.SSS

Account at the SSS Website

2. Internet/Wifi Access or Mobile data
3. Pre-requisite for Online filing:

e Employer and employed member
who will certify/confirm the
receipt of advance payment of
maternity benefit must be
registered in the SSS Website

e Employer must have a
disbursement account enrolled
with SSS thru the Disbursement
Account Enrollment Module
(DAEM) of the SSS Website for
crediting of the benefit to the
employer’s disbursement
account.

e Member must have successfully
submitted her Maternity
Notification (MN) prior to the date
of delivery. The MN which is to
be filed via the member's
registered My.SSS online
account should be properly
acknowledged and received by
the System as a requirement in
the filing of the Maternity Benefit
Application after the member's
delivery date.

Please refer to Annex A for the list of

documentary requirements.

All employers who have paid in advance the amount of maternity
benefit to the qualified female employee and registered at My.SSS

Remittance Transfer Companies (RTCs)/Cash
Payout Outlets (CPOs), for Household Employers

SSS website (www.Ssss.gov.ph)

Internet Service Provider

SSS website (www.sss.gov.ph)

PESONet Participating Banks

only

SSS website (www.sss.gov.ph)
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|L§1

generated
transaction details of
successful
submission of
MBRA.

displays the
transaction
number of
submitted MBRA
and sends email
notification to
registered email
address of client.

NOTE: The
receipt of the
advance
payment shall be
confirmed/certifie
d by the
employee within

1. Log-in at My.SSS | 1. The employer None None Employer
Portal of the SSS log-in page of
website. the SSS website
will be displayed.
2. Select the 2. The system None None Employer
“Submit Maternity displays the
Benefit MBRA Module.
Reimbursement
Application” under
the Benefits Tab.
3. Fill-in the required | 3. The system None None Employer
information in the displays the
MBRA screen and screens of
click “Proceed” to MBRA.
continue.
4. Upload the 4. The system None None Employer
required supporting | displays the
documents and click | screen on the
“I certify and submit” | summary of
button to proceed. details and
uploading of
required
supporting
documents and
certification
portion of MBRA.
5. Take note of the | 5. The system None None Employer

229




\

seven (7) days
from the date
email was sent

by SSS.
6. Medical None 20 days Medical Specialist
evaluation and Medical Evaluation
processing of Center (MEC), SSS
MBRA and Branch Office;
issuance of LOI

Claims

Processor lll

SMEC Section, PC

Treasury Division

230



ANNEX A

LIST OF DOCUMENTARY REQUIREMENTS

I. For contingencies that occurred on or after 11 March 2019, or the effectivity date
of Republic Act No. (RA) 11210 or the Expanded Maternity Leave Law (EMLL)

A. The female member or employer shall be required to submit online the scanned copy
of the original (colored) or certified true copy with good image quality of the following
supporting documents, whichever is applicable:

1. For live childbirth (normal or caesarian) — Any of the following:

a.

Child’s Certificate of Live Birth (CLB)/Certificate of Death (COD) duly registered
with the Local Civil Registrar (LCR) with corresponding Official Receipt (OR),
or Acknowledgement Receipt (AR) issued by the LCR, if the filing date of
MBA/MBRA is within six (6) months from the date of delivery; or

Child’s CLB/COD issued by the Philippine Statistics Authority (PSA) with
corresponding OR or AR if the filing date of MBA/MBRA is beyond six (6)
months from the date of delivery; or

Report of Child’s Birth/Death issued by the Philippine Embassy/ Consulate
General/PSA, or its equivalent document issued in a foreign country with
English translation, if applicable.

2. For stillbirth or fetal death —Any of the following:

a.

Certificate of Fetal Death (COFD) duly registered with the LCR with
corresponding OR or AR issued by the LCR, if filing date of MBA/MBRA is
within six (6) months from the date of delivery; or

COFD issued by PSA with corresponding OR or AR if filing date of MBA/MBRA
is beyond six (6) months from the date of delivery; or

COFD issued by the Philippine Embassy/Consulate General/PSA, or its
equivalent document issued in a foreign country with English translation, if
applicable.

3. For miscarriage, emergency termination of pregnancy (ETP), ectopic
pregnancy or hydatidiform mole — The following documents shall be required
for submission:

a.

Any of the following proofs of pregnancy:

i. Result of pregnancy test duly signed by a physician/municipal health officer;
or

ii. Result of other diagnostic tests with the corresponding report duly signed
by a physician, which may include any of the following:
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(a) Ultrasound,;
(b) Blood Pregnancy test (Beta HCG); or
(c) Early Pregnancy factor; and

b. Any of the following proofs of termination of pregnhancy duly signed by a
physician:
i. Pregnancy test result;
ii. Ultrasound result;
iii. Histopathological Report; or
iv. Operating Room Record (ORR); and

c. Any of the following medical documents duly signed by a physician:
I. Medical Certificate;
ii. Records of Consultation; or
ii. Clinical Abstract/Discharge Summary.

B. For specific maternity case or circumstance of the female member or employer, the
following are the additional rules and/or required supporting documents (i.e., scanned
copy of the colored original or certified true copy with good image quality), whichever
is applicable:

1. For maternity contingencies that occurred locally

a. Medical documents that are electronically issued must be submitted together
with the Official Receipt of the procedure.

b. The physician’s name and Professional Regulation Commission (PRC) license
number must be indicated in the medical documents.

2. For maternity contingencies that occurred abroad

a. Medical documents that are issued in the foreign country must be submitted
with English translation, if applicable.

b. Authentication by the Philippine Embassy/Consulate General or notary public
in the foreign country, or issuance of apostille by a Foreign
Ministry/Embassy/Consulate, for any supporting document shall not be
required.

3. For qualified Solo Parents under RA 8972 or the Solo Parents’ Welfare Act of
2000

a. Any of the following documents issued by the Local Government Unit (LGU)
and signed by the Social Worker and the City/Municipal Mayor shall be required
for submission:

i. Valid Solo Parent ID; or
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ii. Certification/e-Certification of eligibility of the Solo Parent, if the ID is not yet
available.

The date of delivery must be within the validity period of the Solo Parent
ID/Certification/e-Certification of Eligibility, except for first-time solo parent
whose document must have been issued within six (6) months from the date of
delivery.

Certification/e-Certification of eligibility must contain all the necessary details
as reflected in the Solo Parent ID (e.g., name and address of solo parent, date
of validity/issuance, name and date of birth of child/ren).

4. For Self-employed (SE)/Voluntary (VM)/Overseas Filipino Worker (OFW)
members who were previously employed, or members already separated
from employment — The following documents shall be required for submission,
whichever is applicable:

a.

If the delivery/miscarriage/ETP occurs within the employment period or within
six_(6) months from her date of separation from employment: Certificate of
Separation from Employment indicating the effective date of separation and
that no advance payment was granted by the employer.

If member cannot secure Certificate of Separation from Employment: Affidavit
of Undertaking Form duly administered by the SSS branch official/employee or
foreign representative authorized as administering officer, indicating the
effective date of separation from employment and that no advance payment
was granted by the employer, provided that the reason for separation is any of
the following:

i. Company is on strike;

ii. Company has been dissolved or has ceased operation;

iii. There is a pending case before a court regarding the member’s separation
from employment;

iv. Member is on Absence Without Official Leave (AWOL) or has strained
relations with the employer;

v. Member’s current address is more than 30 kilometers from the employer’s
address; or

vi. Member’s record from her former employer is no longer available.
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5. For employers who already paid the maternity benefit in advance to their

female employees but cannot provide the required documents under Section
I.LA since said employees did not return or report back to work after
childbirth/miscarriage/ETP or are already separated from employment or
deceased

a. The following documents shall be required for submission, whichever is
applicable:

i. Any medical document issued by the hospital/medical facility indicating live
childbirth; or_proof of pregnancy or any medical document issued by the
hospital/medical facility indicating miscarriage/ETP; and

ii. Certification from the employer that the employee did not return or report
back to work after childbirth/miscarriage/ETP, or that the employee is
already separated from employment; or deceased employee’s COD issued
by the PSA or LCR; and

iii. Any of the following proofs of advance payment by the employer of the SSS
maternity benefit of the female member:

5) Cash voucher or relevant document indicating receipt of advance
payment signed by the member; or

6) Proof of credit or transfer to the member's bank account with
corresponding pay slip or relevant document indicating the advance
payment.

b. For employers who cannot provide the child’'s CLB/COD or any medical
document issued by the hospital/medical facility indicating live childbirth, the
reimbursement shall only correspond to sixty (60) days of maternity benefit for
miscarriage/ETP or still birth/fetal death.

. For female members or employers filing for adjustment of settled maternity
benefits since the allocated leave credits were not used due to
unemployment/separation from employment of the child’s father or qualified
alternate caregiver —The following documents shall be required for submission,
whichever is applicable:

a. If unemployed prior to and during the period of maternity leave: Duly notarized
affidavit signed by the child’s father or qualified alternate caregiver stating that
he/she is unemployed prior to and during the period of maternity leave;

b. If the date of separation is prior to the date of delivery of the member: Certificate
of Separation from Employment issued by the employer of the child’s father or
qualified alternate caregiver indicating the effective date of separation; or

c. Ifthe date of separation is after the date of delivery of the member: Certificate/s
issued by the employer of the child’s father or qualified alternate caregiver
indicating the effective date of separation and that the maternity leave credits
allocated by the member were not used.
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For contingencies that occurred prior to 11 March 2019, or the effectivity date of
RA 11210 or the EMLL

The female member or employer shall be required to submit online the same supporting
documents as enumerated under Section | above. The following additional rules for
caesarian delivery shall also apply:

A. Any of the following documents issued by the hospital/medical facility indicating the

type of delivery:

oOuALNE

7.

. Operating room record (ORR);

Surgical memorandum;

Discharge summary report;

Medical/Clinical abstract;

Delivery report;

Detailed invoice showing applicable charges, only if the caesarian delivery
occurred abroad; or

Similar medical documents.

B. For employers who already paid the maternity benefit in advance to their female
employees but cannot provide the above-mentioned additional supporting document
since said employees did not return or report back to work after childbirth, or are
already separated from employment or deceased, the reimbursement shall only
correspond to sixty (60) days of maternity benefit for normal delivery.
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41. Procedure in Filing of Adjustment of Maternity Benefit through My.SSS
Portal for Employers

Request for adjustment is done by employer who was paid less based on SSS computation or
who has paid the employee a lesser amount than the actual amount of maternity benefit.

My.SSS Portal at www.sss.gov.ph

Complex

G2B

All employers who have paid in advance the amount of maternity

1. Enrollment/Registration of MY.SSS
Account at the SSS Website
2. Internet/Wifi Access or Mobile data

Please refer to Annex A for the list of
documentary requirements.

benefit to the qualified female employee but were paid less by SSS.

SSS website (www.sss.gov.ph)

Internet Service Provider

1. Log-in at My.SSS | 1. The employer None None Employer
Portal of the SSS log-in page of
website. the SSS website
will be displayed.
2. Select the 2. The system None None Employer
“Submit Maternity displays the
Benefit MBRA Module.
Reimbursement
Application” under
the Benefits Tab.
3. Fill-in the required | 3. The system None None Employer
information in the displays the
MBRA screen and screens of
click “Proceed” to MBRA.
continue.
4. Upload the 4. The system None None Employer
required supporting | displays the
documents and click | screen on the
“I certify and submit” | summary of
button to proceed. details and
uploading of
required
supporting
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documents and

certification
portion of MBRA.
5. Take note of the 5. The system None None Employer
generated displays the
transaction details of | transaction
successful number of
submission of submitted MBRA
MBRA. and sends email

notification to
registered email
address of client.

NOTE: The
receipt of the
advance
payment shall be
confirmed/certifie
d by the
employee within
seven (7) days
from the date
email was sent

by SSS.
6. Medical None 20 days Medical Specialist
evaluation and Medical Evaluation
processing of Center (MEC), SSS
MBRA and Branch Office;
issuance of LOI

Claims

Processor il

SMEC Section, PC

Treasury Division
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ANNEX A

LIST OF DOCUMENTARY REQUIREMENTS

The employer shall be required to submit online the scanned copy of the original
(colored) or certified true copy with good image quality of the following supporting
documents, whichever is applicable:

Reason for Required Documentary Requirements
Adjustment

1. Member is qualified as a. Any of the following documents issued by the Local
Solo Parent Government Unit (LGU) and signed by the Social Worker

and the City/Municipal Mayor shall be required for

submission:

I. Valid Solo Parent ID; or

ii. Certification/e-Certification of eligibility of the Solo
Parent, if the ID is not yet available.

b. The date of delivery must be within the validity period of
the Solo Parent ID/Certification/e-Certification of
Eligibility, except for first-time solo parent whose
document must have been issued within six (6) months
from the date of delivery.

c. Certification/e-Certification of eligibility must contain all
the necessary details as reflected in the Solo Parent ID
(e.g., name and address of solo parent, date of
validity/issuance, name and date of birth of child/ren).

2. Correction of Type of
Claim from Normal to
Caearian Section
Delivery

Any of the following documents issued by the
hospital/medical facility indicating the type of delivery:
Operating room record (ORR);

Surgical memorandum;

Discharge summary report;

Medical/Clinical abstract;

Delivery report;

Detailed invoice showing applicable charges, only if the
caesarian delivery occurred abroad; or

7. Similar medical documents.

ok wnE

3. Correction of approved
number of days from 60
(normal delivery) or 78
(Caesarian Section
Delivery) to 105 days

Any of the following:

a. Child’s Certificate of Live Birth (CLB)/Certificate of Death
(COD) duly registered with the Local Civil Registrar (LCR)
with  corresponding  Official Receipt (OR), or
Acknowledgement Receipt (AR) issued by the LCR, if the
filing date of MBA/MBRA is within six (6) months from the
date of delivery; or
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b.

Child’s CLB/COD issued by the Philippine Statistics
Authority (PSA) with corresponding OR or AR if the filing
date of MBA/MBRA is beyond six (6) months from the date
of delivery; or

Report of Child’s Birth/Death issued by the Philippine
Embassy/ Consulate General/PSA, or its equivalent
document issued in a foreign country with English
translation, if applicable.

4. Allocated leave credits

not wused due to
separation from
employment of the
child’s father or
qualified alternate
caregiver

The following documents shall be

required for

submission, whichever is applicable:

a.

If unemployed prior to and during the period of maternity
leave: Duly notarized affidavit signed by the child’s father
or qualified alternate caregiver stating that he/she is
unemployed prior to and during the period of maternity
leave;

If the date of separation is prior to the date of delivery of
the member: Certificate of Separation from Employment
issued by the employer of the child’s father or qualified
alternate caregiver indicating the effective date of
separation; or

If the date of separation is after the date of delivery of the
member: Certificate/s issued by the employer of the child’s
father or qualified alternate caregiver indicating the
effective date of separation and that the maternity leave
credits allocated by the member were not used.
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42. Procedure in Filing of Maternity Benefit Claim Application through
My.SSS Portal for Self-Employed/Voluntary Member/Member Separated
from Employment (Non-Medical Claim)

Maternity benefit is granted to a female member who was unable to work due to childbirth.

