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I, POLICY

This policy aims to achieve clarity, consistency and fairness in its application of the

principles and procedure for employees. This policy is geared towards ensuring a

smooth transition from employment to retirement to ensure equality, diversity and

efficiency in the workplace.

II. RETIREMENT BENEFIT

The retirement benefit shall be a sum equivalent to 22.5 days pay for every year of

credited service in accordane,e with the retirement pay law (Republic Act No. 7641).

t UEMBERS!{!P

Entitlement will be automatic for all officers and employees of the company who are

considered having regular employment status. Entitlement in this benefit shall cease

automatically upon termination of the service to the company. Once the employment

ic +arznina+art and ic cr rhconr ranfhr arnnlnrrad hrr tha chall ho +roe+ad .e a

new employee. Covered employee shall continue during any period over which an

employee is on leave of absence approved by the management in writing, and

during any period of absence due to furlough, sickness, accident or other causes not

constituting a severance of the employer - employee relationship.

IV

I

RETIREMENT BENEFIT

RETIREMENT DATES AND BENEFITS

a. NORMAL RETIREMENT

The normal retirement date of a member shall be the first day of the month

coincident with or next following his/her sixtieth (60th) birthday provided s/he

has served the company for at least five (5) years of service. The normal

"Afir-rrraht hanafit chall ha a ct trn arrr ral fn 21 I Aawc narr far arronr rraar nf

credited service in accordance with the retirement pay law (RA No. 7641)

b. EARLY RETIREMENT
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With the cons e company, an emp loyee may elect to retire prior to his

normal retirement date provided s/he has completed at least twenty-five (25)

years of service. The early retirement benefit shall be a sum equal to 22.5 days

narr fnr arranr rraar nf nrar{itar{ canrina

c. LATE RETIREMENT

An employee who is allowed by the company to continue to work on a case to

case and yearly extension basis beyond his/her normal retirement date up to

age sixty-five (65) shall continue up to his/her late retirement date. The late

retirement date of an employee shall be the first day of any month after

attaining his normal retirement date. The late retirement benefit shall be a sum

anr ral tn )) E Aawc narr fnr af nradifarl eanri^6 in^h r.{inn lho

extension of service.

d. DISABILITY RETIREMENT

ln the event that an employee is retired by the company due to permanent total

incapacity or disability, due to sickness or due to medical condition beyond

control that needs complete rests as determined by a competent physician

appointed by the company, his/her disability retirement benefit shall be a single

crrrrr anrral lrr )) 4 rlaw< narr far arranr rraar nf nrar{ilad canriaa

E. SEVERANCE BENEFIT

An employee who is involuntarily separated by the company due to a

retrenchment program or redundancy or for causes not due to his/her own

fault, misconduct, or material neglect shall be entitled to a benefit determined

in accordance with the termination pay provision under the labor code or

similar legislation on involuntary termination or if applicable, the amount of

ra+iraryranl hanafitc dla la hirn/hor harar rnr{ar rrrhinharror ic nroalor hrrl ehall nrl

be entitle to all or any combination of all.

f. TAX EXEMPTION OF BENEFITS

2
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ln accordance provisions for tax qualification under Republic Act No

4917, any retirement benefit received from the company shall be wholly

exempt from tax provided the employee has rendered at least ten (10) years of

sen,ice and is at least age fifg (50) at the tinne cf retlrement. !t is further

provided that any amount received due to death, disability or for any cause

beyond the employee's control shall likewise be exempt from all taxes.

s. DISMISSAL FOR CAUSE

An employee who is dismissed by the company for any of the reasons listed

below shall not be entitled to this benefit:

i. ls dismissed from the service of the company for just cause in accordance

with the labor code,

ii. Leaves the service of the company in order to avoid termination of service

based on just cause,

iii. Leaves the service of the company in breach of the terms of his/her

employment,

iv. Commits any act inimical or prejudicial to the interest of the company or,

v. Commits acts or omissions analogous to the foregoing.

GUIDELINES

a. Claiming

i. The employee shall submit Retirement Letter to the company signifying

hls/her intention to a.,,ai! the retirement plan.

ii. S/he shall submit his/her retirement letter three (3) manths before his/her

intend separation date.

iii. The HR shall acknowledge the retirement letter from the employee and

make necessary action for evaluation and determines his/her

qualifications.

J
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iv. The empl HR shall evaluate the employee's validity like

employee's age, tenure, present salary, loans and other factor which will

be the basis for finality/computation.

rr LIPFI chall cr rhrnit tha Ftonafil Darrnronl lnclrr rnfian I al+ar t.r tha Trr rcl

lnstitution indicating all the necessary information about the retiree for

computation of the Benefits.

b. Releasing ofCheck:

i. Trust lnstitution shall foruard the check to Kolin Philippines lnternational

lnc. Upon availability of the check, the retired employee shall be notified by

the HR thru written notice or thru telephone to claim the check.

ii Tha rofirad anrnlarraa chall than ha nhran a nlanr ra ronnnnizinn hic/harYt Ftvr vv

length of service up to his/her retirement with the company.
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