
22 November 2021 

MEMORANDUM NO. CCDP-2021-392

TO : 

SUBJECT : 

The Deans, Directors, Heads of Units and Offices 

Use of Application for UP-Approved Leave Form and Reiteration of UP-
Approved Leave Benefits

In accordance with the Memorandum No. NGY 21 – 160, all faculty, REPS, and administrative personnel 
who are qualified for the UP-Approved Leave Benefits, shall use the UPS HR Form No. 002: Application 
for UP-Approved Leave (Annex A) when filing UP-Approved Leave Benefits effective 20 October 2021. 
You may download the form in the HRDO website at https://hrdo.upm.edu.ph/?q=node/10 

In line with this, may we reiterate the following UP-Approved Leave Benefits: 

1. Special Privilege Leave – three (3) days additional special privilege leave per annum.

2. CNA Sick Leave – five (5) days additional sick leave per annum.

3. CNA Hospitalization Leave for Immediate Family – two (2) days per annum.

4. CNA Special Leave for Nursing Mothers – two (2) days per annum.

For your information and compliance. 

Carmencita D. Padilla, MD, MAHPS 
Professor and Chancellor 



 

 
Annex A 
 
 
 




