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Date: August I I,

v. GAZO, Ph.D., CESO V
ision Superintendent

20

Re PROCEDI-IRE IN THE FILING AND PROCESSINC OF GFAL AND
TOP-UP LOAN OPTION APPLICATION UNDER THE NEW NORMAL

For the information and guidance of all concemed, this oflice dissemlnates the

hercin communicatron tiom GSIS, Malaybalay Branch Office dated August 4, 2020 which

states that the GSIS Financial Assistance Loan (GFAL) and TopUp Loan option program

rvill resume, effective August 15,2020. ln light of COVID-19 pandemrc situation, GSIS

Malaybalay Branch C)ffice has adopted a MODIFIED PROCEDURE on the filing and

processing ofapplications. Please see attached detailed procedure for your reference.

0 BE POSIED IN IIItr \N]STIII

P!rok 6,crsis,n& Malaybalay Crty

Telefax (0m) 3r+0094
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August 4, 2020

DR. VICTORIA V. GAZO
OIC-Schools Division Superintendent
Department of Educalion - Division of Malaybalay City
Sayre Highway, Purok 6, Casisang
Malaybalay City, Bukidnon

Dear Dr. Gazo:

We are pleased to inform you that our cSlS Financial Assistance Loan (GFAL) and
Top-Up Loan oplion program will resume effective August 15, 2020.

ln lighl of the COVID-1g pandemic situation that we are in and the need to implement
stringent social distancing measures as the "New Normal" to ensure the health and
safety of both our employees, GSIS Malaybalay Branch Oflice has adopted a
MODIFIED PROCEDURE on the liling and processing of GFAL and Top-Up Option
applications. Please see attiached detailed procedure for your reference ahd for
dissemination to your employees.

We are anticipating your usual support and cooperation to better serve our
stakeholders.

Should you have further concems and inquiries, you may email us a
gsrsmalaybalay@gsis.gov.ph, copy tumished Ma. Rosalina L Lazarc a
mrilazaro@gsis.gov.ph, or you may contact us al telephone number (088) 813471 1.

Very truly yours,

soNt
Bra

B. GUTIERREZ
Manager

ondo aklg ,soyre Hjghwol, C8ituhg, Mohybohr cty, Bukldnon 8700
Tel. No. (0AA) 813-OSA1(OBM & aCRDl. lalA) 813.]111



PROCEDURE IN THE FILING AND PROCESSING OF GFAL AND TOP{JP LOAN
OPTION APPLICATION UNDER THE NEW I{ORMAL

A. Filing of applicolions for GFAL and Top-Up Loan Options:
1. Through drop box located at the GSIS [,talaybalay Branch Office; or
2. Electronic mail through the Agenry Authorized OfficeG (AAOS) or Liaison Officers

(LOs) lo email address, qsrsmalavba ayadosis.qov.pjh, or
3. Electronic mail usinq applicant's peEonal email eddress, preferably registered with

GSIS, and send to email addross, qsismalavbalav@osis.qov.oh

Fot ite,,s 2 & 3, original applicalions and supponing docunanls rr,,.st also be filed through drcp box.

I Submission ol doclmenlary requirements shall adhere to lhe follo\ /ing guidelines.
1. Forms for GFAL applic€tion may be downloaded onlne from the GSIS website,

rw!\rv.qsrs qov.Dh under Quick Links
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2. When submitting through email, the following shall be observed:
. The email subject or liUe shall follow this lormati

GSIS <TYPE OF LOAII> <AP O,> <LA6T I{ATIE> <FIRSI NAXE> <AGENCY NAf,E>

Eumder 'GslS GFAL (d ToP-UP) 2000123456-OELA CRUZ,JUAiI PGo BU(IoNON'

GFAL docum€nts shall be scanned and saved in JPEG or PDF format to ansure
lhat its quality is cl€ar and readable.
Attaclments to be emailed shall be in a readable format wilh llle size not
exceeding 2MB. Should the size exceed lhe said limrt, submission may be made
lhrough multiple emails.
ln addition 10 the documentary requirements, a clear photo of the applic€nt
holding the duly accomplished application form and his/her UMlo card (or clear
photo of two valid IDs, front and back, in lhe absence of a llMlD card) shall be
submitted-

