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8. APPLICATION OF GSIS LOAN    

      
This process involves application of GSIS load of employees through online. 
      
Office or Division: Compensation and Discipline Division 

Classification: Simple 

Type of Transaction: G2C 

Who may avail: Local Government Unit- Regular Employees 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 
  

CLIENT STEPS AGENCY 
ACTIONS 

FEES 
TO 
BE 
PAID 

PROCESSIN 
G TIME 

PERSON RESPONSIBLE 

1.Employee applies for 
loan in GSIS Kiosk or 
eGSIS touch 

    

2. Inform HR personnel 
in charge of GSIS for 
approval of GSIS loan 
upon receiving of SMS 
notification email from 
GSIS 

2. Checks net 
take home pay 
of employee and 
years of service. 

None 10 minutes Human Resource Management Officer 
I/Human Resource Management Officer 
II, Welfare, Compensation and Discipline 
Division, Human Resource Management 
and Development Office, 2nd floor, City 
hall bldg., General Santos City 

Complies necessary 
actions/documents if 
required 

3. Approves / 
disapproves 
applied loan in 
the GSIS 
website. Informs 
employee on 
status. 

None 5 minutes Human Resource Management Officer 
I/Human Resource Management Officer 
II, Welfare, Compensation and Discipline 
Division, Human Resource Management 
and Development Office, 2nd floor, City 
hall bldg., General Santos City 

3. Receives loan 
proceeds 

    

 
TOTAL None 15 minutes 

 

END OF TRANSACTION 

 

9. LOAN APPLICATION (Pag-Ibig/ Landbank)  

      

This involves the processing of Loan applications for Pag-Ibig and Landbank. 

Office or 
Division: 

Human Resource Management and Development Office- Welfare, Compensation and 
Discipline Division 

Classification: Simple 

Type of 
Transaction: 

G2G 

Who may avail: Local Government Unit 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

1.      Loan Application Form 1.   Landbank / Pag-Ibig 

2.      Official Receipt 2.   City Treasurer’s Office 

3.   Pay slip 3.   HRMDO 

4.   Service Record 
 

5.   Certificate of No Pending Case 
 

6.   Certificate of Leave Credits 
 