My.SSS Portal at www.sss.gov.ph

Complex

G2C

w N

e Member

Account
(DAEM) of the

employer’s
account.

1. Enrollment/Registration of MY.SSS
Account at the SSS Website
Internet/Wifi Access or Mobile data
Pre-requisite for Online filing:

must have a
disbursement account enrolled
with SSS thru the Disbursement
Enroliment

Module
SSS Website for

crediting of the benefit to the

disbursement

Please refer to Annex A for the list of
documentary requirements.

All qualified female members registered at My.SSS.

SSS website (www.sss.gov.ph)

Internet Service Provider

PESONet Participating Banks

E-Wallet Participants

Remittance Transfer Companies (RTCs)
Cash Payout Outlets (CPOs)

SSS website (www.sss.gov.ph)

1. Log-in at My.SSS | 1. The member None None Member
Portal of the SSS log-in page of
website. the SSS website
will be displayed.
2. Select the “Apply | 2. The system None None Member
for Maternity displays the
Benefit” under the MBA Module.
Benefits Tab.
3. Fill-in the required | 3. The system None None Member
information in the displays the
MBA screen and screens of MBA.
click “Proceed” to
continue.
4. Upload the 4. The system None None Member
required supporting | displays the
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documents and click
“I certify and submit”
button to proceed.

screen on the
summary of
details and
uploading of
required
supporting
documents and
certification
portion of MBA.

5. Take note of the
generated
transaction details of
successful
submission of MBA.

5. The system
displays the
transaction
number of
submitted MBA
and sends emalil
notification to
registered email
address of client.

None

None

Member

6. Processing of
MBA and
issuance of LOI

None

7 days

Claims Processor
II/CEO Il
SMEC Section, PC

Treasury Division
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ANNEX A

LIST OF DOCUMENTARY REQUIREMENTS

I. For contingencies that occurred on or after 11 March 2019, or the effectivity date
of Republic Act No. (RA) 11210 or the Expanded Maternity Leave Law (EMLL)

A. The female member or employer shall be required to submit online the scanned copy
of the original (colored) or certified true copy with good image quality of the following
supporting documents, whichever is applicable:

1. For live childbirth (normal or caesarian) — Any of the following:

a.

Child’s Certificate of Live Birth (CLB)/Certificate of Death (COD) duly
registered with the Local Civil Registrar (LCR) with corresponding Official
Receipt (OR), or Acknowledgement Receipt (AR) issued by the LCR, if the
filing date of MBA/MBRA is within six (6) months from the date of delivery; or

Child’s CLB/COD issued by the Philippine Statistics Authority (PSA) with
corresponding OR or AR if the filing date of MBA/MBRA is beyond six (6)
months from the date of delivery; or

Report of Child’s Birth/Death issued by the Philippine Embassy/ Consulate
General/PSA, or its equivalent document issued in a foreign country with
English translation, if applicable.

2. For stillbirth or fetal death —Any of the following:

a.

Certificate of Fetal Death (COFD) duly registered with the LCR with
corresponding OR or AR issued by the LCR, if filing date of MBA/MBRA is
within six (6) months from the date of delivery; or

COFD issued by PSA with corresponding OR or AR if filing date of MBA/MBRA
is beyond six (6) months from the date of delivery; or

COFD issued by the Philippine Embassy/Consulate General/PSA, or its
equivalent document issued in a foreign country with English translation, if
applicable.

3. For miscarriage, emergency termination of pregnancy (ETP), ectopic
pregnancy or hydatidiform mole — The following documents shall be required
for submission:

a.

Any of the following proofs of pregnancy:

i. Result of pregnancy test duly signed by a physician/municipal health
officer; or

ii. Result of other diagnostic tests with the corresponding report duly signed
by a physician, which may include any of the following:
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b.

C.

(a) Ultrasound,;
(b) Blood Pregnancy test (Beta HCG); or
(c) Early Pregnancy factor; and

Any of the following proofs of termination of pregnancy duly signed by a
physician:

i. Pregnancy test result;

ii. Ultrasound result;

iii. Histopathological Report; or

iv. Operating Room Record (ORR); and

Any of the following medical documents duly signed by a physician:
i. Medical Certificate;

ii. Records of Consultation; or

ii. Clinical Abstract/Discharge Summary.

B. For specific maternity case or circumstance of the female member or employer, the
following are the additional rules and/or required supporting documents (i.e., scanned
copy of the colored original or certified true copy with good image quality), whichever
is applicable:

1.

For maternity contingencies that occurred locally

a.

Medical documents that are electronically issued must be submitted together
with the Official Receipt of the procedure.

The physician’s name and Professional Regulation Commission (PRC) license
number must be indicated in the medical documents.

For maternity contingencies that occurred abroad

a.

Medical documents that are issued in the foreign country must be submitted
with English translation, if applicable.

Authentication by the Philippine Embassy/Consulate General or notary public
in the foreign country, or issuance of apostille by a Foreign
Ministry/Embassy/Consulate, for any supporting document shall not be
required.

For qualified Solo Parents under RA 8972 or the Solo Parents’ Welfare Act
of 2000

a.

Any of the following documents issued by the Local Government Unit (LGU)
and signed by the Social Worker and the City/Municipal Mayor shall be
required for submission:

i. Valid Solo Parent ID; or
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ii. Certification/e-Certification of eligibility of the Solo Parent, if the ID is not
yet available.

The date of delivery must be within the validity period of the Solo Parent
ID/Certification/e-Certification of Eligibility, except for first-time solo parent
whose document must have been issued within six (6) months from the date
of delivery.

Certification/e-Certification of eligibility must contain all the necessary details
as reflected in the Solo Parent ID (e.g., name and address of solo parent, date
of validity/issuance, name and date of birth of child/ren).

4. For Self-employed (SE)/Voluntary (VM)/Overseas Filipino Worker (OFW)
members who were previously employed, or members already separated
from employment — The following documents shall be required for submission,
whichever is applicable:

a.

If the delivery/miscarriage/ETP occurs within the employment period or within
six_(6) months from her date of separation from employment: Certificate of
Separation from Employment indicating the effective date of separation and
that no advance payment was granted by the employer.

If member cannot secure Certificate of Separation from Employment: Affidavit
of Undertaking Form duly administered by the SSS branch official/employee
or foreign representative authorized as administering officer, indicating the
effective date of separation from employment and that no advance payment
was granted by the employer, provided that the reason for separation is any
of the following:

i. Company is on strike;

ii. Company has been dissolved or has ceased operation;

iii. There is a pending case before a court regarding the member’s separation
from employment;

iv. Member is on Absence Without Official Leave (AWOL) or has strained
relations with the employer;

v. Member’s current address is more than 30 kilometers from the employer’s
address; or

vi. Member’s record from her former employer is no longer available.
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5. For employers who already paid the maternity benefit in advance to their
female employees but cannot provide the required documents under
Section I.A since said employees did not return or report back to work after
childbirth/miscarriage/ETP or are already separated from employment or
deceased

a.

The following documents shall be required for submission, whichever is

applicable:

i. Any medical document issued by the hospital/medical facility indicating live
childbirth; or proof of pregnancy or any medical document issued by the
hospital/medical facility indicating miscarriage/ETP; and

ii. Certification from the employer that the employee did not return or report
back to work after childbirth/miscarriage/ETP, or that the employee is
already separated from employment; or deceased employee’s COD issued
by the PSA or LCR; and

iii. Any of the following proofs of advance payment by the employer of the
SSS maternity benefit of the female member:

7) Cash voucher or relevant document indicating receipt of advance
payment signed by the member; or

8) Proof of credit or transfer to the member's bank account with
corresponding pay slip or relevant document indicating the advance
payment.

For employers who cannot provide the child’'s CLB/COD or any medical
document issued by the hospital/medical facility indicating live childbirth, the
reimbursement shall only correspond to sixty (60) days of maternity benefit for
miscarriage/ETP or still birth/fetal death.

6. For female members or employers filing for adjustment of settled maternity
benefits since the allocated leave credits were not used due to
unemployment/separation from employment of the child’s father or
gualified alternate caregiver —The following documents shall be required for
submission, whichever is applicable:

a.

If unemployed prior to and during the period of maternity leave: Duly notarized

affidavit signed by the child’s father or qualified alternate caregiver stating that
he/she is unemployed prior to and during the period of maternity leave;

If the date of separation is prior to the date of delivery of the member:

Certificate of Separation from Employment issued by the employer of the
child’s father or qualified alternate caregiver indicating the effective date of
separation; or

If the date of separation is after the date of delivery of the member: Certificate/s

issued by the employer of the child’s father or qualified alternate caregiver
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indicating the effective date of separation and that the maternity leave credits
allocated by the member were not used.

For contingencies that occurred prior to 11 March 2019, or the effectivity date of
RA 11210 or the EMLL

The female member or employer shall be required to submit online the same supporting
documents as enumerated under Section | above. The following additional rules for
caesarian delivery shall also apply:

A. Any of the following documents issued by the hospital/medical facility indicating the

type of delivery:

ouhsLNE

7.

Operating room record (ORR);

Surgical memorandum;

Discharge summary report;

Medical/Clinical abstract;

Delivery report;

Detailed invoice showing applicable charges, only if the caesarian delivery
occurred abroad; or

Similar medical documents.

B. For employers who already paid the maternity benefit in advance to their female
employees but cannot provide the above-mentioned additional supporting document
since said employees did not return or report back to work after childbirth, or are
already separated from employment or deceased, the reimbursement shall only
correspond to sixty (60) days of maternity benefit for normal delivery.
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43. Procedure in Filing of Maternity Benefit Claim Application through
My.SSS Portal for Self-Employed/Voluntary Member/Member Separated from
Employment (Medical Claim)

Maternity benefits granted to a female member who was unable to work due to miscarriage and

emergency termination of pregnancy (ETP).

My.SSS Portal at www.sss.gov.ph

Highly Technical

G2C

w N

Account
(DAEM) of the

employer’s
account.

1. Enrollment/Registration of MY.SSS
Account at the SSS Website
Internet/Wifi Access or Mobile data
Pre-requisite for Online filing:

e Member must have a
disbursement account enrolled
with SSS thru the Disbursement

Enrollment

Module
SSS Website for

crediting of the benefit to the

disbursement

Please refer to Annex A for the list of
documentary requirements.

All qualified female members registered at My.SSS.

SSS website (www.sss.gov.ph)

Internet Service Provider

PESONet Participating Banks

E-Wallet Participants

Remittance Transfer Companies (RTCs)
Cash Payout Outlets (CPOs)

SSS website (www.sss.gov.ph)

1. Log-in at My.SSS | 1. The member None None Member
Portal of the SSS log-in page of
website. the SSS website
will be displayed.
2. Select the “Apply | 2. The system None None Member
for Maternity displays the
Benefit” under the MBA Module.
Benefits Tab.
3. Fill-in the required | 3. The system None None Member
information in the displays the
MBA screen and screens of MBA.
click “Proceed” to
continue.
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evaluation and
processing of
MBA and
issuance of LOI.

4. Upload the 4. The system None None Member
required supporting | displays the
documents and click | screen on the
“I certify and submit” | summary of
button to proceed. details and
uploading of
required
supporting
documents and
certification
portion of MBA.
5. Take note of the | 5. The system None None Member
generated displays the
transaction details of | transaction
successful number of
submission of MBA. | submitted MBA
and sends email
notification to
registered email
address of client.
6. Medical None 20 days Medical Specialist

Medical Evaluation
Center (MEC), SSS
Branch Office

and
Claims Processor
[ll/Corporate
Executive Officer I,
SMEC Section, PC

Treasury Division
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ANNEX A

LIST OF DOCUMENTARY REQUIREMENTS

I. For contingencies that occurred on or after 11 March 2019, or the effectivity date
of Republic Act No. (RA) 11210 or the Expanded Maternity Leave Law (EMLL)

A. The female member or employer shall be required to submit online the scanned copy
of the original (colored) or certified true copy with good image quality of the following
supporting documents, whichever is applicable:

1. For live childbirth (normal or caesarian) — Any of the following:

a.

Child’s Certificate of Live Birth (CLB)/Certificate of Death (COD) duly
registered with the Local Civil Registrar (LCR) with corresponding Official
Receipt (OR), or Acknowledgement Receipt (AR) issued by the LCR, if the
filing date of MBA/MBRA is within six (6) months from the date of delivery; or

Child’s CLB/COD issued by the Philippine Statistics Authority (PSA) with
corresponding OR or AR if the filing date of MBA/MBRA is beyond six (6)
months from the date of delivery; or

Report of Child’s Birth/Death issued by the Philippine Embassy/ Consulate
General/PSA, or its equivalent document issued in a foreign country with
English translation, if applicable.

2. For stillbirth or fetal death —Any of the following:

a.

Certificate of Fetal Death (COFD) duly registered with the LCR with
corresponding OR or AR issued by the LCR, if filing date of MBA/MBRA is
within six (6) months from the date of delivery; or

COFD issued by PSA with corresponding OR or AR if filing date of MBA/MBRA
is beyond six (6) months from the date of delivery; or

COFD issued by the Philippine Embassy/Consulate General/PSA, or its
equivalent document issued in a foreign country with English translation, if
applicable.

3. For miscarriage, emergency termination of pregnancy (ETP), ectopic
pregnancy or hydatidiform mole — The following documents shall be required
for submission:

a.

Any of the following proofs of pregnancy:

i. Result of pregnancy test duly signed by a physician/municipal health
officer; or

ii. Result of other diagnostic tests with the corresponding report duly signed
by a physician, which may include any of the following:
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b.

C.

(a) Ultrasound,;
(b) Blood Pregnancy test (Beta HCG); or
(c) Early Pregnancy factor; and

Any of the following proofs of termination of pregnancy duly signed by a
physician:

i. Pregnancy test result;

ii. Ultrasound result;

iii. Histopathological Report; or

iv. Operating Room Record (ORR); and

Any of the following medical documents duly signed by a physician:
i. Medical Certificate;

ii. Records of Consultation; or

ii. Clinical Abstract/Discharge Summary.

B. For specific maternity case or circumstance of the female member or employer, the
following are the additional rules and/or required supporting documents (i.e., scanned
copy of the colored original or certified true copy with good image quality), whichever
is applicable:

1.

For maternity contingencies that occurred locally

a.

Medical documents that are electronically issued must be submitted together
with the Official Receipt of the procedure.

The physician’s name and Professional Regulation Commission (PRC) license
number must be indicated in the medical documents.

For maternity contingencies that occurred abroad

a.

Medical documents that are issued in the foreign country must be submitted
with English translation, if applicable.

Authentication by the Philippine Embassy/Consulate General or notary public
in the foreign country, or issuance of apostille by a Foreign
Ministry/Embassy/Consulate, for any supporting document shall not be
required.

For qualified Solo Parents under RA 8972 or the Solo Parents’ Welfare Act
of 2000

a.

Any of the following documents issued by the Local Government Unit (LGU)
and signed by the Social Worker and the City/Municipal Mayor shall be
required for submission:

i. Valid Solo Parent ID; or
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ii. Certification/e-Certification of eligibility of the Solo Parent, if the ID is not
yet available.

The date of delivery must be within the validity period of the Solo Parent
ID/Certification/e-Certification of Eligibility, except for first-time solo parent
whose document must have been issued within six (6) months from the date
of delivery.

Certification/e-Certification of eligibility must contain all the necessary details
as reflected in the Solo Parent ID (e.g., name and address of solo parent, date
of validity/issuance, name and date of birth of child/ren).

4. For Self-employed (SE)/Voluntary (VM)/Overseas Filipino Worker (OFW)
members who were previously employed, or members already separated
from employment — The following documents shall be required for submission,
whichever is applicable:

a.

If the delivery/miscarriage/ETP occurs within the employment period or within
six_(6) months from her date of separation from employment: Certificate of
Separation from Employment indicating the effective date of separation and
that no advance payment was granted by the employer.

If member cannot secure Certificate of Separation from Employment: Affidavit
of Undertaking Form duly administered by the SSS branch official/employee
or foreign representative authorized as administering officer, indicating the
effective date of separation from employment and that no advance payment
was granted by the employer, provided that the reason for separation is any
of the following:

i. Company is on strike;

ii. Company has been dissolved or has ceased operation;

iii. There is a pending case before a court regarding the member’s separation
from employment;

iv. Member is on Absence Without Official Leave (AWOL) or has strained
relations with the employer;

v. Member’s current address is more than 30 kilometers from the employer’s
address; or

vi. Member’s record from her former employer is no longer available.
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5. For employers who already paid the maternity benefit in advance to their
female employees but cannot provide the required documents under
Section I.A since said employees did not return or report back to work after
childbirth/miscarriage/ETP or are already separated from employment or
deceased

a.

The following documents shall be required for submission, whichever is

applicable:

i. Any medical document issued by the hospital/medical facility indicating live
childbirth; or proof of pregnancy or any medical document issued by the
hospital/medical facility indicating miscarriage/ETP; and

ii. Certification from the employer that the employee did not return or report
back to work after childbirth/miscarriage/ETP, or that the employee is
already separated from employment; or deceased employee’s COD issued
by the PSA or LCR; and

iii. Any of the following proofs of advance payment by the employer of the
SSS maternity benefit of the female member:

9) Cash voucher or relevant document indicating receipt of advance
payment signed by the member; or

10)Proof of credit or transfer to the member's bank account with
corresponding pay slip or relevant document indicating the advance
payment.

For employers who cannot provide the child’'s CLB/COD or any medical
document issued by the hospital/medical facility indicating live childbirth, the
reimbursement shall only correspond to sixty (60) days of maternity benefit for
miscarriage/ETP or still birth/fetal death.

6. For female members or employers filing for adjustment of settled maternity
benefits since the allocated leave credits were not used due to
unemployment/separation from employment of the child’s father or
gualified alternate caregiver —The following documents shall be required for
submission, whichever is applicable:

a.

If unemployed prior to and during the period of maternity leave: Duly notarized

affidavit signed by the child’s father or qualified alternate caregiver stating that
he/she is unemployed prior to and during the period of maternity leave;

If the date of separation is prior to the date of delivery of the member:

Certificate of Separation from Employment issued by the employer of the
child’s father or qualified alternate caregiver indicating the effective date of
separation; or

If the date of separation is after the date of delivery of the member: Certificate/s

issued by the employer of the child’s father or qualified alternate caregiver
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indicating the effective date of separation and that the maternity leave credits
allocated by the member were not used.

For contingencies that occurred prior to 11 March 2019, or the effectivity date of
RA 11210 or the EMLL

The female member or employer shall be required to submit online the same supporting
documents as enumerated under Section | above. The following additional rules for
caesarian delivery shall also apply:

A. Any of the following documents issued by the hospital/medical facility indicating the

type of delivery:

ouhsLNE

7.

Operating room record (ORR);

Surgical memorandum;

Discharge summary report;

Medical/Clinical abstract;

Delivery report;

Detailed invoice showing applicable charges, only if the caesarian delivery
occurred abroad; or

Similar medical documents.

B. For employers who already paid the maternity benefit in advance to their female
employees but cannot provide the above-mentioned additional supporting document
since said employees did not return or report back to work after childbirth, or are
already separated from employment or deceased, the reimbursement shall only
correspond to sixty (60) days of maternity benefit for normal delivery.
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44. Procedure in Filing of Adjustment of Maternity Benefit Claim Application

through My.SSS Portal Self-Employed/Voluntary Member/Member

for

Separated from Employment

Request for adjustment is done by member who was paid less by SSS.

My.SSS Portal at www.sss.qgov.ph

Complex

G2C

SE/VM/Member separated from employment who was paid less by

SSS.

1. Enrollment/Registration of MY.SSS
Account at the SSS Website
2. Internet/Wifi Access or Mobile data

Please refer to Annex A for the list of
documentary requirements.

SSS website (www.sss.gov.ph)

Internet Service Provider

1. Log-in at My.SSS | 1. The member None None Member
Portal of the SSS log-in page of
website. the SSS website

will be displayed.
2. Selectthe “Apply | 2. The system None None Member
for Adjustment of displays the
Maternity Benefit” Adjustment of
under the Benefits MBA Module.
Tab.
3. Fill-in the required | 3. The system None None Member
information in the displays the
Adjustment of MBA | screens of
screen including the | Adjustment of
selected reason for | MBA.
adjustment and click
“Proceed” to
continue.
4. Upload the 4. The system None None Member
required supporting | displays the
documents and click | screen on the
“I certify and submit” | summary of
button to proceed. details and

uploading of
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\

required
supporting
documents and
certification
portion of
Adjustment of
MBA.

5. Take note of the | 5. The system None None Member
generated displays the
transaction details of | transaction
successful number of
submission of submitted
Adjustment for MBA. | adjustment for
MBA and sends
email notification
to registered
email address of

client.

6. Processing of None 7 days Claims Processor I
adjustment of SMEC Section, PC
MBA and

issuance of LOI. Treasury Division
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ANNEX A

LIST OF DOCUMENTARY REQUIREMENTS

The member shall be required to submit online the scanned copy of the original (colored)
or certified true copy with good image quality of the following supporting documents,

whichever is applicable:

Reason for Required Documentary Requirements
Adjustment
5. Member is qualified as d. Any of the following documents issued by the Local
Solo Parent Government Unit (LGU) and signed by the Social

Worker and the City/Municipal Mayor shall be

required for submission:

iii. Valid Solo Parent ID; or

iv. Certification/e-Certification of eligibility of the
Solo Parent, if the ID is not yet available.

e. The date of delivery must be within the validity
period of the Solo Parent ID/Certification/e-
Certification of Eligibility, except for first-time solo
parent whose document must have been issued
within six (6) months from the date of delivery.

f. Certification/e-Certification of eligibility —must
contain all the necessary details as reflected in the
Solo Parent ID (e.g., name and address of solo
parent, date of validity/issuance, name and date of
birth of child/ren).

6. Correction of Type of
Claim from Normal to
Caearian Section
Delivery

Any of the following documents issued by the

hospital/medical facility indicating the type of delivery:

8. Operating room record (ORR);

9. Surgical memorandum;

10.Discharge summary report;

11.Medical/Clinical abstract;

12.Delivery report;

13.Detailed invoice showing applicable charges, only
if the caesarian delivery occurred abroad; or

14.Similar medical documents.

7. Correction of approved
number of days from 60
(normal delivery) or 78
(Caesarian Section
Delivery) to 105 days

Any of the following:

d. Child’s Certificate of Live Birth (CLB)/Certificate of
Death (COD) duly registered with the Local Civil
Registrar (LCR) with corresponding Official Receipt
(OR), or Acknowledgement Receipt (AR) issued by
the LCR, if the filing date of MBA/MBRA is within
six (6) months from the date of delivery; or
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e.

Child’s CLB/COD issued by the Philippine Statistics
Authority (PSA) with corresponding OR or AR if the
filing date of MBA/MBRA is beyond six (6) months
from the date of delivery; or

Report of Child’s Birth/Death issued by the
Philippine Embassy/ Consulate General/PSA, or its
equivalent document issued in a foreign country
with English translation, if applicable.

8. Allocated leave credits not
used due to separation
from employment of the
child’s father or qualified
alternate caregiver

The following documents shall be required for
submission, whichever is applicable:

d.

If unemployed prior to and during the period of
maternity leave: Duly notarized affidavit signed by
the child’s father or qualified alternate caregiver
stating that he/she is unemployed prior to and
during the period of maternity leave;

If the date of separation is prior to the date of
delivery of the member: Certificate of Separation
from Employment issued by the employer of the
child’s father or qualified alternate caregiver
indicating the effective date of separation; or

If the date of separation is after the date of delivery
of the member: Certificate/s issued by the
employer of the child’s father or qualified alternate
caregiver indicating the effective date of separation
and that the maternity leave credits allocated by
the member were not used.

257




45. Procedure in Filing of Disability Benefit Claim Application
Through the Member’s My.SSS account

Cash benefit granted to a member who becomes permanently disabled either partially or totally.

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Highly Technical

G2C - Government to Citizen

Any SS member with at least one (1) contribution six (6) months before
the contingency before the occurrence of disability and has not been
granted with any SSS final benefit or claim.

1. Enrollment/Registration of SSS Website at www.sss.gov.ph
MY.SSS Account at the SSS
Website

2. Internet/Wi-Fi Access or Mobile Internet Service Provider
data

3. Member must have a UMID Pay | PESONet Participating Banks
Card enrolled as ATM or an E-Wallet Participants
approved disbursement account | Remittance Transfer Companies (RTCs)
in the Disbursement Account Cash Payout Outlets (CPOs)

Enrollment Module (DAEM) in the
My.SSS portal.

4. Medical certificate, the validity of
which shall be six (6) months
from date of

issuance/accomplishment by the . . .
attending physician. Hospital, Laboratory and Diagnostic Center

5. Other documentary requirement/s
as determined by the SSS.

1. Logs-in at The member log- | None None Processed by the
My.SSS in page of the system
Portal of the | SSS website is
SSS website | displayed

2. Selects The system None None Processed by the
“Apply for displays the DCA system
Disability Module
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Claim” at

Benefits tab
3. Fills-in the The system None None
required displays the
information screen on the
in the DCA summary of
screen and details and
click uploading of
“Proceed”to | required
continue supporting
documents and
certification
portion of DCA
4. Uploadsthe | The system None None
required displays the
supporting transaction
documents number of DCA.
5. Clicks “l None None
certify and
submit”
button to
proceed
6. Take note SSS shall send None None
the an email
generated notification to
transaction registered email
details of address of client.
successful
submission
of DCA.
Medical None 20 days Medical
evaluation&Medic Specialist,
al review, and Medical

processing of
DCA

Evaluation Center
(MEC)

and
DDR Section,

Processing
Center
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Notes:

1. The procedure shall be for SS Disability claims until the EC Disability module
becomes available.

2. The rejection of a claim shall be construed as completion of a process. In the
event of compliance by the member, the claim shall be issued a new Transaction
Number to trigger the start of a new processing.

3. In case a claim is tagged as for MFS-PEI, MFS-Document Verification, and “For
medical/legal opinion”, Processing Time shall stop upon generation of email and shall
continue to be only upon encoding of result of MFS or Opinion.

260



46. Procedure Filing of Retirement Benefit Claim Application thru the
SSS Website

Retirement Benefit is a cash benefit either in monthly pension or lump sum paid to a retiree
who can no longer work due to old age.

Member Electronic Services Department via My.SSS
Portal at www.sss.gov.ph

Highly Technical

G2C - Government to Citizen via SSS Website

1. All employee-members who are at least sixty (60) to
sixty-four (64) years old and separated from
employment, except for underground/surface
mineworkers or racehorse jockeys;

2. Allland-based Overseas Filipino Workers (OFWs) and
Voluntary Members (VMs) who are at least sixty (60)
years old upon the date of submission of claim;

3. All members who are at least sixty-five (65) years old

A. PRE-REQUISITE FOR ONLINE FILING OF
APPLICATION

1. Must be registered in the SSS Website to be able to
apply for retirement benefit through the My.SSS Portal.

2. Must have an approved disbursement account with SSS
through the Disbursement Account Enrollment Module
(DAEM) of the SSS Website

Note: Member may submit his/her claim through the
My.SSS Portal of the SSS Website subject to the
following conditions:

— SS number is not a cancelled SS number;

— has no outstanding Stock Investment Loan
Program (SILP)/Privatization Loan
Program/Educational Loan/Vocational
Technology Loan balance. Outstanding loan
balance shall be for salary/calamity or Salary
Loan Early Renewal Program (SLERP) only;

— has no dependent child/children;

— has no dependent child/children under
guardianship;

upon the date of online filing of claim.

SSS WEBSITE
WWW.SSS.qov.ph

at
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— is not incapacitated, under guardianship, or
confined in an applicable institution such as
penitentiary,  correctional  institution  or
rehabilitation;

— application not under Portability Law or Bilateral
Social Security Agreement;

— application not for adjustment or re-adjudication
of claim; and

— member is not an underground/surface
mineworker or a racehorse jockey.

B. ONLINE CERTIFICATION OF EMPLOYER

1. For employee-members who are 60 to 64 years old as
of date of retirement, the following conditions shall
apply:

— If with contribution/s within 12 months prior to the
month of retirement, request for online certification
of separation shall be sent to the employer.

— If with no contribution/s within 12 months prior to the
month of retirement, online certification of separation
shall not be required.

2. The certifying employer must be:
— With active status and registered in the SSS website;
and
— The latest employer of member per SSS record.

3. Notifications shall be sent to the certifying employer:
— Request for online certification of the date of
separation from employment;
— Acknowledgement of action taken by employer on
the request; and/or
— Expiration of request for employer’s certification.

4. Retirement benefit claims without the required online
certification of employer shall automatically expire after
ten (10) calendar days from successful online
submission. Member shall re-file his/her retirement
benefit claim.

1. Visitthe SSS website | 1.1 The None Within 1 day | Member
(www.sss.qgov.ph) Member-
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claimant log-
in page of the

Certification carefully
and click the “Certify
and Proceed” box to
agree and proceed.

validate all
information
provided and
check
eligibility to
the benefit.
6.2My.SSS will
send an
email
notification
on the
following:

- certifying
employer
for
request
for online
certificatio

SSS website
will be
displayed.
2. Logs in thru the|2.1My.SSS will | None None
My.SSS Service display the
Portal and clicks the Retirement
“Apply for Retirement Claim
Benefit” via Benefits Application
Menu. Module.
. Reads instruction | 1.1My.SSS will | None None
and encodes the display the
information details of button where
the claim. the personal
information
of the
member-
claimant can
be updated,
if necessary.
. Answers Q and A. None None
. Selects option to avalil None None
advance 18 months
retirement pension, if
applicable.
. Reads the | 6.1 My.SSS will | None None
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n of
member’s
date of
separatio
n from
employme
nt

- member
for the
successfu
|
submissio
n/
approval
of request
for online
certificatio
n and
assignme
nt of claim
to the
concerne
d branch
for
processin

g

. Receives email or None None Member

checks My.SSS inbox

notification for the

notice from SSS:

- Acknowledgemen
t of action taken
by employer on
the request for
certification
and/or expiration
of the request for
employer’s online
certification

- Successful
submission and
assignment of
claim to
concerned
branch office for
processing; and
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Status of claim

(approval/
rejection)

7.1

7.2

Retrieves
and
evaluates
retirement
claim
application in
the IDDR
Benefit
System.