C Submitted applications shall b6 6valuated fol completeness and eligibility v€rification, and
shall proceed as foliou6:
1. For lhorc with completa reouiremenl!. The GSIS shall inform the member through

lheir resp€ctive AAOS to p.oceed with the Finanoal Literacy (Fin Lit) Semmar as a pre-

requisite 'xheh applying lor GFAL:
2- @: The GSIS shall in orm the member of

the deficiency/ies thrcugh email and advise him or her to complete lhe documentary
requiremonus and submrt the samefoilowing the modes under llem A.

3. For tho6e who not ouallfied: The GSIS shall inform the mehber of his or her
ineligibility and retum the submrtted application through mail and/or e.mail

D. Qualified members shall be r€quired to cohply with the Financial Literacy Seminar with the
lollowing lhree options to choosefrom.
1- Facebook (FB) Application - Facebook Live requires a lower bandwidth; this is

suggested for members with slow internel connectons-
. The GSIS Malaybalay City FB page will sel an event on a certain date for the

members. The GFAL application form will be sent throligh ematl lo the oflicial
email address of the members' respective AAOS.

. The page administrator will set a s-minute introductlon video before shanng the
Flnancial Literacy vldeo; Five (5) minutes before the end of the video, a

collphone number w l be f,ashed on live scteen wh,ch the members wll use lo
t€xt lheir confirmalion of attendance to said live teed; a code will also be flashed
on the seme screen to complele lhe conUrmation.

Sample Screen: "Please text code usihg you registercd cellphone number " AAOOEE " to
celt* 09273253067 fot confimaion of your attendance lo this Financtal Lileracy video.

. As s@n as the membeE send the corEct code, they will be required to text the
follotving irformatron- Lastname, Firstname, MiddleNameJBPNumber.

o4do Bldo., sove Hbh@y, cdsbono Mohyboldycty, Suktd.o 3100
tet No paal a1i-05a1loBM & EcRDl, l0Bg 31i4r11



. A posl-lraining assessment questionnaire wll be give.! to lhe panicipants before
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The members will be infomed through text message of their loan counseling
sc$edul6 thru FB messenger or via Zoom.

issuenc€ of a Ceinc€te of Attendance and subsequenl scheduling of online
GFAL counselling through FB messenger or Zoom.

. The FB lve posting w l be dcleted an hour after it € shown. Another FB live will
be 16schoduled for those who havo not attended the session.

2. YouTube Website - the YouTube video requires low to mid-bandwidlh intemet
connection

. The GSIS Mahybahy City Branch offce will send an exdusive YouTube lihk
lhrough its registered cellphone number to lhe members. The GFAL applic€tion
fom wlli be sent through email to the otficial email address of lhe members'
respective AAOS.

. After walching the video, an exclusive code will be shared on the scJeen tor the
memb66lo use to text their confimatron ofwatching the said video.

Ssmp/e scrcenj "Pisase brt code using your regislered cellphone humber' AAOOEE " lo ce0#
09273253067 for conlirmation of you viewing o[ lhis Fihahcial Lte@cy video

. As soon as the members send lhe corect code, they wll be required to text the
lollo\/ing information: Lashame, Firstname, MiddleName/BPNumber-

. A posllraining assessment queslionnaire wll be given to $e partrcrpant before
issuance of a Certiflcete of Attendance and subsequent scheduljng of online
GFAL counselling through FB messenger orZoom.

3. Zoom Applrc€tion - requhes a higher bandwidth int€rnet conneclion
. The GSIS Malaybalay City page wll send an email message to the email

address of the membeE either a link or a meeting code and password for them
to lom a scheduled meetrng, along with the house rules of the said heeting.
(Note: A Zoon meeting is good for 40 minutes only and lhe Financial Lheracy
ideo runs lor 31 minutes). The Hostwillallow enlry to the meeling uponloining.

