UNIVERSITY OF THE PHILIPPINES
Quezon City

OFFICE OF THE PRESIDENT

MEMORANDUM NO. PAEP 17-06
DATE : 17 January 2017

FOR : The Vice Presidents
The Secretary of the University
The Chancellors
The Director, UP PGH

Heads of Units/Offices
FROM : Alfredo E. Pascual
President QA
SUBJECT Guidelines for the Expanded Service Recognition Pay

(eSRP) for the Administrative Staff and the REPS '

The UP Board of Regents (BOR) at its 13215t meeting on 27 October 2016 approved
the proposal for the “Expanded Service Recognition Pay (eSRP) for the Administrative
Staff and the REPS”, equivalent to ten (10) days for every calendar year of service.
The eSRP is an incentive for optional retirement, and shall free up occupied plantilla
items to promote younger qualified staff members and rejuvenate the administrative
staff and the REPS. The chain of vacancies that will be created will also facilitate the
regularization of UP contractuals and adjustment of the skills mix to meet current
emerging requirements. The UP BOR also authorized the UP President to issue
guidelines for implementation.

y Eligible employees

Eligibility for the eSRP applies to staff with employer-employee relations with UP,
whose salaries are paid out of the Personnel Services (PS) allocations in the
General Appropriations Act (GAA), whether full time or part time. [new provision]

The eSRP is payable to eligible employees in any of the following cases:

a. Compulsory retirement at age 65 [no change from the current SRP].

b. Optional retirement starting at age 60 until just before age 65 of eligible
staff with at least 25 years of service to UP and whose unit or office has an
approved succession plan for those applying for optional retirement. [new
provision]

! Some of the guidelines given in this memorandum are followed by remarks enclosed in [brackets] and shown
in italics. These remarks indicate the change (or no change) relative to the corresponding original guidelines of
the SRP.
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c. Early retirement due to permanent total disability (no longer fit to work) under
the rules of the Government Service Insurance System (GSIS) 2 regardless of
age but with at least 25 years of service to UP. famendment to an existing
provision; the current rule provides the payment of SRP benefit upon early
retirement due to serious illness].

d. In case of death of eligible staff regardless of age and length of service to UP.
[amendment to an existing provision, the current rule provides that the
concerned staff shall be otherwise eligible for optional retirement]

2. Computation of the eSRP

Years of service to UP of the eligible administrative staff and the REPS as
contractual, temporary, or casual employee of the eligible employees shall be
included in the computation of the eSRP. 3 [new provision]

In case of serious or severe iliness as determined by the University, based on the
recommendation of a government physician, eligible staff who have accumulated
commutable leave credits earned shall be granted sick leave with pay charged to the
eSRP credits, up to the maximum period allowed, before using the earned leave
credits that can be monetized.# [amendment to an existing provision]

3. Succession plan [new provision]

A succession plan shall be required to accompany an application for eSRP by
eligible employees applying for optional retirement.

The succession plan shall be prepared and submitted by the head of the unit/office
for approval by the Chancellor, Vice President, Secretary of the University, or the
President. The succession plan shall include the following details:

e Job position title; salary grade

o Office / unit and name of supervisor

« Position description form (PDF) — description of duties and responsibilities

o Skills and competencies required for the position

» Name of identified potential successor through internal or external
recruitment
Gaps identified and analysis
Skills development, training, or capacity building needed to fill the gap
Commitment and resources available to fill the skills or competency gaps
Timeplan for succession, skills or competency training and development
Organizational structure: existing and proposed

2 Reference: Rule XI “Permanent Total Disability”, Amended Rules of Employees Compensation (EC, 2014)
covering both GSIS and 555 members; and Philhealth or the “Revised Implementing Rules and Regulations” of
The National Health Insurance Act of 2013 (RA 7875 as amended by RA 9241 and 10606) including the
Philhealth - Department of Health (DOH) 10th Revision of the International Classification of Diseases (ICD-10).
3 This new provision is consistent with the guidelines for the 15-day Faculty Sick Leave Benefit (FSLB) which
was approved by the UP BOR at its 1255'" meeting on 27 May 2010; it was originally approved for 10-days (UP
BOR 1226™ meeting, 25 October 2007).

4 The non-monetization rule for the eSRP of the administrative staff and REPS is also consistent with the
guidelines for the Facuity Sick Leave Benefit (FSLB).
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e Functional structure: existing and proposed
o Staff structure: existing and proposed

4, Implementation

As approved by the UP BOR, the start of implementation for the eSRP is on 01
January 2017.

Existing SRP guidelines (e.g., exclusions, computation, processing) that are not
otherwise amended shall remain in force and form part of the eSRP guidelines.
[Annexes]

5. Funding

Payment of the eSRP benefit shall continue to be made by the individual constituent
units of the University to their respective eligible staff, subject to availability of funds,
using savings from the General Fund and/or Revolving Fund, and/or any
unexpended balances.

Payments under the eSRP shall be subject to refund by the employee recipients if
the same would later be found not in order by concerned competent authority.

Annexes

A. Formula for the calculation of the eSRP

B. Sample computation for Full time Employees (10 days eSRP)
C. Sample computation for Part-time Employees (5 days eSRP)
D. Definition of regular, contractual, and casual employees
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Annex A. Formula for the calculation of the eSRP

Expanded Service Recognition Pay (eSRP) = YRS x SAL x CF x 10 days
Where YRS = number of years of service to UP
SAL = latest monthly salary at the time of retirement
CF = constant factor = 0.0481927

The Constant Factor (CF) is used to convert monthly salary to equivalent
daily rates, and calculated as follows:

CF = ( Number of months in a year ) / (Number of days in a year less
than Saturdays, Sundays
and holidays in a year)

12 months / [365 days - (104 + 12 ) ]

12 months/ 249 = 0.0481927

365 daysinayear

104 weekends in a year

12 legal holidays in a year (including Eid’l Adha & Eid’l Fitr RA 9849)
12 months in a year

Annex B. Sample computation for Full-time Employees (10 days eSRP))
Example: Employee A's separation from the service is at age 65, with
29.5 years of service, Salary Grade 10 Step 1 monthly is PhP 18,217
(SSL Tranche 2 effective 01 January 2017, DBM NBC No. 568).

eSRP = YRS x SAL x CF x 10 days

29.5 years x PhP 18,217 x 0.0481927 x 10 days

PhP 258,988.29
Annex C. Computation for Part-time Employees (5 days eSRP)

Example: Employee B’s separation from the service is at age 65, with
29.5 years of service, Salary Grade 10 Step 1 monthly is PhP 18,217

eSRP = YRS x SAL x CF x 5days

29.5 years x PhP 18,217 x 0.0481927 x 5 days

PhP 129,494.15
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