Checks the

following:

— member’
S
informati
on
(name,
date  of
birth/
coverage
, SS
number
status,
members
hip/
coverage
status)

— posted
contributi
ons
(posted/
underpay
ment/abr
upt
increase/
valid/
invalid)

— employm
ent
history

— Pensions
(in-
process,
settled
claim)

None

Within
days

7

Processor/
SSO
IN/CEO I,
RDF
Section,
Processing
Center
(PC)
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— loans
(salary/
emergen
cy/
education
al, stock
investme
nt,
vocationa
I/
technical
loan
balance/s
) Within 3

— settled days
benefits
(overlapp
ing  with
retiremen
t)

— Eligibility
to
retiremen
t benefit

— Pending
SSC
case

— Net
amount
of the
retiremen
t
(lumpsu
m
benefit) is
less than
the total
loan
balance

— Discrepa
ncies in
contributi
on

— overlappi
ng
benefits
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(sickness
, disability
and
unemploy
ment)

— Encoded
date  of
retiremen
t/
contingen
cy

— Settled
claim (in-
process/p
reviously
settled
claim)

— contributi
ons and
loan
balance
under
member’
S
cancelled
SS
number
are  not
yet
transferre
d to the
retained
SS
number
per SSS
record

7.3 Performs the
following, as
necessary:

- returns
claim
folder to
branch for
submissio
n of
lacking
document
S
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- posting of
loans
payment/c
ontribution
S

updating of
membersh
ip status
consolidati
on/
cancellatio
n of
multiple
SS
number
correction
of date of
coverage/
member’s
name/date
of birth/
credited
years  of
service
manual
verification
of
contributio
ns
request
statement
of loan
balances
transfer
claims
from
cancelled
to retained
SS
number
compute
employer
liability
request for
personal
record
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7.4

Encodes
applicable
data in the
Initial Death,
Disability
and
Retirement
(IDDR)
System  for
batch

269

validation.

7.5 Views None Within 3|SSO v,
encoded days CEO I,
retirement DDR
benefit claim. Section,

Processin

7.6 Reviews and g Center
validates & PC
thru the Head
Online
Review
Facility and
validates the
encoded
data.

7.7 Approves
processed 1 day
claim for
payment. Treasury

Division

7.8 Issuance of
Letter of
Instruction
(LOD).




47. Procedure in Filing of SS and EC Death Benefit Claim Application
thru the SSS Website

Death Benefit is a cash benefit granted either in monthly pension (for SS and EC) or lump sum
(for SS death only) paid to the beneficiaries of a deceased member.

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Highly Technical

G2C via SSS Website

All qualified dependent legal spouses of deceased SSS members
who have not re-married, cohabited or entered in “live-in”
relationships before or after the members’ death.

A. PRE-REQUISITE FOR ONLINE FILING OF
APPLICATION

1. Must be issued an SS number and registered in | SSS WEBSITE at www.sss.gov.ph
the SSS Website to be able to apply for the death
benefit claim through the My.SSS Portal.

2. Must have an approved disbursement account
through the Disbursement Account Enrollment
Module (DAEM) of the SSS Website

Note: Qualified beneficiaries may submit their
claim through the My.SSS Portal of the SSS
website subject to the following conditions:

— Has no dependent child/children;

— EC death benefit claim is not due to
illness/sickness requiring medical
evaluation;

— Deceased member has no outstanding
loan balance under the Stock Investment
Loan Program (SILP)/Privatization Loan
Program/Educational Loan/Vocational
Technology Program;

— is not incapacitated, under guardianship
or confined in an applicable institution
such as penitentiary, correctional
institution or rehabilitation center;

— claim is not under Portability Law or
Bilateral Social Security Agreement;

— claim is not for re-adjudication or has no
adjustment.
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B. BASIC DOCUMENTARY REQUIREMENTS

1. Death Certificate of deceased member duly
registered with the Local Civil Registry (LCR) or
issued by the Philippine Statistics Authority
(PSA), if without settled funeral benefit
(scanned copy)

If member died abroad

- Death Certificate of deceased member
iIssued by the Vital Statistics Office/County of
Host Country or its equivalent or Report of
Death issued by the Philippine Embassy or
Consulate General shall be submitted.

2. Marriage Certificate of deceased member duly
registered with the LCR or issued by the PSA ,
if not reported in the deceased member’s
Personal Record (E1/E4/RS1/OW1/NW1)
and/or there is discrepancy in information
(scanned copy)

If married abroad
- Marriage Certificate issued by foreign
government or Report of Marriage issued
by the Philippine Embassy or Consulate
General

Note: Documents issued in a foreign country
should have English translation.

3. For additional supporting documents for EC
Death Benefit Claim, any of the following
document whichever is applicable:

- Report of Death (BPN-105)
- Any of the following documents as proof
that cause of death is work connected:
e Pre-employment medical records, if
cause of death is due to illness
e Statement of duties and responsibilities
duly signed by the employer
e Mission/Job or Travel order duly signed
by the employer, if applicable
e Photocopy of page in company
logbook/record of accident signed by
the employer/printout of electronic file

LCR/PSA

LCR/PSA

SSS BRANCH/SSS WEBSITE at
WWW.SSS.goVv.ph
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e Police

investigation

report

or

employer’s report of injury, death or

casualty spot report, if applicable

- Joint affidavit of two (2) co-workers of
deceased member who have personal
knowledge of the accident or injury and
attesting that said accident or injury which
caused the death of the member was work-
related, if company was already closed

pension if qualified
for pension or
amount of lump
sum benefit if

1. Visitthe SSS website | 1.2The Member- | None Within 1 day | Claimant
(www.sss.gov.ph) claimant log-in
page of the SSS
website  will be
displayed.
. Logs in thru the|2.1My.SSS will | None None
My.SSS Service display the Death
Portal and clicks the Benefit  Claim
“Apply for Death Application
Benefit’ via Benefits Module.
Menu.
. Reads instructions | 3.1 My.SSS will | None None
and update personal display the button
information details, if where the
necessary. personal
information of the
member-claimant
can be updated, if
necessary.
3.2My.SSS will
display the fields
where the
information details
of the deceased
member shall be
encoded.
. Selects “SS Death” or | 4.1 My.SSS will | None None
‘EC Death”, display the date
whichever is and estimated
applicable. amount of monthly
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qualified for lump

sum benefit.
5. Encodes “SS number | 5.1 My.SSS will | None None
under other pension display the
benefit”. Disbursement
Account enrolled
through the same
portal.
5.2My.SSS will
display the
uploading facility
for the
documentary
requirements.
. Uploads the | 6.1 My.SSS will | None None
documentary display the
requirements. Certification.
. Reads the | 7.1 My.SSS will | None None
Certification and display an on-
clicks “Certify and screen message
Proceed” to agree on the successful
and continue. submission of the
death benefit
claim.
. Generate an | 8.1 My.SSS will | None None
acknowledge receipt validate all
with the details of the information
death benefit claim. provided and
check eligibility to
the benefit.
8.2My.SSS will
display a prompt
message on the
successful
submission of the
death benefit
claim.
8.3My.SSS will send
an email
notification on the
successful
submission of the
death benefit
claim.
. Checks the None None
registered email
address  for the
notification on
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Y a

successful
submission of the
death benefit claim.

10.Checks the
registered emalil
address for the

notification on Status
of claim.

10.3Retrieves and
evaluates death
benefit claim
application  and
the submitted
supporting
documents.

10.4Checks the
following:

- Consistency of
information in
the online DCA
against
submitted
documentary
requirements/o
nline  inquiry
database/retrie
ved
documents;

- Eligibility to
death benefit

- Completeness
of
documentary
requirements

- Member’s
information
against
submitted
documentary
requirements
or online
inquiry
database/
retrieved
documents;

- Contributions
(posted/
underpayment/
abrupt
increase/valid/
invalid)

None

Within 8 days

Within 7 days

Processor/SS
O H/CEO I
DDR Section,
Processing
Center (PC)
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Details of
beneficiary/ies
Pending SSC
Case, if any

If cause of
death is work-
connected

If for fact of
death

If for referral to
other

concerned
SSS unit/s.
10.5Performs the
following, as
necessary:

- returns claim
folder to
branch for
submission of
lacking
documents

- posting of

loans payment/
contributions
updating of
membership
status
consolidation/
cancellation of

multiple SS
number
correction  of
date of
coverage/mem
ber’s
name/date of
birth/credited
years of
service

manual

verification of
contributions
request

statement  of
loan balances
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- transfer claims
from cancelled
to retained SS
number

- compute
employer
liability

- If cause of
death is work-
connected

- If for referral to
other
concerned
SSS unit

10.6Conducts the
following, if
applicable:
- fact of birth/
guardianship
- fact of
employment
- fact of
incapacitation/
guardianship
of member
dependent

10.7Requests

membership
record, if
applicable.

10.8Encodes None Within 3 days | Processor/SS

applicable data in O I, DDR
the Initial Death, Section,
Disability and Processing
Retirement Center

(IDDR) System.

10.9 Reviews and | None SSO IV, CEO
approves Il, DDR
processed claim Section,
for payment thru Processing
the Online Center and PC
Review Facility. Head

10.10 Issues Letter of Within 1 day | Treasury
Instruction (LOI). Division
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LIST OF OTHER/ADDITIONAL DOCUMENTARY REQUIREMENTS

1.

2.

3.

In the absence of the Death Certificate

a.

Certification of non-availability issued by the PSA/LCR or issued by foreign government
indicating that death records of the office/agency concerned is intact but there is no record of
death for the deceased member; and

Any one (1) of the following:

- Certification of death issued by the parish/church

- Certification of burial issued by the cemetery administrator

- Certification of cremation

In the absence of Marriage Certificate

a.

Certification of non-availability from PSA/LCR or issued by foreign government indicating that
marriage records of the office/agency concerned is intact but there is no record of marriage for
the requesting party; and

Certificate of marriage issued by the parish/church/ministry/congregation/sect/other religious
organizations/LGU/other person authorized to administer marriage or Alien Certificate of
Registration showing name of spouse

In the absence of the certificate of marriage:
b.1 Certification of non-availability from the parish/church/ministry/congregation/sect/other
religious organizations; and
b.2 Any of the following:
b.2.1 Affidavit/Certificate of solemnizing officer stating the following together with authority
to administer marriage, if applicable
- date of marriage
- place of marriage
- reason for non-registration
b.2.2 Joint Affidavit of two (2) disinterested person who witnessed the marriage; and
b.2.2.1 If with children, birth certificate of at least two (2) children wherein under both
documents the names of parents and the date and place of marriage are
indicated

In the absence of Birth Certificate

a.

Certification of non-availability from PSA/LCR or issued by foreign government indicating that
birth records of the office/agency concerned is intact but there is no record of birth for the
requesting party; and

Baptismal/Dedication certificate or its equivalent issued by the parish/church/ministry/
congregation/sect/other religious organizations (with date of birth of child and name of parents)

In the absence of the baptismal/dedication certificate or its equivalent:
b.1 Certification of non-availability from the parish/church/ministry/congregation/sect/other
religious organizations; and
b.2 Any of the following documents where the name of dependent, date of birth and the name
of the parents are indicated:
- School cards/record of dependent
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Educational/insurance plans/health card record

Employment records of member

Philhealth/GSIS/Pag-IBIG records

Income Tax Return of member

Member’s record duly received by SSS prior to May 1997

Note:

a) Baptismal/dedication certificate or its equivalent certificate must bear the original
signature of the parish priest/head of church/ministry/congregation/sect/other religious
organizations or his authorized signatory.

b) Dedication Certificate or its equivalent certificate issued by the ministry/

congregation/sect/other religious organizations in lieu of baptismal certificate must

bear the date of birth and the name of the parents.

. Additional document if deceased member is married abroad and has previous marriage in

the Philippines, whichever is applicable

a. Certificate of finality of the judgment of annulment/nullity of marriage or annotated marriage
certificate

b. Certificate of naturalization prior to marriage abroad and decree of divorce after acquiring foreign
citizenship, or its equivalent

. Additional document if spouse has been separated in fact/legally separated from the

deceased member (not living as husband and wife)

a. Joint affidavit of two (2) persons preferably nearest relatives of the deceased member who have
personal knowledge of the separation stating the reason thereof and the fact of spouse’s
dependency for support upon the deceased member and that the surviving spouse must not be
the one who gave ground for the separation; or

b. Affidavit of surviving spouse with undertaking stating that he/she has no known relative of the
member or that surviving spouse is not in good terms with the deceased member’s relative; or

c. Court declaration that the member-spouse should continue to support the surviving spouse and
that the surviving spouse must not be the one who gave ground for the separation

. Additional document for legally adopted children and birth certificate is without annotation

Decree of Adoption and Certificate of Finality of Judgment
Note: Date of adoption should be prior to date of death.

. Additional document if dependent child is incapacitated

Medical certificate issued by the attending physician (with license number, contact number and
address of clinic/attending physician) within three (3) months from the date of filing of claim
confirmed/certified by the Medical Specialist of SSS Physical Examination Centers (PECS).

. Additional document if dependent child is under quardianship

a. In-Trust for savings account

b. Member’s/Claimant’s Photo and Signature Card of guardian, if guardian has not been issued a
UMID card

c. Application for Representative Payee and Guarantor’'s Bond Form, if guardian is other than the
surviving legal spouse of the deceased member
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9. If dependent child is illegitimate and is not acknowledged by the deceased member in the

birth certificate (in case dependent child is not reported in member’s Personal Record)

Any proof of filiation, such as, but not limited to:

a.
b.
C.
d.

e.

will

Statement made before any judicial or quasi-judicial proceedings

Any authentic writing signed by the father (e.g. letter, diary, or other document such as school
records, employment records and other public records)

Joint affidavit of two (2) persons preferably nearest relatives of the deceased member as proof
of acknowledgment/admission of paternity

Duly-received membership data record by other government agencies like Philhealth, Pag-IBIG,
GSIS, etc

10. Additional document for claimant other than primary beneficiary, and the surviving spouse

has abandoned the deceased member or cohabited/remarry or entered into a “live-in”

relationship before or after the death of the deceased member

Joint affidavit of two (2) persons preferably nearest relatives who have knowledge of the case
stating the reason thereof and the fact of the spouse’ dependency for support upon the
deceased member

11. If claimant is filing pursuant to an existing Bilateral Social Security Agreement (SSA)

a.

Liaison forms as provided for under the Administrative Agreement of the Bilateral SSA with the
following information:

- claim application details; and

- insurance periods under the SS Law of other country

Photocopies of two (2) valid IDs of claimant certified by counterpart liaison agencies as provided
for under the Bilateral SSA, in lieu of the claimant’s photo and signature

12. Additional document if claimant is applying under the Portability Law

Certificate of total contributions issued by the GSIS including the period of contributions
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50. Procedure in Filing of Funeral Benefit Claim Application through the
SSS Website

Funeral Benefit is a cash benefit granted to help defray the cost of funeral expenses upon
the death of a member, including permanently totally disabled member or retiree.

The funeral benefit shall be a reimbursement of the funeral expenses as indicated in the
proof of payment, but not to exceed the computed funeral benefit due.

\

WWW.SSS.gov.ph

Member Electronic Services Department via My.SSS Portal at

Complex

G2C - Government to Citizen

A. PRE-REQUISITE FOR ONLINE APPLICATION

1. Must be registered in the SSS Website.

2. Must have an approved disbursement account
with SSS through the Disbursement Account
Enrollment Module (DAEM) in the My.SSS

Portal of the SSS Website.

B. BASIC DOCUMENTARY REQUIREMENTS

1. Proof to establish SSS membership of
deceased member (Upload any one 1 of the

following):

e Social Security Card/Unified Multi-purpose

ID (UMID) card of deceased member

e Duly received SSS Records of deceased
member (e.g. E-1/RS-1/NW-1/ OW-1/E-4)
e Employment Records with member's SS

no. (e.g. company ID, payslip)

For death of a member, permanent total disability pensioner or
retiree pensioner, claimants who paid for the funeral expense in
accordance with the following order of priority:
1. Surviving legal spouse; or
2. Child/ren, parent/s or any other natural person who can present proof
of payment, provided that:
a. the surviving legal spouse did not pay for the funeral expenses
or cannot be located; or
b. the legal spouse is deceased; or
c. the deceased member is single.

SSS Branch/SSS Website at
WWW.SSS.goVv.ph

Member
Member

Employer
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e Letter/Certification document with indicated
correct SS Number previously issued by
SSS prior to the death of member.

2. Death certificate of deceased member duly

registered with the Local Civil Registry (LCR)/
issued by the Philippines Statistics Authority
(PSA) or Certification of Death issued and
signed by the authorized signatory of the Office
of the Civil Registry and bearing the official
seal

. Official Receipt (OR) with BIR registration
bearing the name of the claimant and the
deceased member (submit 1 original).

If filed by the surviving legal spouse

The following documents may be submitted in
lieu of OR:
a. Marriage Certificate issued by any of the
following authorities:
- Local Civil Registrar (LCR) or
Municipal Civil Registrar (MCR);
- Philippine Statistics Authority (PSA);
- Foreign vital statistics office (with
English translation) if married abroad.
- National Commission on Indigenous
Peoples (NCIP) if deceased member
or pensioner is an Indigenous People
(IP); or
— Shari‘a Circuit Clerk of Court if
deceased member or pensioner is
Muslim; and

b. Online certification, stating that the
claimant - surviving legal spouse paid for
the funeral expenses.

If filed by claimant other than the surviving
legal spouse (Child/ren, parent/s or any other
natural person):

The following documents may be submitted in

lieu of OR:

a. Certification of availment of memorial/
funeral insurance plan or any other
acceptable funeral expense paid by the

SSS

LCR/PSA

Funeral Parlor/Memorial
Service/Cemetery/Crematorium

LCR/PSA

Foreign vital statistics office

NCIP

Shari'a Court

Claimant

Funeral Parlor/Memorial
Service/Cemetery/Crematorium
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member or pensioner prior to his/her

death, may be submitted in lieu of OR (For

child/ren, parent/s or legal heir/s of the
deceased member or pensioner only).

b. Any of the following additional documents Claimant
shall be submitted together with the OR,
whichever is applicable:

- Duly notarized waiver in favor of the Claimant
claimant duly signed by the surviving
legal spouse; or

- Duly notarized affidavit as attested by
two (2) disinterested persons, stating
that the surviving legal spouse did not LCR/PSA
pay for the funeral expenses or cannot
be located; or

— Death Certificate of the legal spouse
duly registered with LCR or issued by
the PSA, including Marriage
Certificate with the deceased member
or pensioner duly registered with the LCR/PSA
LCR or issued by the PSA, if the legal
spouse is already deceased; or

— Certificate of No Marriage Record
(CENOMAR) of the deceased
member or pensioner, if civil status of
the deceased member or pensioner is
single.

Please refer to the list below for the other/additional
documentary requirements.

1. Visitthe SSS 1.1. The Member-claimant | None | Within 1 Day Member-
website log-in page of the claimant
(www.sss.gov.ph). SSS website will be

displayed. SSS Website
(www.sss.gov.ph)

2. Logs inthroughthe |2.1. My.SSS will display None | None Member-
My.SSS Portal and the Funeral Claim claimant
clicks the “Submit Application Module.

Funeral Claim
Application” via E-
Services Menu.

3. Reads instructions |3.1. My.SSS will display None | None
and update personal the button where the
information details, if personal information
necessary. of the member-
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claimant can be
updated, if necessary.

4. Provides all the

following information

of the deceased

SSS member and

clicks “Proceed”:

- SS
Number/C.R.N.

- Surname and
Given Name.

- Date of Birth.

- Date of Death;
and

- Amount of
Funeral
Expense/s.

4.1. My.SSS will validate
all information
provided and check
eligibility to the
benefit.

None

None

5. Provides the
following
information, if
qualified:

- Civil Status of the
deceased
member.

- Relationship with
the deceased
member; and

- Preferred
disbursement
account.

5.1. My.SSS will display
the enrolled
disbursement account
in the Disbursement
Account Enrollment
Module (DAEM).

None

None

6. Uploads the
following supporting
documents:

- Proof to establish
SSS membership
of deceased
member.

- Death certificate
of deceased
member; and

- Proof of defrayal
of funeral
expenses, if
applicable.

None

None

7. Reads the
Cetrtification
carefully and

7.1. Automatic assignment
of the funeral benefit
claim filed online to

None

None
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certifies by clicking
the “Submit” button
to agree and
proceed with the
submission of claim
application.

7.2.

the concerned SSS
branch office based
on the registered
mailing address of
member-claimant.

My.SSS will send an
email notification on
the following:

- Successful
submission and
assignment of
claim to the
concerned branch
office for
processing; and

- Status of claim

— proper
accomplishment of
the online FCA

(approval/
rejection).
. Checks email for the None | None
notice from the SSS
on the following:
- Successful
submission and
assignment of
claim to the
concerned branch
office for
processing; and
- Status of claim
(approval/
rejection).

8.1. Retrieves FCA and None | Within 5 days Team
documentary Head/Section
requirements Head, MSS,
submitted online. SSS Branch

8.2. Establishes SSS
membership of
deceased member by
checking the proof of
membership
submitted.

8.3. Checks the following:
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8.4.

8.5.

— alterations/
erasures in
submitted
documents.

— completeness of
submitted
documentary
requirements.

— consistency of

information in SSS

forms and
documentary
requirements

— consistency of
deceased
member’s data in

the FCA as against

the Online Inquiry,
including alpha
search

— employment history
— pending SSC case

— eligibility of the

deceased member

to the benefit thru
the Eligibility
Inquiry-Funeral
Benefit.

Forwards the FCA to

the Jr./Sr. MSR to

initiate request for

verification of fact of

death, if applicable.

Requests verification
of fact of death, if
applicable.

- Retrieves the List
of Funeral Benefit
Claims for
verification of fact
of death.

- Inputs relevant
details in the Fact
of Death Request

Jr./Sr. MSR,
MSS, SSS
Branch
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Module and
submits request.

8.6. Conducts verification

8.7.

8.8.

8.9.

of fact of death, if

applicable.

- Prepares request
for verification of
fact of death.

- Visits at least one
of source of
information

- Conducts
interview/gathers
information from

the selected source

to verify/confirm
the death of
member.

- Prepares report

based on the result

of the fact of death
conducted.

Encodes fact of death

result, if applicable.

- Inputs the fact of
death result in the
Fact of Death
Verification Report
Module.

- Recommends if the

claim is for
payment or not for
payment based on
the fact of death
result.

Submits in the SSS
Funeral System the
funeral claim record
for review of Team

Head/Section Head.

Reviews online the
encoded data against
CA and documentary

Team
Head/Section
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requirements through
the Prooflist for
Reviewer Module.

8.10. Acquires result of fact
of death conducted, if
applicable.

- Checks the Fact of
Death Verification
Report through the
Inquiry Module of
the SSS Funeral
System.

- Evaluates result of
the fact of death.

- Confirms
recommendation/re
sult of fact of death
report.

8.11. Submits the reviewed
funeral claims in the
SSS Funeral System
for approval,
correction, rejection,
or deletion, whichever
is applicable.

8.12.Issues Letter of
Instruction (LOI).
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LIST OF OTHER/ADDITIONAL DOCUMENTARY REQUIREMENTS

A. Death Certificate

In the absence of the Death Certificate, submit the following:
1. Certification of non-availability issued by LCR and PSA; and
2. Any one (1) of the following:

- Certification of Death issued by the Parish/Church

- Certification of Burial from the Cemetery Administrator

- Certification of cremation

If member died and buried/cremated abroad
e Death certificate issued by the Vital Statistics Office/County of Host Country or its equivalent

If member died abroad and buried/cremated in the Philippines

e Death certificate issued by the Vital Statistics Office/County of Host Country or its
equivalent/PSA

Note: For death certificate not written in English language, official English translation from the
Department of Foreign Affairs/Philippine Embassy is required.

B. Proof of defrayal of funeral expense

If original Official Receipt (OR) is not available (e.q. lost, original copy submitted to other agency),

submit any of the documents below:

e Certified true copy of OR; or

o Certification issued by the funeral parlor/memorial service indicating the details of payment in
defrayal of funeral expenses of the deceased member.

In lieu of Official Receipt, submit (original copy):

If Memorial/lnsurance was in the name of the deceased member (deceased member is the plan
holder), submit the document below (for child/ren, parent/s or legal heir/s of the deceased member
or pensioner only):

e Certification of Availment from the memorial/insurance plan company

If Memorial/Insurance was in the name of the claimant (claimant is the plan holder), submit the

document below:

o Certification of Availment from the memorial/insurance plan company indicating the name of
deceased member, claimant and date of death; and

e Proof of payment for memorial/funeral insurance plan indicating the name of claimant.
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C. Additional Documentary Requirements:

1.

2.

In the absence of Marriage Certificate

a. Certification of non-availability from PSA/LCR or issued by foreign government indicating

that marriage records of the office/agency concerned is intact but there is no record of
marriage for the requesting party; and

. Certificate of marriage issued by the parish/church/ministry/congregation/sect/other

religious organizations/LGU/other person authorized to administer marriage or Alien
Certificate of Registration showing name of spouse.

In the absence of the certificate of marriage:
b.1 Certification of non-availability from the parish/church/ministry/congregation/sect/other
religious organizations; and
b.2 Any of the following:
b.2.1 Affidavit/Certificate of solemnizing officer stating the following together with
authority to administer marriage, if applicable
- date of marriage
- place of marriage
- reason for non-registration
b.2.2 Joint Affidavit of two (2) disinterested person who witnessed the marriage; and
b.2.2.1 If with children, birth certificate of at least two (2) children wherein under
both documents the names of parents and the date and place of
marriage are indicated

In the absence of Birth Certificate

a. Certification of non-availability from PSA/LCR or issued by foreign government indicating

that birth records of the office/agency concerned is intact but there is no record of birth for
the requesting party; and

Baptismal/Dedication certificate or its equivalent issued by the parish/church/ministry/
congregation/sect/other religious organizations (with date of birth of child and name of
parents)

In the absence of the baptismal/dedication certificate or its equivalent:

b.1 Certification of non-availability from the

parish/church/ministry/congregation/sect/other religious organizations; and

b.2 Any of the following documents where the name of dependent, date of birth and the

name of the parents are indicated:

- School cards/record of dependent

- Educational/insurance plans/health card record

- Employment records of member

- Philhealth/GSIS/Pag-IBIG records

- Income Tax Return of member

- Member’s record duly received by SSS prior to May 1997
Note:

a) Baptismal/dedication certificate or its equivalent certificate must bear the
original signature of the parish priest/head of
church/ministry/congregation/sect/other religious organizations or his
authorized signatory.
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b) Dedication Certificate or its equivalent certificate issued by the ministry/
congregation/sect/other religious organizations in lieu of baptismal certificate
must bear the date of birth and the name of the parents.

Additional document if deceased member is married abroad and has previous marriage

in the Philippines, whichever is applicable.

a. Certificate of finality of the judgment of annulment/nullity of marriage or annotated marriage
certificate

b. Certificate of naturalization prior to marriage abroad and decree of divorce after acquiring
foreign citizenship, or its equivalent

Additional documents for legally adopted children and birth certificate is without
annotation.

Decree of Adoption and Certificate of Finality of Judgment

Note: Date of adoption should be prior to date of death.
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51. Procedurein Filing of Unemployment Benefit Claim Application thru the SSS
Website for covered employees including Kasambahays and Sea-based
Overseas Filipino Workers (OFWSs)

Unemployment benefit is a cash benefit granted to covered employees including Kasambahays
and Overseas Filipino Workers (OFWs) who are involuntarily separated from employment.

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Complex

G2C - Government to Citizen

All qualified covered employees, including Kasambahays, and Overseas

Filipino Workers (OFWs) who are involuntarily separated from

employment who are not over sixty (60) years of age, except:

- In the case of an underground or surface mineworker, not over fifty
(50) years old; or

- In the case of a racehorse jockey, not overfifty-five (55) years old.

A. PRE-REQUISITE FOR ONLINE FILING OF

APPLICATION THROUGH THE SSS WEBSITE | My.SSS at http://www.sss.gov.ph

1. Must be registered in the SSS Website.

2. Must have an approved disbursement account
with SSS through the Disbursement Account
Enroliment Module (DAEM) in the My.SSS
Portal of the SSS Website.

B. ONLINE CERTIFICATION OF EMPLOYER My.SSS at http://www.sss.qov.ph

1. The certifying employer must be:
- With active status and registered in the
My.SSS portal; and
- the latest employer of the member prior to
involuntary separation per SSS record.

2. The correctness of the details of the
member’s involuntary separation shall be
confirmed by the certifying employer prior to
the Electronic Certification of Involuntary
Separation by the Department of Labor and
Employment under the DOLE-SSS Joint
Memorandum Circular No. 001 dated 22
December 2021.

3. The following are required to upload the
corresponding documentary requirements:
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— if the status of the certifying employer is
inactive/terminated/retired, or the
certifying employer is not yet registered in
the My.SSS portal, as of the date of filing
of the unemployment benefit claim;

— with pending illegal termination case;

— land-based OFWs; and

— involuntary separation is due to
termination of employment by the
employee due to any of the just causes
under Article 300 (b) [285] of P.D. No. 442
or the Labor Code of the Philippines, as
amended and renumbered.

4. List of documentary requirements
— Notice of Termination of Employment
issued by the employer or duly notarized
Affidavit of Termination of Employment in
the absence of Notice of Termination of
Employment
— Certificate of Pending Case, if applicable

C. APPLICATION FOR ELECTRONIC

CERTIFICATION OF INVOLUNTARY
SEPARATION FROM DEPARTMENT OF
LABOR AND EMPLOYMENT (DOLE)/
PHILIPPINE OVERSEAS LABOR OFFICE
(POLO)DEPARTMENT  OF  MIGRANT
WORKERS (DMW)

Provide/submit the following:

1. Transaction number;

2. One (1) valid identification document with
signature and photo;

3. Copy of Notice of Termination of Employment
issued by the employer or Duly Notarized
Affidavit of Termination of Employment, in the
absence of Notice of Termination of
Employment; and

Note: For OFWs, the Affidavit of Termination
of Employment should be supported by
an Employment Contract verified by the
POLO and/or proof of OFW'’s arrival to
the Philippines such as stamp of arrival
by the Bureau of Immigration in the
OFW’s Passport or other similar
documents.

DOLE/POLO/DMW Office/\Website
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4. Certificate of Pending Case, if applicable.

The member shall file his/her application for the
Electronic Certification of Involuntary Separation
either at the following DOLE/POLO/DMW office
or its online facility:

1. For local employee/Kasambahay: DOLE
Field/Regional Office where the
employer/company is located; and

2. For land-based/sea-based OFWs: DOLE or
DMW Field/Regional Office where the OFW
reside, or POLO where foreign employer
operates.

and provides the
date of involuntary
separation

1. Visits the SSS 1.1.The Member log -in None 1 Day Member-claimant
website page of the SSS
(www.sss.gov.ph) website will be SSS Website
displayed. (Wwww.sss.gov.ph)
2. Logs in through the |2.1.My.SSS will display None None
My.SSS Service the Unemployment
Portal and clicks the Claim Application
“Apply for Module.
Unemployment
Benefit” via E-
Services Menu.
3. Reads instruction 3.1.My.SSS will display None None
and update the the button where the
personal information personal information
details, if necessary. of the member-
claimant can be
updated, if necessary.
4. Reads instruction None None

5. Reads instruction
and provide/select
and confirm the
following information:
- Employer name;
- employment

category:
covered
employee

294



(including
Kasambahay),
mineworker,
racehorse jockey,
sea-based or
land-based OFW

- Agency to apply
for certificate of
involuntary
separation

- Preferred office

- Involuntary
separation
reason

For exception cases,
uploads the required
supporting docs.

. Confirms and None None

certifies the

following:

-  Summary of
member’s data,
contact details
and preferred
disbursement
account

- granting
authorization to
SSS to deduct
from future
benefits the
amount of claim
in case of
overlapping
benefits,
misrepresentation
, or fraud

- Member’s
consent (the
information
collected shall be
accessible to
DOLE for its
electronic
certification of the
involuntary
separation)
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. Submits
unemployment
benefit claim
application.

7.1.My.SSS will send an

email notification to
Member on the
successful submission
of the application with
instructions to
proceed with the
application for
electronic Certification
of Involuntary
Separation from
DOLE/POLO/DMW.

None

None

. Awaits email

notification from SSS
on the successful
submission of the
application with
information that the
claim shall proceed
to the employer for
certification of the
details of the
involuntary
separation and that a
notification shall be
sent once the
employer has
successfully certified
the details of the
involuntary
separation and that
they shall proceed
with the application
for electronic
Certification of
Involuntary
Separation from
DOLE/POLO/DMW.

Note: claims with
uploaded
documentary
requirements under
no. 5 shall be
instructed to proceed
with the application
for electronic
Certification of

None

None
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Involuntary
Separation from

DOLE/POLO/DMW.

\

. Proceeds to the

preferred DOLE/
POLO/DMW office.

None

Within 2 Days

10.Provides the

following:

- Transaction
number in the
SSS email
notification

~ One (1) valid ID

with signature
and photo

- Copy of Notice of

Termination of
employment
issued by the
employer/duly
notarized
Affidavit of
Termination of
Employment

- Certificate of

pending case, if

applicable

None

None

10.1 DOLE/POLO/DMW
shall perform the
following:

- evaluate
application
following existing
guidelines

- verify/confirm
details indicated in
the submitted
documents (over
the counter and
uploaded) against
Establishment
Report submitted
by employers/
companies to
DOLE/DMW

- check if the
applicant has
passed through the

None

Within 3 Days

DOLE/POLO/
DMW Certifier
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SSS online filing
process using its
access to the SSS
UB Web
Application System

- encode details and
certify the
involuntary
separation of the
applicant

- print DOLE
Certification of
Involuntary
Separation, as
requested by the
applicant

- verifies involuntary
separation of
employee with
other
DOLE/POLO/DMW
offices, if
necessary.

10.2 Issues DOLE
Certification of

\)

the confirmation/
issuance of
electronic
Certification of
Involuntary
Separation via e-
mail, online or over-
the-counter at
preferred
DOLE/POLO/DMW
office.

email notification to
the Member -
claimant indicating
the result/status of
UB claim application.

Involuntary
Separation.
10.3 Issues Letter of Within 1 day | Treasury Division
Instruction (LOI).
13. Awaits notification on [13.1 My.SSS will send an | None None
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LIST OF OTHER/ADDITIONAL DOCUMENTARY REQUIREMENTS

For Employee Member with inactive/terminated/retired certifying employer or certifying employer is
not vet reqistered in the My.SSS portal, as of the date of filing of the unemployment benefit claim:

Notice of Termination of Employment issued by the employer, or duly Notarized Affidavit of
Termination of Employment, in the absence of Notice of Termination of Employment.

For Employee Member with pending illegal termination case or with involuntary separation due to
termination of employment by the employee due to any of the just causes under Article 300 (b) [285]
of P.D. No. 442 or the Labor Code of the Philippines, as amended and renumbered.

1. Notice of Termination of Employment issued by the employer, or duly Notarized Affidavit of
Termination of Employment, in the absence of Notice of Termination of Employment;

2. Certificate of Pending Case (for exception case under Section I11.1.b) and/or Police Report
(for exception case under Section 1ll.1.d), if applicable.
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52. Procedure in Filing of Unemployment Benefit Claim Application thru the
SSS Website for Land-Based Overseas Filipino Workers (OFWS5s)

Unemployment benefit is a cash benefit granted to covered employees including Kasambahays
and Overseas Filipino Workers (OFWSs) who are involuntarily separated from employment.

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Complex

G2C — Government to Citizen

All qualified covered employees, including Kasambahays, and

Overseas Filipino Workers (OFWs) who are involuntarily separated

from employment who are not over sixty (60) years of age, except:

- In the case of an underground or surface mineworker, not over
fifty (50) years old; or

- In the case of a racehorse jockey, not overfifty-five (55) years old.

A. PRE-REQUISITE FOR ONLINE FILING OF
APPLICATION THROUGH THE SSS WEBSITE
1. Must be registered in the SSS Website. My.SSS at http://www.sss.gov.ph
2. Must have an approved disbursement account
with SSS through the Disbursement Account
Enrollment Module (DAEM) in the My.SSS
Portal of the SSS Website.

B. APPLICATION FOR ELECTRONIC
CERTIFICATION OF INVOLUNTARY | DOLE/POLO/DMW Office/Website
SEPARATION FROM DEPARTMENT OF
LABOR AND EMPLOYMENT  (DOLE)/
PHILIPPINE OVERSEAS LABOR OFFICE
(POLO)/DEPARTMENT OF MIGRANT
WORKERS (DMW)

Provide/submit the following:

1. Transaction number;

2. One (1) valid identification document with
signature and photo;

3. Copy of Notice of Termination of Employment
issued by the employer or Duly Notarized
Affidavit of Termination of Employment, in the
absence of Notice of Termination of
Employment; and

300


http://www.sss.gov.ph/

\

Note: For OFWs, the Affidavit of Termination of
Employment should be supported by an
Employment Contract verified by the
POLO and/or proof of OFW’s arrival to
the Philippines such as stamp of arrival
by the Bureau of Immigration in the
OFW’s Passport or other similar
documents.

4. Certificate of Pending Case, if applicable

The member shall file his/her application for the
Electronic Certification of Involuntary Separation
either at the following DOLE/POLO/DMW office or
its online facility:

a. For local employee/Kasambahay: DOLE
Field/Regional Office where the
employer/company is located; and

b. For land-based/sea-based OFWs: DOLE or

DMW Field/Regional Office where the OFW
reside, or POLO where foreign employer
operates.

provide/select and

1. Visits the SSS 1.1 The Member log -in None 1 Day Member-
website page of the SSS claimant
(www.sss.gov.ph) website will be

displayed. SSS Website
(www.sss.gov.p
h)

2. Logs in through the 2.1 My.SSS will display None None
My.SSS Service the Unemployment
Portal and clicks the Claim Application
“Apply for Module.

Unemployment
Benefit” via E-
Services Menu.

3. Reads instruction and 3.1 My.SSS will display None None
update the personal the button where the
information details, if personal information
necessary. of the member-

claimant can be
updated, if necessary.
4. Reads instruction and None None
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confirm the following

information:

- Employer name;

- employment
category: covered
employee
(including
Kasambahay),
mineworker,
racehorse jockey,
sea-based or land-
based OFW

- Agency to apply
for certificate of
involuntary
separation

- Preferred office

- Involuntary
separation reason

. Confirms and certifies

the following:

- Summary of
member’s data,
contact details and
preferred
disbursement
account

- granting
authorization to
SSS to deduct from
future benefits the
amount of claim in
case of overlapping
benefits,
misrepresentation
or fraud

- Member’s consent
(the information
collected shall be
accessible to DOLE
for its electronic
certification of the
involuntary
separation)

None

None
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number in the SSS
email notification

- One (1) valid ID
with signature and
photo

- Copy of Notice of
Termination of
employment
issued by the
employer/duly
notarized Affidavit
of Termination of
Employment

- Certificate of
pending case, if
applicable

6. Submits 6.1 My.SSS will send an None None
unemployment benefit email notification to
claim application. Member on the
successful submission
of the application with
instructions to
proceed with the
application for
electronic Certification
of Involuntary
Separation from
DOLE/POLO/DMW
. Awaits emall None None
notification from SSS
on the successful
submission of the
application with
instructions to proceed
with the application for
electronic Certification
of Involuntary
Separation from
DOLE/POLO/DMW.
. Proceed to the None | Within 2 Days
preferred
DOLE/POLO/DMW
office.
. Provides the following: None None
- Transaction
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9.1 DOLE/POLO/DMW
shall perform the
following:

9.2

evaluate
application
following existing
guidelines
verify/confirm
details indicated in
the submitted
documents against
Establishment
Report submitted
by employers/
companies to
DOLE/DMW
check if the
applicant has
passed through
the SSS online
filing process using
its access to the
SSS UB Web
Application System
encode details and
certify the
involuntary
separation of the
applicant

print DOLE
Certification of
Involuntary
Separation, as
requested by the
applicant

verifies involuntary
separation of
employee with
other
DOLE/POLO/
DMW offices, if
necessary.

Issues DOLE
Certification of
Involuntary
Separation.

None

Within 3 Days

Va

DOLE/POLO/
DMW Certifier
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Certification of
Involuntary Separation
via e-mail, online or
over-the-counter at
preferred DOLE/
POLO/DMW office.

the Member -
claimant indicating
the result/status of

UB claim application.

9.3 Issues Letter of Within 1 day Treasury
Instruction (LOI). Division
10. Awaits confirmation/ 10.1 My.SSS will send an | None
issuance of electronic email notification to None

LIST OF OTHER/ADDITIONAL DOCUMENTARY REQUIREMENTS

For OFW Member

1. Notice of Termination of Employment issued by the employer, or duly Notarized Affidavit of
Termination of Employment, in the absence of Notice of Termination of Employment.

2. The Affidavit of Termination of Employment should be supported by an Employment Contract,
as verified by the concerned Department of Migrant Workers (DMW) office, and/or proof of
OFW's arrival in the Philippines, such as stamp of arrival by the Bureau of Immigration in the
OFW's passport or other similar documents.

For member with pending illegal termination case or with involuntary separation due to termination

of employment by the employee due to any of the just causes under Article 300 (b) [285] of P.D. No.

442 or the Labor Code of the Philippines, as amended and renumbered.

1. Notice of Termination of Employment issued by the employer, or duly Notarized Affidavit of
Termination of Employment, in the absence of Notice of Termination of Employment;

2. Certificate of Pending Case (for exception case under Section Ill.1.b) and/or Police Report
(for exception case under Section Il1.1.d), if applicable.
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53. Procedure in Filing of Pension Loan Through My.SSS Portal (Online)

Pursuant to SSC Resolution No. 389-s. 2020 dated 22 July 2020, as amended by SSC
Resolution No. 464-s. 2020 dated 09 September 2020 approving the revised implementing
guidelines for online application of pension loans for retiree pensioners and to provide them
with safer, faster, more convenient and economical means of filing their pension loans and to
hasten the digitization of loan processes to comply with the requirements of the Ease of Doing
Business and Efficient Government Services Delivery Act of 2018 or Republic Act No 11032
through streamlining, simplification, and automation of loan processes, the following
guidelines and procedures shall be observed.

SSS Branch Office

Simple

G2C - Government to Citizen

Retiree pensioners with the following
Qualification Requirements:

. Must be eighty-five (85) years of
age or below at the end of the last month
of loan term;

Note: the age of the retiree pensioner
at the time of loan application should
not exceed eighty-five (85) years ag
illustrated below:

Payment Age at the Time
Term of Availment
6 months 84 years and 4
months
12 months 83 years and 10
months
24 months 82 years and 10
months
. Must have no deductions, such ag

outstanding loan  balance, benefit
overpayment to SSS, etc., from his/her
monthly pension;
. Must have no existing advance
pension under the SSS Calamity Package;
and

. Must be receiving his/her regular
monthly pension for at least one (1) month
and status of pension is “Active”

306



SSS  Website

(Note: Prior registration to the
or My.SSS is a must. Otherwise, the retiree-pensioner
may file the PL Over the Counter

I. Basic Requirements

A. The retiree-pensioner must be registered with the
SSS Website (My.SSS) to facilitate online filing of
pension loan;

B. The retiree-pensioner must have current and
active mobile number; and

C. The retiree-pensioner must have at least one of
the following:

Valid UMID-ATM enabled ID Card; or
Valid UBP QuickCard with Savings Account
Number registered with SSS; or
Valid Pension Savings Account Number
registered with SSS (upon implementation
of PESONEt payment facility)

Note: If the retiree pensioner availed
the 18 months advance pension,
he/she must be receiving his/hen
regular monthly pension for at least one
(1) month.

SSS Website (My.SSS)

Any service provider/telco of choice
by the pensioner

SSS
UnionBank of the Philippines (upon
Initial availment of PL through OTG
transaction)
Any PESONet participating bank of
choice of the pensioner duly accredited
or authorized by SSS upon filing of
application of retirement benefit

Note: Online application of PL is availablg
only for loan renewal; initial application
is still applied and processed Over the

Counter in the branches

automatically
directs the retiree-

choose “Apply for Pension Loan”

1. Log in toll. The system

the My.SSS account using theautomatically asks _
registered username and password{for password of the| None 1 minute Pension Loan
of the retiree pensioner retiree pensioner Borrower (PLB)
2. Click the E-Services Taband2. The system| None | 30 seconds PLB

pensioner to the
PL application page
and displays the
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options on number
of months to be
applied for and the
corresponding
computation

3. Choose the desired PL amount4. The system| None | 30 seconds PLB
displayed on screen by clicking theautomatically

“submit” button below  thedirects to the PL

computation of the desired details page

option

4. Check all the PL applicationd. The  system| None 2 minutes PLB
details and tick the small box at theautomatically direct

lower left portion of thes to the Disclosure

Acknowledgement,  AuthorizationStatement Page

and Agreement box screen whichshowing the loan

means that the retiree pensioneramount, deductions

agrees to the following: and net proceeds

. Amount of the PL as written

in the Disclosure Statement;

. Monthly deduction

corresponding to the monthly

amortization from monthly pension;

and

. Terms and Conditions of the

Pension Loan.

5. Click the DisclosureNote: After clicking None 1 minute PLB
Statement and download or print athe “Submit

copy Pension Loan” tab,

6. Close the Disclosurethe system

Statement page to activate the
Submit Pension Loan button and
click “Submit Pension Loan”

automatically sends

to the retiree
pensioner al
notification of

successful
submission of the
PL application. An
email notification
containing the PL
details shall also be
sent to the retiree
pensioner’s
registered
address.
Online applications
submitted after 5:00

email

PM (Philippine
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Local Time) shall be
processed on the
next working day.

7. Wait for the crediting of the
Pension Loan proceeds

309

None

Within 5
working days

Disbursing
Bank/Channel
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54. New Voluntary Provident Fund (WISP Plus) Enrollment

The New Voluntary Provident Fund is a provident fund that offers all types of SSS Members a
safe, competitive, convenient and tax-free savings scheme, so they can earn more compared to
regular savings or time-deposits and receive additional benefits during retirement.

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Simple

G2CGovernment to Citizen

All SSS Members with My.SSS Account

My.SSS Member Account My.SSS at member.sss.gov.ph

WIFI access or mobile data

1. Visit the My.SSS 1.3 The system None 3 seconds Processed
portal displays the Login by
(member.sss.gov.p page. the system
h)

2. Provide User ID The system
and password then validates the login
click “Sign In” of the Member.

3. Mouse-over 2.1 For enrolled None 3 seconds Processed
“SERVICES” then member, the system by
click “Enroll to displays that the system
WISP Plus” from member is already
the list. enrolled in the WISP

Plus

2.2. For unenrolled
member, the
system displays
the “VIEW TERMS

AND
CONDITIONS”
link.
4. Click the “VIEW 3.1 The system will None 10 minutes Processed
TERMS AND display the WISP by
CONDITIONS” link. the system
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5. Read the Terms
and Conditions and
click the “I Accept’
button.

Plus Terms and
Conditions.

3.2. The system
displays the
congratulatory
message.
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55. Online SSS Number Issuance in My.SSS

Allows applicants to obtain an SSS Number online.

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Simple

G2C-Government to Citizen

Individual members such as Prior Registrant, Self-employed
(SE)and Overseas Filipino Workers (OFW)

WIFI accessor mobile data

My.SSS at http://www.sss.gov.ph

1. Visit the SSS 1.1. The system | None Processed
website displays the bythe
home page system
https://www.sss.gov.ph of the SSS
website.
2. Click the check 2.1 The system |None Processed
box “l am not a displays bythe
robot” and verify captcha. system

the captcha.

3. Scroll down and 3.1. The None Processed
mouse-over on the system bythe
“‘“APPLY FOR AN directs the system
SS NUMBER registrant to
ONLINE” box and the Social
click the link “No Security
SSS number yet? Number
Get it here!”, click Application. 2 minutes

“here” then “Start”.

4.Supply the needed 4.1. The system |None Processed
information. validates the bythe
provided system
information.
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5. Access the 5.1 The system [None Processed
continuation link redirects the bythe
that was sent to member to system
the applicant’s other fields
registered email to be filled
address up.

6.Supply the required 6.1 The system |None Processed
information from records all bythe
Basic Information the system
up to Beneficiaries information
Information provided by
correctly. the

registrant.

7. Review and correct | 7.1. The system |None Processed
filled out electronic displays all bythe
registration form. the system

information

for final

review of the

registrant. 2 minutes

8. Click “Generate SS 8.1. The system |None Processed

Number” button. displays the bythe
SSS number system
of the
registrant.

9. Access the 9.1. The system |None Processed
registered email sends an bythe
address. email system

containing
Personal
Record Form
and SS
Number Slip.
9.2. The system
will also
send an
email to
register in
the My.SSS
Member
account.
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10. Click the
registration link
for the My.SSS
Member
Account and
supply the last
six (6) digits of
CRN/SS
Number and
preferred

10.1 The system
enables the
member to
access the
My.SSS
Member
Account.

None
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Processed
by the
system
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56. My.SSS Registration for Member Account

Register Members in the SSS website to gain exclusive access to their SSS records and
do online transactions.

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Simple

G2C-Government to Citizen

With at least one (1) contribution and has
date of coverage

Individual members such as Employed, Voluntary Members
VM), Self-employed(SE) and Overseas Filipino Workers(OFW

My.SSS at http://www.sss.gov.ph

WIFI access or mobile data

have read the
reminders and
click
“Proceed”.

Accomplish all
the required
fields and
provide the
information as
reported to
SSS.

validates the
information
provided by
the Member
against
SSSrecords.

1. Visit the 1.1. The None
SSS system
Website displays
WWW.SSS.gov.ph, the
verify the captcha Login page.
and click “Member”
under “Portal”.
2. Click “Not yet 2.1 The system None
registered in directs the
My.SSS? Click member to
Here” found in the the
Member Login registration
page page.
3. Certify that you 3.1 The system None

1 minute

Processed by
the system

Processed by
the system

Processed by
the system
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4. For Registration 4.1. The system  |None Processed by
Reference, displays eight the system
select one (8)registration
(1)information, options.
as reported to
SSS.

*Refer to the table
below for the list of
options to register.

5. Provide the | 5.1 The system None Processed by
captcha as it is processes the system
shown, then check the
on the box of* | registration
accept the Terms of the
of Service” and member.
click the “Submit”
button.

6.Access the 6.1 For None 15minutes Processed by the
;%%féirse%rega” successful system
confirmation email registration, an
sent by SSS activation link

will be emailed
of the
member’'s
account.

For
unsuccessful
registration,
a notification
will be
emailed
indicating the
reasons for
rejection and
suggestions
to
Successfully
register.

7. Access the link in 7.1. The system  [None Processed by the
the notification activates the system
email and account of
activate the the Member
account by and displays
providing the last the page to
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preferred
password,
confirm
password and
click “Submit”.

ensures
security of
accessto the
Member’s
account and
will prompt to
type the
assigned
password
twice.

6 digits of nomination 30 Seconds
CRN/SS Number of password.
that was used in
registration.
8. Assign your 8.1. The system  |None None Processed by the

system
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Options to register in the SSS Website

a. Savings Account Number/ Citibank Cash Card / UBP Quick Card / UMID — ATM Saving
Account Number Registered in SSS

b.Mobile Number Registered in SSS

c. UMID CARD
c.1 UMID CARD Pin Code
c.2 Mother's Maiden Name reported in the E6- UMID Card Application Form

d.Employer ID/Number Household Employer ID Number

e. Paid Payment Reference Number/SBR No./Payment Receipt Transaction Number

f. Date of Loan with Existing Loan Balance

g. Transaction Number shown in your Personal Record/Unified Multi-purpose ID (UMID) Application
(E-1/E-6) (for those who applied online for SS number from December 10, 2020 onwards)

h. Check Number of any monthly pension of retiree/disability pensioner who is receiving the pension
benefit through check.
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57. Membership Records Inquiry in the SSS Website

My.SSS is an online service portal that allows SSS members exclusive access to their
contributions and membership records.

A member may inquire membership information, benefit information, Sickness-Maternity-
Employees’ Compensation Benefit, loan information, contribution payment details, benefit
claims eligibility and checklist of required documents

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Simple

G2C - Government to Citizen

Individual members such as Employed, Voluntary and Self-
employed members and Overseas Filipino Workers)

. CHECKLIST OF REQUIREMENTS |
1. My.SSS accounts user ID andp assword.
2. WIFI access (Internet Connection)

My.SSS at https://www.sss.gov.ph

1. Visit the 1.1. The 3 Seconds Processed
SSS Member by the
Website login page of System
https://www.sss.go the SSS
% website will
.ph be displayed.

2. Log-into the SSS | 2.1 The System None 1 minute Processed
Website with display the by the
My.SSS account answer to the System
user ID and requested
password. Mouse- service

over “E-services”
and click “Inquiry”
from the list.
Select the desired
service available
in My.SSS

*Refer to the table
below for the
types of services
available
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Types of Services

Information/transaction to be displayed

Member Information

Displays the following:

Actual Premiums (ContributionTable)
Member Details

Employment History

SSS ID Card

SSS Servicing Branch

Benefit

Displays the status of the following claims
and benefits:

Claims Info

Monthly Pension Payment History
13%" Month Pension History
Pension Loan

Claims Clearance

Tracer Log

Claims Maintenance

Benefit Increases Information
Unemployment Benefit Claims

Sickness, Maternity,
Employee’s Compensation
Benefit

Displays the status of the following:

Sickness Benefit
Maternity Benefit

EC Medical Benefit
Maternity Notification
MEDVS

Loans

Displays Loan Status/Loan Information,
Educational Loan Status/Information, Loan
OTC Payment and Loan Restructure
Information.

Contribution Payment Details

Displays the contribution payment details
consisting of the following:

Self-Employed Actual Premiums
Voluntary Members Actual Premiums
Household Employers Actual Premiums
FlexiFund

Contribution OTC Payment

Actual Premiums(PRN)
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Benefit Claims Eligibility

Displays the computation of the estimated
claim of Benefits: Death Pension, SS
Funeral, Partial Disability, and Total
Disability

Displays the computation of the sickness
and maternity benefit.

Checklist of Required Documents

Displays requirements for the following SSS
benefits:

EC Medical Reimbursement
Death Claim

Disability Claim

Funera IClaim

Maternity Claim

Retirement Claim

Sickness Claim
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58. Filing of Salary Loan Application in My.SSS for Self-Employed,
Voluntary Members, and Overseas Filipino Workers

Online facility of the My.SSS that allows the SSS members (Self-Employed, Voluntary
Members, and Overseas Filipino Workers) to apply for salary loan.

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Simple
G2C - Government to Citizen

All qualified contributing Self-employed/Voluntary Member or
Overseas Filipino Workers

1. My.SSS accounts user ID and password.
2. WIFI access (Internet Connection)

My.SSS at https://www.sss.gov.ph

1. Visit the 1.1. The Member 3 Seconds Processed by
SSS login page of the System
Website the SSS
website will be

https://www.sss.gov.ph displayed.

2. Log-in to the SSS 2.1The None 15 seconds Processed by
Website with System the System
My.SSS account performs
user ID and the
password. following:

Mouse- over “E-

services” and a. Foreligible

click “Apply for members,

Salary Loan” My.SSS

from the list of (Facility)

services. will
proceed
with the
electronic
form of the
application
of salary
loan.

b. For
ineligible
members,
My.SSS

322


http://www.sss.gov.ph/
http://www.sss.gov.ph/
https://www.sss.gov.ph/

(Facility)
will show
the

reasons for
rejection of
the loan
application

3. For Members with | 3.1 The System None Processed by
Activated UMID- display the the System
ATM or Union UMID-ATM
Bank of the Bank and
Philippines Quick Bank Account
Card, proceed to Number.
the next step.

For Members The System
without UMID- display the
ATM and without mailing

Union Bank of the address of the
Philippines Quick member. 1 minute
Card, review

mailing address.

*Go to My.SSS

Beta to update

local mailing

address

4. Select the 4.1. The System  |None Processed by
preferred loan direct the the System
amount, check ‘I Member-
agree to the borrower to
Terms and the Loan
Conditions”, click Disclosure
“‘Done and click Statement.

“Proceed”.

5. View and save The None Processed by
Loan Disclosure System the System
Statement and displays
click “Submit”. the

confirmatio ,
n page. 1 minute
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6. Review the

6.1 The System

Processed by

Salary Loan
Application.

Loanable amount, displays the the System
net proceeds, loan

mailing address information
and Certification, and
Agreement and Certification,
Promissory Note. Agreement
Then click and
“Proceed”. Take Promissory
note also of the Note and the
transaction transaction
number. number.

7. Open your 7.1. The System  |None 1 minute Processed by
registered will send an the System
email email to
address and the Member
check the indicating
notification email the
sent by SSS as transaction
confirmation for number of
the successful Salary Loan
submission of Application.
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59. Filing of Salary Loan Application in My.SSS for Employed Members

An online facility of the My.SSS for the Employed members to apply for salary loan.

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Simple

G2C - Government to Citizen

All qualified Employed SSS Members

1. My.SSS accounts user ID and password.

2. WIFI access (Internet Connection) My.SSS at https://www.sss.gov.ph

1. Visit the SSS 1. The Member None 3 Seconds Processed by

Website login page of the the System

https://lwww.sss.gov.ph| SSS website will

be displayed.

2. Log-in to the SSS 2.1The None Processed by
Website with System the System
My.SSS account performs
user ID and the
password. following:

Mouse- over “E-

services” and e Foreligible

click “Apply for members,

Salary Loan” My.SSS

from the list of (Facility)

services. will
proceed
with the
electronic
form of the
application
of salary
loan.

e For
ineligible
members,
My.SSS 1 minute
(Facility)
will show
the
reasons for
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rejection of
the loan
application.

3. Select the preferred
loan amount.

3.1. The System
display a
drop- down
menu for
the available
loanable
amounts

None

4. For Members with
enrolled Bank
Account, provide
the preferred
disbursing bank
account in the
“Choose saving
account” field.

a. For Members
with Union
Bank of the
Philippines
Quick Card
that is enrolled
in the My.SSS,
select the
enrolled UBP
savings
account.

*For UBP
Quick Card
Holders that
are not yet
enrolled in the
My.SSS, refer
to 2 Bank
Enrollmentin
My.SSSfor
instructions.

4.1. The System
display a
drop- down
menu
containing
the Member’s
enrolled bank
accounts.

None

Processed by
the System
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b. For Members b. The
with UMID System
activated as display the
ATM, proceed UMID-
to the next ATM Bank
step. and Bank

Account
Number.

c. For Members c. The System
without UMID state that
as ATM and the loan
without proceed will
enrolled bank be released
account, check through
mailing check to be
address ifitis mailed at
updated. the

addres
S
below.

5. Select the Certifying | 5.1 The System None 1 minute Processed by
Employer, if display a drop- the System
applicable. down menu

listing the
latest three (3)
employers of
the Member.

For Employers The System

with other display a

branches, select drop- down

the Certifying menu

Employer Branch containing

Location. the

Employer’s
Branch
office

6. Check “l agree 6.1 The System None Processed by
to the Terms direct the None the System
and Member-
Conditions”, borrower to
Click “Done” the
and click Loan
“Proceed” Disclosure

Statement.

327




\

7. View and save 7.1. The None 1 minute Processed by
Loan Disclosure System the System
Statement and displays
click the
“Submit”. confirmatio

n
page.

8. Review the 8.1. The System  |None Processed by
Loanable amount, displays the None the System
net proceeds, loan
mailing address information
and Certification, and
Agreement and Certification,

Promissory Note. Agreement
Then click and
“Proceed”. Take Promissory
note also of the Note and the
transaction transaction
number. number.

9. Open your 9.1. The System  |None 1 minute Processed by the
registered email will send an System

address and check email to the
the notification Member

email sent by SSS indicating the

as confirmation for transaction
the successful number of
submission of Salary Loan
Salary Loan Application.
Application.
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60. Generation of Payment Reference Number in My.SSS (PRN) for Members
Contributions

An online facility for the members to generate Payment Reference Number (PRN) for the
electronic Collection System (e-CS) to facilitate the real-time recording/ posting of SSS
contribution payments.

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Simple

G2C - Government to Citizen

Self-Employed/Voluntary/Overseas Filipino Worker
Members with My.SSS Account

My.SSS Member Account SSS website - https://www.sss.gov.ph

WIFI access or mobile data

1. Access the SSS 1.1. Validates the None 3 seconds Processed by
website and log in User ID and the system
to account password given

and displays the

SSS Website: homepage of the

WWW.SSS.goV.p Members
h account.

2. Click “Payment 2.1 System None 3 seconds Processed by
Reference displays the the system
Number” following:

a. For initial
PRN
Generation,
the
Generate
PRN Button
will appear

b. For
subsequent
PRN
Generation,
a system
generated
PRN will
appear

329
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a. For initial PRN

The System

contribution and
the applicable
months to be
paid.

Statement of
Account (SOA)
with
corresponding
Payment
Reference
Number (PRN)
for the
applicable
month of
payment

330

generation: performs the
following actions:

Provide the System generates 3 minutes Processed by
following and displays the System
information: Statement of
e Membership Account_

Type (Voluntary, (SOA) with .the

Self- corresponding

employed and Payment Reference |[None None

OFW) Number (PRN)
e Applicable

month/s and

year/s to be paid
e Amount of

contribution per

month.

For OFW Member

- if a Flexi Fund

member: enters

the desired

amount to be paid
for Flexi Fund
contribution
b. For subsequent None None

generation of
PRN:
b.1 If without b.1 System

changes on the automatically

Amount of generates a




b.2 If there is
change in the
amount of
contribution and
applicable
months to be
paid, click
“Generate PRN”
and provide the
following
information:

e Membership
Type (Voluntary,
Self- employed
and OFW)

e Applicable
month/san
d
year/s to be paid

b.2 System
generate and
displays a new
Statement of
Account (SOA)
with
corresponding
Payment
Reference
Number (PRN)
for the given
applicable
month of
payment

e Amount of
contribution
per month.

e ForOFW
Member
- if a Flexi Fund
member: enters
the desired
amount to be
paid for Flexi
Fund
contribution

None

None

3. Member can save
and print the
Statement of
Account (SOA)

None

None

Processed by
the system
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61. Generation of Payment Reference Number (PRN) in My.SSS for

Members Loan Payments

An online facility for the members to generate Payment Reference Number (PRN) for the
electronic Collection System (e-CS) to facilitate the real-time recording/ posting of SSS short-

term loan payments.

My.SSS Member Account

WWW.SSS.gov.ph

Member Electronic Services Department via My.SSS Portal at

Simple

G2C - Government to Citizen

Self-Employed/Voluntary/Overseas Filipino Worker
Members with My.SSS Account

SSS website - https://www.sss.gov.ph

WIFI access or mobile data

- Prints the PRN

Note: Member has the

“PRN”

a.2. PRN file for

printing or

. Access the SSS 1. Validates the None | 30 seconds | Processed by the
website and log in to User ID and system
account password given

Ssswebste: | o denas e
WWW.SSS.gov.ph Membersa
ccount.
None

. Selects “Payment 2. System displays 3 seconds Processed by the
Reference Number the following: system
(PRN)” from the
Menu, then, clicks i. Active Loan/s
“Loan” from the sub- with PRN (For
menu the Month)

A. If No Changes
in the “Amount
to be Paid”
Column
2 seconds
- Clicks the button
“PRN”
a.l. Generated 3 seconds
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option to print or save save
the PRN as pdf by
clicking the
“Destination” button
None
B. If “Amount to
be Paid
”Column will
be Changed
- Edits the “Amount b.1. Updated PRN
to be Paid” amount 60 seconds
- Clicks the “SAVE” 2 seconds
button
. b.2. Generated 3 seconds
- Clicks the button SAVED PRN
“PRN”
b.3. PRN file for 3 seconds
- Prints the PRN printing or
saving
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62. Procedure in Filing of Maternity Notification (MN) for Self-Employed

(SE)/Voluntary Member(VM)/Overseas Filipino Workers (OFW)

An online facility that allows the female members of the SSS to submit their Maternity
notification. This facility is for Self-Employed/Voluntary Member/ OFW/ Non-working Spouse

only.

Member Electronic Services Department via My.SSS Portal at

WWW.SSS.gov.ph

Simple

G2C - Government to Citizen

1. My.SSS accounts user ID and password.
2. WIFI access (Internet Connection)

All qualified Female Member (Self-Employed/Voluntary/OFW/Non-Working

Spouse)

My.SSS at https://www.sss.gov.ph

password. Mouse-
over “E-services”
and click “Submit
Maternity
Notification” from
the list of services.

* Only Female
Member may submit
Maternity
Notification.

a. For qualified
members, the
System display

the screen where

member will
provide the

expected date of

delivery and
allocation of
portion of her
maternity leave
credits.

334

1. Visit the SSS | 1.1. The Member login None 3 Seconds Processed by
Website page of the SSS the System
https://www.sss.gov website will be
.ph displayed.

2. Log-in to the SSS 2.1 The System None 15 seconds Processed by
Website with performs the the System
My.SSS account following:
user ID and
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b. For unqualified
members, the

System display a

notice stating
only qualified
members can

submit maternity

notification and
advise to visit

\

SSS Branch for
queries.
3. Provide expected 3.1 The System display |None
date of delivery a drop-down menu of
month, day and year.
4. Select whether the 4.1. The System display [None

member will allocate
a portion of her
maternity leave
credits or not.

a. For the member
who wants to
allocate a
portion of
maternity leave
credits, click
“Yes” then
provide how
many days shall
be allocated, full
name of the one
receiving the
allocated leave
credits, and their
relationship.

b. For the member
who does not
want to allocate
a portion of her
maternity leave
credits, click
“No”.

an option for the
member to select if

they want to allocate

portion of her
maternity leave
credits.

a. The system
displays the
encoded
information

b. The System
disable the part
of allocation of
portion of
maternity leave
credits.

1 minute

Processed by
the System

Processed by
the System
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5. Review all provided 5.1 The System display |[None None Processed by
information then the transaction the System
click the “Submit” number.
button and take
note of the
transaction number.

6. Open your 6.2 The System send an |None 1 Minute Processed by

registered email
address and check
the notification
email sent by SSS
as confirmation for
the successful
submission of
maternity
notification.

email to the Member
indicating the
transaction details of
the submission of

maternity notification.

the System
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63. Submission of Retirement Claim Application through My.SSS

\

Online facility on the My.SSS website for the member’s online submission of retirement
claim application.

Social Security System

Simple

G2C - Government to Citizen

1. My.SSS accounts user ID and password.
2. WIFI access (Internet Connection)

All qualified Members

My.SSS at https://www.sss.gov.ph

Employment
History. Click the
“Proceed” button if
all details are
correct.

For Members with
correction in their
Employment
History, visit any
SSS Branch for
correction.

1. Visitthe SSS 1.1. The Member login None 3 Seconds Processed by
Website page of the SSS the System

https://www.sss.gov.ph website will be

displayed.

2. Log-in to the SSS 2.1 The System displays |None 15 seconds Processed by
Website with the application of the System
Msérs%sa%%coum retirement claim page.
password. Mouse-
over “E-services”
and click “Submit
Retirement
Application” from
the list of services.

3. Review the None 5 Seconds Processed by

the System
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4. For applicants 5.1. My.SSS (Facility)

without redirects the applicant
disbursement to thethe SSS
account enrolled website.

with SSS, click

“here” to choose
from the following
payment channels
where the benefit
will be credited:

a. Bank Account
in PESONet
participating
banks; and

For applicants
with enrolled
savings account
number, proceed
to the next step.

My.SSS (Facility) displays
the form to be filled-up by
the applicant.

338
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5. For members who 5.1. The system displays  |[None 5 Seconds Processed by
worked as an a question about the System
underground/ Member’s
surface mine worker employment.

e orocast | Members o ansuored
five (5) years either Ye_s W!|| have to sgbmlt
continuous or thelr. ret!rement claim
accumulated, click aBppllcatlon toany SSS

N/ ranch.

Yes” then

“Proceed” buttons.

For members who

did not work as

abovementioned,

click “No” then

“Proceed” buttons.

6. For members who 6.1. The system displays |[None 5 Seconds Processed by
have dependent a question about the System
legitimate, Member's
legitimated or dependents.
legally adopted,
illegitimate child/ Members who
children who is/are answered “Yes” will
unmarried, not have to submit their
gainfully employed retirement claim
and has not application to any SSS
reached 21 years Branch.
old or if over 21
years old, he is
congenitally
incapacitated, click
“Yes” then
“Proceed” buttons.

Otherwise, click
“No” then “Proceed”
7. For Members 7.1 The system display None 5 Seconds Processed by

eligible for online
submission of
retirement
application, review
the confirmation
screen displaying all
the details regarding
retirement then click
the “Proceed”

information of the
retirement claim of the
Member.

339
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button.

a. For Members a. The system None None
eligible for displays a
retirement message advising
application but the Member to
answered “Yes” personally go to
for both branch and submit
guestions, kindly all requirements.
go to the
nearest SSS
branch to submit
documentary
requirements.

b. For Members b. The system
that are displays the
ineligible for rejection reasons.
retirement,
application will
be rejected.

8. For Members 8.1. The system displays |None 5 Seconds Processed by
whose UMID is not a drop-down menu for the System
an ATM, select the Members to select
bank branch and their bank branch and
provide savings fill-out the field of
account number savings account

number.

For Member whose The system displays

UMID is an ATM, the details of the

the bank details will UMID-ATM

be automatically

displayed.

9. Select whether 9.1. The system display  |[None 15 Seconds Processed by
member will avail option for the the System
the 18 months Members should they
advance pension by wish to avail 18
clicking “Yes” or months advance
“No” then click pension and a
“Proceed” button. message prompt will

appear.

10. Review all 10.1. The system None 30 Seconds Processed by
information displays the the System
provided. If all
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information is true, transaction number
click the “Certify &
Proceed” button
and take note of the
transaction number.
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64. Simulated Retirement Benefit Calculator in My.SSS

Enable Members to check his/her simulated/estimated benefits based on their latest
posted contributions.

Member Electronic Services Department via My.SSS Portal at
WWW.SSS.gov.ph

Simple

G2C - Government to Citizen

All

My.SSS Member Account My SSS at http://www.sss.gov.ph

WIFI access or mobile data

1. Visit the SSS 1.1. The system None Processed by
Website displays the Login the system
WWW.SSS.gov.ph page.

Provide User ID and The system
password then click validates the login
“Submit” of the Member.

2. Mouse-over “E- 2.1 The system None 1 minute Processed by
SERVICES” then processes the the system
click “Simulated request
Retirement
Calculator” from the
list.

3. View the simulated 3.1 The system None Processed by
retirement table. displays page the system

containing the
simulated
retirement table,
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65. Request of Member’s Records through My.SSS

\

Enable Members to request for a copy of his/her membership records (e.g. Personal Record
(E-1), Member’'s Data Amendment Form (E-4), Self-Employed Data Records (RS- 1), Non-
Working Spouse Record (NW-1) and Flexi-Fund for OFW (OW-1/Flexi-Fund Enrollment
Form).

Member Electronic Services Department via My.SSS Portal at

WWW.SSS.gov.ph

Simple

G2C - Government to Citizen

My.SSS Member Account

Individual members such as Employed, Voluntary Members (VM), Self-
employed (SE) and Overseas Filipino Workers (OFW)

My SSS at http://www.sss.gov.ph

WIFI access or mobile data

registered email
address and check
the emalil
confirmation sent by
SSS.

an email to the
Member’s registered
email address
indicating the
transaction details of
the requested of
record/s.
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1. Visit the SSS 1.1. The system displays | None 3 seconds Processed by the
Website the Login page. system
(www.sss.gov.ph)

Provide UserID and The system validates
password then click the login credentials
“Submit” of the Member.

2. Mouse-over “E- 2.1 The system displays  [None 10 Seconds Processed by the
SERVICES” then the list of record/s. system
click “Request
Records” from the
list.

3. Click the 3.1 The system prompts  |None 5 Seconds Processed by the
appropriate box of processes the system
the record/s being request and displays
requested then click an onscreen
the “Submit” transaction number.

4. Open your 4.1. The system sends  |[None 1 Minute Processed by the

system
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Online facility in My.SSS for the members to enroll their bank account for faster receipt of
benefits or loans.

66. Bank Enrollment in My.SSS

Member Electronic Services Department via My.SSS Portal at

WWW.SSS.gov.ph

Complex

G2C - Government to Citizen

My.SSS Member Account

All Members with My.SSS Account

SSS website - https://www.sss.gov.ph

Savings Account Number

1. Visit the SSS
Website
(Www.sss.gov.ph)

Provide User ID
and password then
click “Submit”

1.1. The Member login
page of the SSS
website will be
displayed.

1.2. The My.SSS will
validate the login
of the Member.

1.3. For successful
login, the
homepage of the
Member’s account
will be displayed.

1.4. For unsuccessful
login, the My.SSS
will prompt the
message “Invalid
User ID and
Password”.
Account will be
locked after four
(4) wrong
attempts.

SSS Accredited Bank

3 Seconds

Member

2. Mouse-over “E-
SERVICES” then
click