. A dass piclure wll be taken online to coifirm the membe6' atrendance 5
minul€s aner joining the meeting and before the video will began. Ths class
picture willserve as the basislorthe issuance ofthe Certllcate ofAttendance.

E. Conduct virtual loan counselling through Viber, Messenger call, Zoorn or phone call
1. Email to applicant the passu/ord-protected computation sheet, with schedule for virtual

counselling (passlvord shall be disdosed duing aclual virtual counselling)
2. M€mber will send the signed computation sheel via email to the designated GSIS email

address afrer the counselling
3- For Top-Up Loan option, member will accomdrsh a confirmation slip (form be made

available to the AAOS) aulhodzng the GSIS to deposit GFALTop-Up Ch€ck to his or her
IJI\rlD/ecard accounl and email to the GS|S-designated email address togelher with the
following:

. Pholo ol IJMID ecad (front only). ln case UMID ecad is not available, a photo of
his/her t',ro (2) valid lDs or passportrs, and

. Photo of membey holding the Confinnataon tom, duv accomplished.

F. Once the check printing has been facilitated, GSIS wlll inform the member thet the GFAL
Top-Up check has been deposiled lo his or her account and notify lhe Private Lending
lnslitutions to claim their respective checks on a scheduled dele.

Please be guided accordingly

ond. al<lq , 54re Hkth'|or, c6jtoho, Moloyboldf city, Butidnon 3700
r.t No. l0a3) a134sa1loaM & BriD} l@a) 313-1711



GSIS

Republic of the PhiliPPines

GOVERNMENT SERVICE INSURANCE SYSTEM
Malaybalay Branch Ofllc€

Barangay casisang, Onda Building, Malaybalay City
Tel. Number 088-813-4711

Ocar Mr./ M3.

Please be informed lhal your GFAL Top-up check is now for releese with lhe GSIS Malaybalay
Branci Office. ln order to address the curent and urgent threat ol COVID 19 whrle continuing to
provide flnancial assistance to members clamoring forthe immediale release of their processed
GFAL Top Up Chec*s, the Govemhent Seryice lnsurahce Systeh (GSIS) is adopting this
altemative mode of rel€asing pro@ssed GFAL Top -Up checlG lo members by way of bank
deposit lo the payee's valid UMID/eCard account, after socunhg the your consent. ln €ffect, you
will be able to withdraw your GFAL Top - Llp loan proceeds through your ATI\,{ card.

Should you decide to lake adyantage o[ this altemalive procedure in receiving your GFAL
proceeds, we will be providing you the forms you need to accomplish as vrell as other
requirements to document lhe release of your check and its subsequent deposit to your
uMlo/ecard savings ac€Dunt, all of whrch are to be submitted through emarl al _ (e.Eg!!
address ol lhe desionaled email rccioienl of lhe bnnch).

1. Pholo or PDF copy of thrs letter, with the duly accomplished confirmation reply slip
below, allowing GSIS to release GFAL Top Up check and lhe same be deposited to your
UMID/ ecard bank accounl;

2. Photo of lJl\rlD/ecard (honl onlyl. ln case UMID/ ec€rd is not available, a pholo of lwo
(2) v6lid govemment - issued lDs; and

3 olo ot member holding lhe signed Confimation Reply Slip

yours,

Sonla Gutierrez
Branch

Republic of the PhilipDines
GOVERN ENT SERVICE INSURANCE SYSTEM

Malavbalav Blanch
CSIS

CONFIRTSATION REPLY SLIP

I ellow GSIS to release my GFAL Tof)-Up Check and aiJthorize that the same be deposited to
my UMIO/eCard Saungs bank accountwith details provided below.

I am also aware and I agree that any apdicable bank charges fo. inter+ranch deposits will be
for my account, as the payee ofsard check.

S.rvicing bank (UBP or LBP)
Savings Account Number
Contact number :

Prlntod Neme & Slgnetu,1e ol P6yee
D.ie Signedl
Compleae A.td.er.:




