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FOREWORD

The Compendium of Regulations and Forms Relating to Philippine Honorary
Consular Officers was created for the purpose of consolidating all pertinent policies,
regulations and other issuances relating to the operations and management of consular
posts headed by Philippine honorary consular officers.

This Compendium was put together by the Honorary Consuls and Service
Attachés Division (HRMO-HCSAD) in line with the Department’s Strategic Goals for 2017-
2022, to have clearer guidance on Philippine foreign policy objectives.

Included in the compilation are sample documents relating to appointment,
reportorial requirements (i.e. consular, financial, economic reports) and other related
documents.

This Compendium should harmonize necessary documents toward achieving
smooth and uniform discharge of functions by the Philippine honorary consular officers.

This Compendium will be reviewed and updated as the need arises.
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Vienna Convention on Consular Relations
Done at Vienna on 24 April 1963

The States Parties to the present Convention,

Recalling that consular relations have been established between peoples since ancient times,

Having in mind the Purposes and Principles of the Charter of the United Nations concerning the
sovereign equality of States, the maintenance of international peace and security, and the promotion of
friendly relations among nations,

Considering that the United Nations Conference on Diplomatic Intercourse and Immunities
adopted the Vienna Convention on Diplomatic Relations which was opened for signature on 18 April
1961,

Believing that an international convention on consular relations, privileges and immunities would
also contribute to the development of friendly reletions among nations, irrespective of their differing

constitutional and social systems,

Realizing that the purpose of such privileges and immunities is not to benefit individuals but to
ensure the efficient performance of functions by consular posts on behalf of their respective States,

Affirming that the rules of customary international law continue to govern matters not expressly
regulated by the provisions of the present Convention,

Have agreed as follows:

Article 1
Definitions

1.Far the purposes of the present Convention, the following expressions shall have the meznings
hereunder assigned to them:

() “consular post” means any consulate-general, consulate, vice-consulate or consular agency;

(#) “consular district” means the area assigned to a consular post for the exercise of consular
functions;
(¢)  “head of consular post” means the person charged with the duty of acting in that capacity;

(d} “consular officer” means any person, including the head of a consular post, entrusted in that
capacity with the exercise of consular functions;

(¢) “consular employee” means any person employed in the administrative or technical service of a
consular post;
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(6} “member of the service staff” means any person employed in the domestic service of a consular
post;

{g} “members of the consular post” means consular officers, consular employees and members of the
service staff;

(#)  “members of the consular staff”” means consular officers, other than the head of a consular post,
consular employees and members of the service staff;

() “member of the private staff” means a person who is employed exclusively in the private service
of a member of the consular post;

{/)  “consular premises” means the buildings or parts of buildings and the land ancillary thereto,
irrespective of ownership, used exclusively for the purposes of the consular post;

(k)  ‘“consular archives” includes all the paperts, documents, cotrespondence, books, films, tapes and
registers of the consular post, together with the ciphers and codes, the card-indexes and any article of
furniture intended for their protection or safe keeping.

2.Consular officers are of two categories, namely career consular officers and honorary consuiar
officers. The provisions of Chapter II of the present Convention apply to consular posts headed by career
consular officers, the provisions of Chapter 1II govern consular posts headed by honorary consular
officers.

3.The particular status of members of the consular posts who are nationals or permanent residents
of the receiving State is governed by article 71 of the present Convention.

CHAPTER .
CONSULAR RELATIONS IN GENERAL
SECTION L. ESTABLISHMENT AND CONDUCT OF CONSULAR RELATIONS

Article 2
Establishment of consular relations

1. The establishment of consular relations between States takes place by mutual consent,

2.The consent given to the establishment of diplomatic relations between two States implies, unless
otherwise stated, consent to the establishment of consular relations.

3.The severance of diplomatic relations shall not ipso facto involve the severance of consular
relations.
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Article 3
Exercise of consular functions

Consular functions are exercised by consular posts. They are also exercised by diplomatic
missions in accordance with the provisions of the present Convention,

Article ¢
Establishment of a consular post

L. A consular post may be established in the territory of the receiving State only with that State’s
consent.

2.The seat of the consular post, its classification and the consular district shall be established by
the sending State and shall be subject to the approval of the receiving State.

3.Subsequent changes in the seat of the consular post, its classification or the consular district
may be made by the sending State only with the consent of the receiving State.

4.The consent of the receiving State shall also be required if a consulate-general or a consulate
desires to open a vice-consulate or a consular agency in a locality other than that in which it is itself
established.

5.The prior express consent of the receiving State shall also be required for the opening of an
office forming part of an existing consular post eisewhere than at the seat thereof,

Article 5
Consular functions

Consular functions consist in:

(@) protecting in the receiving State the interests of the sending State and of its nationals, both
individuals and bodies corporate, within the limits permitted by international law;

(&)  furthering the development of commercial, economic, cultural and scientific relations between the
sending State and the receiving State and otherwise promoting friendly relations between them in
accordance with the provisions of the present Convention;

{c)  ascertaining by all lawful means conditions and developments in the commercial, economic,
cultural and scientific life of the receiving State, reporting thereon to the Government of the sending

State and giving information to persons interested;

(d)  issuing passports and travel documents to nationals of the sending State, and visas or appropriate
documents to persons wishing to travel to the sending State;

{e)  helping and assisting nationals, both individuals and bodies corporate, of the sending State;

Page | 4



(f}  acting as notary and civil registrar and in capacities of a similar kind, and performing certain
functions of an administrative nature, provided that there is nothing contrary thereto in the laws and
regulations of the receiving State,

(g) safeguarding the interests of nationals, both individuals and bodies corporate, of the sending
States in cases of succession mortis causa in the territory of the receiving State, in accordance with the
laws and regulations of the receiving State;

{(h)  safeguarding, within the limits imposed by the laws and regulations of the receiving State, the
interests of minors and other persons lacking full capacity who are nationals of the sending State,
particularly where any guardianship or trusteeship is required with respect to such persons;

() subject to the practices and procedures obtaining in the receiving State, representing or arranging
appropriate representation for nationals of the sending State before the tribunals and other authorities of
the receiving State, for the purpose of obtaining, in accordance with the laws and regulations of the
receiving State, provisional measures for the preservation of the rights and interests of these nationals,
where, because of absence or any other reason, such nationals are unable at the proper time to assume
the defence of their rights and interests;

(/  transmitting judicial and extrajudicial documents or excouting letters rogatory or commissions to
take evidence for the courts of the sending State in accordance with international agreements in force or,
in the absence of such international agreements, in any other manner compatible with the laws and
regulations of the receiving State;

(k)  exercising rights of supervision and inspection provided for in the laws and regulations of the
sending State in respect of vessels having the nationality of the sending State, and of aircraft registered
in that State, and in respect of their crews;

(4] extending assistance to vessels and aircraft mentioned in subparagraph (k) of this article, and to
their crews, taking statements regarding the voyage of a vessel, examining and stamping the ship’s
papers, and, without prejudice to the powers of the authorities of the receiving State, conducting
investigations into amy incidents which occurred during the voyage, and settling disputes of any kind
between the master, the officers and the seamen insofar as this may be authorized by the laws and
regulations of the sending State;

(m) performing any other functions entrusted to a consular post by the sending State which are not
prohibited by the laws and regulations of the receiving State or to which no ebjection is taken by the
receiving State or which are referred to in the international agreements in force between the sending
State and the receiving State.

Article 6
Exercise of consular functions ouiside the consular district

A consular officer may, in special circumstances, with the consent of the receiving State, exercise
his functions outside his consular district.
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Article 7
Exercise of consular functions in a third State

The sending State may, after notifying the States concerned, entrust a consular post estabiished in
a particular State with the exercise of consular functions in another State, unless there is express
objection by one of the States concerned,

Article 8
Exercise of consular functions on behaif of a third State

Upon appropriate notification to the receiving State, a consular post of the sending State may,
unless the receiving State objects, exercise consular functions in the receiving State on behalf of a third
State.

Article 9
Classes of heads of consular posts

1.Heads of consular posts are divided into four classes, namely
(«) consuls-general;
(6}  consuls;
(¢} vice-consuls;
(¢) consular agents.

2.Paragraph 1 of this article in no way restricts the right of any of the Contracting Parties to fix
the designation of consular officers other than the heads of consular posts.

Article 10
Appointment and admission of heads of consular posts

1.Heads of consular posts are appointed by the sending State and are admitted to the exercise of
their functions by the receiving State.

2.Subject to the provisions of the present Convention, the formalities for the appointment and for
the admission of the head of a consular post are determined by the laws, regulations and usages of the
sending State and of the receiving State respectively.

Article 11
The consular commission or netification of appoiniment

1. The head of a consular post shall be provided by the sending State with a document, in the form
of a commission or similar instrument, made out for each appointment, certifying his capacity and
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showing, as a general rule, his full name, his category and class, the consular district and the seat of the
consular post.

2.The sending State shall transmit the commission or similar instrument through the diplomatic or
other appropriate channel to the Government of the State in whose territory the head of a consular post
is to exercise his functions.

3.If the receiving State agrees, the sending State may, instead of a commission or similar
instrument, send to the receiving State a notification containing the particulars required by paragraph 1
of this article.

Article {2
The exequatur

1. The head of a consular post is admitted to the exercise of his functions by an authorization from
the receiving State termed an exeguatur, whatever the form of this authorization.

2.A State which refused to grant an exequatur is not obliged to give to the sending State reasons
for such refusal.

3.8ubject to the provisions of articles 13 and 15, the head of a consular post shall not enter upon
his duties until he has received an exequatur,

Article 13
Provisional admission of heads of consular posts

Pending delivery of the exeguatur, the head of a consular post may be admitted on a provisional
basis to the exercise of his functions. In that case, the provisions of the present Convention shall apply.

Article 14
Notification to the authorities of the consular distric

As soon as the head of a consular post is admitted even provisionally to the exercise of his
functions, the receiving State shall immediately notify the competent authorities of the consular district.
It shall also ensure that the necessary measures are taken to enable the head of a consular post to carry
out the duties of his office and to have the benefit of the provisions of the present Convention.

Article 15

Temporary exercise of the functions of the
head af a consular post

[.If the head of a consular post is unable to carry out his functions or the position of head of
consular post is vacant, an acting head of post may act provisionally as head of the consular post.

2.The full name of the acting head of post shall be notified either by the diplomatic mission of the
sending State or, if that State has no such mission in the receiving State, by the head of the consular
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post, or, if he is unable to do so, by any competent authority of the sending State, to the Ministry for
Foreign Affairs of the receiving State or to the authority designated by that Ministry. As a general rule,
this notification shall be given in advance. The receiving State may make the admission as acting head
of post of 2 person who is neither a diplomatic agent nor a consular officer of the sending State in the
receiving State conditional on its consent.

3.The competent authorities of the receiving State shall afford assistance and protection to the
acting head of post. While he is in charge of the post, the provisions of the present Convention shall
apply to him on the same basis as to the head of the consular post concerned. The receiving State shall
not, however, be obliged to grant to an acting head of post any facility, privilege or immunity which the
head of the consular post enjoys only subject to conditions not fulfilled by the acting head of post.

4.When, in the circumstances referred to in paragraph | of this article, a member of the
diplomatic staff of the diplomatic mission of the sending State in the receiving State is designated by the
sending State as an acting head of post, he shall, if the receiving State does not object thereto, continue
to enjoy diplomatic privileges and immunities.

Article 16
Precedence as between heads of consular posts

l.Heads of consular posts shall rank in each class according to the date of the grant of the
exequatur.

2.If, however, the head of a consular post before obtaining the exequatnr is admitted to the
exercise of his functions provisionally, his precedence shall be determined according to the date of the
provisional admission; this precedence shall be maintained after the granting of the exequatur.

3.The order of precedence as between two or more heads of consular posts who obtained the
exequatur or provisional admission on the same date shall be determined according to the dates on
which their commissions or similar instruments or the notifications referred to in paragraph 3 of article
L1 were presented to the receiving State.

4.Acting heads of posts shall rank after all heads of consular posts and, as between themselves,
they shall rank according to the dates on which they assumed their functions as acting heads of posts as
indicated in the notifications given under paragraph 2 of article 15.

5.Honorary consular officers who are heads of consular posts shall rank in each class after career
heads of consular pests, in the erder and according to the rules laid down in the foregoing paragraphs.

6.Heads of consular posts shall have precedence over consular officers not having that status.

Article 17
Performance of diplomatic acts by consular officers

l.In a State where the sending State has no diplomatic mission and is not represented by a
diplomatic mission of a third State, a consular officer may, with the consent of the receiving State, and
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without affecting his consular status, be anthorized to perform diplomatic acts. The performance of such
acts by a consular officer shall not confer upon him any right to claim diplomatic privileges and

immunities.

2.A consular officer may, after notification addressed to the receiving State, act as representative
of the sending State to any intergovernmental organization. When so acting, he shall be entitled to enjoy
any privileges and immunities accorded to such a representative by customary international law or by
international agreements; however, in respect of the performance by him of any consular function, he
shall not be entitled to any greater immunity from jurisdiction than that to which a consular officer is
entifled under the present Convention.

Article 18

Appeimntment of the same person by two or more States
as a consular officer

Two or more States may, with the consent of the receiving State, appoint the same person as a
consular officer in that State.

Article 19
Appointment of members of consular staff’

1.Subject to the provisions of articles 20, 22 and 23, the sending State may freely appoint the
members of the consular staff.

2.The full name, category and class of all consular officers, other than the head of a consular post,
shall be notified by the sending State to the receiving State in sufficient time for the receiving State, if it
so wishes, to exercise its rights under paragraph 3 of article 23.

3.The sending State may, if required by its laws and regulations, request the receiving State to
grant an exequatur to a consular officer other than the head of a consular post.

4,The receiving State may, if required by its laws and regulations, grant an exequatur to a
consular officer other than the head of a consular post.

Article 20
Size of the consular staff

In the absence of an express agreement as to the size of the consular staff, the receiving State may
require that the size of the staff be kept within limits considered by it to be reasonable and normal,
having regard to circumstances and conditions in the consular district and to the needs of the particular
consular post.
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Article 21
Precedence as between consular officers of a consular post

The order of precedence as between the consular officers of a consular post and any change
thereof shall be notified by the diplomatic mission of the sending State or, if that State has no such
mission in the receiving State, by the head of the consular post, to the Ministry for Foreign Affairs of the
receiving State or to the authority designated by that Ministry,

Article 22
Nationality of consular officers

[. Consular officers should, in principle, have the nationality of the sending State,

2.Consular officers may not be appointed from among persons having the nationality of the
receiving State except with the express consent of that State which may be withdrawn at any time.

3.The receiving State may reserve the same right with regard to nationals of a third State who are
not also nationals of the sending State.

Article 23
Persons declared “non grata”

1.The receiving State may at any time notify the sending State that a consular officer is persona
non grata or that any other member of the consular staff is not acceptable. In that event, the sending
State shall, as the case may be, either recall the person concerned or terminate his functions with the

consular post.

2.If the sending State refuses or fails within a reasonable time to carry out its obligations under
paragraph 1 of this article, the receiving State may, as the case may be, either withdraw the exequatur
from the person concerned or cease to consider him as a member of the consular staff,

3.A person appointed as a member of a consular post may be declared unacceptabie before
arriving in the territory of the receiving State or, if already in the receiving State, before entering on his
duties with the consular post. In any such case, the sending State shall withdraw his appointment.

4.1n the cases mentioned in paragraphs 1 and 3 of this article, the receiving State is not obliged to
give to the sending State reasons for its decision.

Article 24

Notification to the receiving State of appointments,
arrivals and departures

1.The Ministry for Foreign Affairs of the receiving State or the authority designated by that
Ministry shall be notified of:
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(a) the appointment of members of a consular post, their armival after appointment to the consular
post, their final departure or the termination of their functions and any other changes affecting their
status that may occur in the course of their service with the consular post;

(6)  the arrival and final departure of a person belonging to the family of 2 member of a consular post
forming part of his household and, where appropriate, the fact that a person becomes or ceases to be
such a member of the family;

{¢) the arrival and final departure of members of the private staff and, where appropriate, the
termination of their service as such;

{d) the engagement and discharge of persons resident in the receiving State as members of a consular
post or as members of the private staff entitled to privileges and immunities,

2. When possible, prior notification of arrival and final departure shail also be given.

SECTION II.
END OF CONSULAR FUNCTIONS

Article 25
Termination of the functions of a member of a consular post

The functions of a member of a consular post shall come to an end, inter alia:
{¢)  onnotification by the sending State to the receiving State that his functions have come to an end;
(5)  on withdrawal of the exeguatur;

(c)  on notification by the receiving State to the sending State that the receiving State has ceased to
consider him as a member of the consular staff,

Ariicle 26
Departure from the territory of the receiving State

The receiving State shall, even in case of armed conflict, grant to members of the consular post
and members of the private staff, other than nationals of the receiving State, and to members of their
families forming part of their households irrespective of nationality, the necessary time and facilities to
enable them to prepare their departure and to leave at the earliest possible moment after the termination
of the functions of the members concerned. In particular, it shall, in case of need, place at their disposal
the necessary means of transport for themselves and their property other than property acquired in the
receiving State the export of which is prohibited at the time of departure,

11

Page | 11



Article 27

Protection of consular premises and archives and of the
interests of the sending State in exceptional circumstances

L.In the event of the severance of consular relations between two States:

{a)  the receiving State shall, even in case of armed conflict, respect and protect the consular premises,
together with the property of the consular post and the consular archives;

(b)  the sending State may entrust the custody of the consular premises, together with the property
contained therein and the consular archives, to a third State acceptable to the receiving State;

{¢)  the sending State may entrust the protection of its interests and those of its nationals to a third
State acceptable to the receiving State,

2.In the event of the temporary or permanent closure of a consular post, the provisions of
subparagraph (a) of paragraph 1 of this article shall apply. In addition,

(a)  if the sending State, although not represented in the receiving State by a diplomatic mission, has
another consular post in the temitory of that State, that consular post may be entrusted with the custody
of the premises of the consular post which has been closed, together with the property contained therein
and the consular archives, and, with the consent of the receiving State, with the exercise of consular
functions in the district of that consular post; or

(8)  if the sending State has no diplomatic mission and no other consular post in the receiving State,
the provisions of subparagraphs (&) and (¢) of paragraph ! of this article shail apply.

CHAPTERIL,
FACILITIES, PRIVILEGES AND IMMUNITIES
RELATING TG CONSULAR POSTS, CAREER CONSULAR
OFFICERS AND OTHER MEMEERS OF A CONSULAR POST

SECTION 1. FACILITIES, PRIVILEGES AND IMMUNITIES RELATING
TO A CONSULAR POST

Article 28
Facilities for the work of the consular post

The receiving State shall accord full facilities for the performance of the functions of the consular
post.

Article 29
Use of national flag and coat-of-arms

1.The sending State shall have the right to the use of its national flag and coat-of-arms in the

receiving State in accordance with the provisions of this article.
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2.The national flag of the sending State may be flown and its coat-of-arms displayed on the
building occupied by the consular post and at the entrance door thereof, on the residence of the head of
the consular post and on his means of transport when used on official business.

3.In the exercise of the right accorded by this article regard shall be had to the laws, regulations
and usages of the receiving State.

Article 30
Accommodation

1, The receiving State shall either facilitate the acquisition on its territory, in accordance with its
laws and regulations, by the sending State of premises necessary for its consular post or assist the latter in
obtaining accommodation in some other way.

2.1t shall also, where necessary, assist the consular post in obtaining suitable accommodation for
its members.

Article 31
Inviolability of the consular premises

1. Consular premises shall be inviolable to the extent provided in this article.

2.The authorities of the receiving State shall not enter that part of the consular premises which is
used exclusively for the purpose of the work of the consular post except with the consent of the head of
the consular pest or of his designee or of the head of the diplomatic mission of the sending State. The
consent of the head of the consular post may, however, be assumed in case of fire or other disaster
requiring prompt protective action.

3.8ubject to the provisions of paragraph 2 of this article, the receiving State is under a special
duty to tzke all appropriate steps to protect the consular premises against any intrusion or damage and to
prevent any disturbance of the peace of the consular post or impairment of its dignity.

4, The consular premises, their fumishings, the property of the consular post and its means of
transport shall be immune from any form of requisition for purposes of national defence or public utility.
If expropriation is necessary for such purposes, all possible steps shall be taken to avoid impeding the
performance of consular functions, and prompt, adequate and effective compensation shall be paid to the
sending State,

Article 32
Exemption from taxation of consular premises

1. Consular premises and the residence of the career head of consular post of which the sending
State or any person acting on its behalf is the owner or lessee shall be exempt from all national, regional
or municipal dues and taxes whatsoever, other than such as represent payment for specific services
rendered.
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2.The exemption from taxation referred to paragraph 1 of this article shall not apply to such dues
and taxes if, under the law of the receiving State, they are payable by the person who contracted with the
sending State or with the person acting on its behalf,

Article 33
Inviolability of the consular archives and decuments

The consular archives and documents shall be inviolable at all times and wherever they may be.

Article 34
Freedom of movement

Subject to its laws and regulations eoncerning zones entry into which is prohibited or regulated
for reasons of national security, the receiving State shall ensure freedom of movement and travel in its
territory to all members of the consular post.

Article 35
Freedom of communication

L. The receiving State shall permit and protect freedom of communication on the part of the
consular post for all official purposes. In communicating with the Government, the diplomatic missions
and other consular posts, wherever situated, of the sending State, the consular post may employ all
appropriate means, including diplomatic or consular couriers, diplomatic or consular bags and messages
in code or cipher. However, the consular post may install and vse a wireless transmitter only with the
consent of the receiving State.

2.The official correspondence of the consular post shall be inviolable. Official correspondence
means all correspondence relating to the consular post and its functions.

3.The consular bag shall be neither opened nor detained, Nevertheless, if the competent
authorities of the receiving State have serious reason to believe that the bag contains something other
than the correspondence, documents or articles referred to in paragraph 4 of this article, they may
request that the bag be opened in their presence by an authorized representative of the sending State. If
this request is refused by the authorities of the sending State, the bag shall be returned to its place of
origin,

4.The packages constituting the consular bag shall bear visible external marks of their character
and may contain only official correspondence and decuments or articles intended exclusively for official
use,

5.The consular courier shall be provided with an official document indicating his status and the
number of packages constituting the consular bag. Except with the consent of the receiving State he
shall be neither a national of the receiving State, nor, unless he is a national of the sending State, a
permanent resident of the receiving State. In the performance of his functions he shall be protected by
the receiving State. He shall enjoy personal inviolability and shall not be liable to any form of arrest or
detention.
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6.The sending State, its diplomatic missions and its consular posts may designate consular
couriers ad hoc. In such cases the provisions of paragraph 5 of this article shall also apply except that
the immunities therein mentioned shall cease to apply when such a courier has delivered to the
consignee the consular bag in his charge.

7.A consular bag may be cntrusted to the captain of a ship or of a commercial aireraft scheduled
to land at an authorized port of entry. He shall be provided with an official document indicating the
number of packages constituting the bag, but he shall not be considered to be a consular courier. By
arrangement with the appropriate local authorities, the consular post may send one of its members to
take possession of the bag directly and freely from the captain of the ship or of the aircraft.

Article 36

Communication and contact with nationals
of the sending State

1. With a view to facilitating the exercise of consular functions relating to nationals of the sending
State:

(a)  consular officers shall be free to communicate with nationals of the sending State and to have
access to them. Nationals of the sending State shall have the same freedom with respect to
communication with and access to consular officers of the sending State;

(&)  if he so requests, the competent authorities of the receiving State shall, without delay, inform the
consular post of the sending State if, within its consular district, a national of that State is arrested or
committed to prison or to custedy pending trial or is detained in any other manner. Any communication
addressed to the consular post by the person arrested, in prison, custody or detention shall be forwarded
by the said authorities without delay. The said authorities shall inform the person concerned without
delay of his rights under this subparagraph;

(c)  consular officers shall have the right to visit a national of the sending State who is in prison,
custody or detention, to converse and correspond with him and to arrange for his legal representation.
They shall also have the right to visit any national of the sending State who is in prison, custody or
detention in their district in pursuance of a judgement. Nevertheless, consular officers shall refrain from
taking action on behalf of a national who is in prison, custody or detention if he expressly opposes such
action.

2.The rights referred to in paragraph 1 of this article shall be exercised in conformity with the
laws and regulations of the receiving State, subject to the proviso, however, that the said laws and
regulations must enable full effect to be given to the purposes for which the rights accorded under this
article are intended.
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Article 37

Information in cases of deaths, guardianship or trusteeship,
wrecks and air accidents

If the relevant information is available to the competent authorities of the receiving State, such
authorities shall have the duty:

{(a) in the case of the death of a national of the sending State, to inform without delay the consular
post in whose district the death occurred;

(b) to inform the competent consular post without delay of any case where the appointment of a
guardian or trustee appears to be in the interests of a minot or other person lacking full capacity who is a
national of the sending State. The giving of this information shall, however, be without prejudice to the
operation of the laws and regulations of the receiving State concerning such appointments;

{¢) if a vessel, having the nationality of the sending State, is wrecked or runs aground in the
territorial sea or internal waters of the receiving State, or if an aircraft registered in the sending State
suffers an accident on the territory of the receiving State, to inform without delay the consular post
nearest to the scene of the occurrence.

Article 38
Communication with the authorities of the receiving State

In the exercise of their functions, consular officers may address:
(a}  the competent local authoritics of their consular district;

{6)  the competent central authorities of the receiving State if and to the extent that this is allowed by
the laws, regulations and usages of the receiving State or by the relevant international agreements.

Article 39
Consular fees and charges

1.The consular post may levy in the territory of the receiving State the fees and charges provided
by the laws and regulations of the sending State for consular acts.

2.The sums collected in the form of the fees and charges referred to in paragraph 1 of this article,
and the receipts for such fees and charges, shall be exempt from all dues and taxes in the receiving State.
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SECTION 1L
FACILITIES, PRIVILEGES AND IMMUNITIES
RELATING TO CAREER CONSULAR OFFICERS AND
OTHER MEMBERS OF A CONSULAR POST

Article 40
Protection of consular officers

The receiving State shall treat consular officers with due respect and shall take all appropriate
steps to prevent any attack on their person, freedom or dignity.

Article 41
Personal inviglability of consular officers

1. Consular officers shall not be liable to arrest or detention pending trial, except in the cage of a
grave crime and pursuant to a decision by the competent judicial authority.

2.Except in the case specified in paragraph 1 of this article, consular officers shall not be
committed to prison or be liable to any other form of restriction on their personal freedom save in
execution of a judicial decision of final effect.

3.If criminal proceedings are instituted against a consular officer, he must appear before the
competent authorities. Nevertheless, the proceedings shall be conducted with the respect due to him by
reason of his official position and, except in the case specified in paragraph 1 of this article, in a manner
which will hamper the exercise of consular functions as little as possible. When, in the circumstances
mentioned in paragraph 1 of this article, it has become necessary to detain a consular officer, the
proceedings against him shall be instituted with the minimum of delay.

Article 42
Notification of arrest, detention or prosecution

In the event of the arrest or detention, pending trial, of a member of the consular staff, or of
criminal proceedings being instituted against him, the receiving State shall promptly notify the head of
the consular post. Should the latter be himself the object of any such measure, the receiving State shall
notify the sending State through the diplomatic channel.

Article 43
Immunity from jurisdiction

1.Consular officers and consular employees shall not be amenable to the jurisdiction of the
judicial or administrative authorities of the receiving State in respect of acts performed in the exercise of
consular functions.

2.The provisions of paragraph 1 of this article shall not, however, apply in respect of a civil

action either:
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(a)  arising out of a contract concluded by a consular officer or a consular employee in which he did
not contract expressly or impliedly as an agent of the sending State; or

(b) by a third party for damage arising from an accident in the receiving State caused by a vehicle,
vessel or aircraft.

Article 44
Liability to give evidence

l.Members of a consular post may be called upon to attend as witnesses in the course of judicial
or administrative proceedings. A consular employee or a member of the service staff shall not, except in
.the cases mentioned in paragraph 3 of this article, decline to give evidence. If a consular officer should
decline to do 5o, no coercive measure or penalty may be applied to him.

2.The authority requiring the evidence of a consular officer shall avoid interference with the
performance of his functions. It may, when possible, take such evidence at his residence or at the
consular post or accept a statement from him in writing.

3.Members of a consular post are under no obligation to give evidence concerning matters
connected with the exercise of their functions or to produce official correspondence and documents
relating thereto. They are alse entitled to decline to give evidence as expert witnesses with regard to the
law of the sending State.

Article 45
Waiver of privileges and immunities

.The sending State may waive, with regard to a member of the consular post, any of the
privileges and immunities provided for in articles 41, 43 and 44.

2.The waiver shall in all cases be express, except as provided in paragraph 3 of this article, and
shall be communicated to the receiving State in writing.

3.The initiation of proceedings by a consular officer or a consular employee in a matter where he
might enjoy immunity from jurisdiction under article 43 shall preclude him from invoking immunity
from jurisdiction in respect of any counterclaim directly connected with the principal claim.

4.The waiver of immunity from jurisdiction for the purposes of civil or administrative

proceedings shall not be deemed to imply the waiver of immunity from the measures of execution
resulting from the judicial decision; in respect of such measures, a separate waiver shall be necessary.
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Article 46
Exemption from registration of aliens and residence permits

L. Consular officers and consular employees and members of their families forming part of their
households shall be exempt from all obligations under the laws and regulations of the receiving State in
regard to the registration of aliens and residence permits.

2.The provisions of paragraph 1 of this article shall not, however, apply to any consular employee
who is not a permanent employee of the sending State or who carries on any private gainful occupation
in the receiving State or to any member of the family of any such employee.

Article 47
Exemption from work permits

1.Members of the consular post shall, with respect to services rendered for the sending State, be
exempt from any obligations in regard to work permits imposed by the laws and regulations of the
receiving State concerning the employment of foreign labour.

2.Members of the private staff of consular officers and of consular employees shall, if they do not
carry on any other gainful occupation in the receiving State, be exempt from the obligations referred to
in paragraph 1 of this article.

Article 48
Social security exemption

1.Subject to the provisions of paragraph 3 of this article, members of the consular post with
respect to services rendered by them for the sending State, and members of their families forming part of
their households, shall be exempt from social security provisions which may be in force in the receiving
State.

2.The exemption provided for in paragraph 1 of this article shall apply also to members of the
private staff who are in the sole employ of members of the consular post, on condition:

{a) that they are not naticnals of or permanently resident in the receiving State; and

()  that they are covered by the social security provisions which are in force in the sending State ora
third State.

3.Members of the consular post who employ persons to whom the exemption provided for in
paragraph 2 of this article does not apply shall observe the obligations which the social security
provisions of the receiving State impose upon employers.

4.The exemption provided for in paragraphs 1 and 2 of this article shall not preclude voluntary

participation in the social security system of the receiving State, provided that such participation is
permitted by that State.
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Article 49
Exemption from taxation

1.Consular officers and consular employees and members of their families forming part of their
households shall be exempt from all dues and taxes, personal or real, national, regional or municipal,
except;

{a)  indirect taxes of a kind which are normally incorporated in the price of goods or services;

(6) dues or taxes on private immovable property situated in the territory of the receiving State,
subject to the provisions of article 32;

(c)  estate, succession or inheritance duties, and duties on transfers, levied by the receiving State,
subject to the provisions of paragraph () of article 51;

(d)  dues and taxes on private income, including capital gains, having its source in the receiving State
and capital taxes relating to investments made in commercial or financial undertakings in the receiving
State;

(e)  charges levied for specific services rendered;

F}) registration, court or record fees, mortgage dues and stamp duties, subject to the provisions of
article 32.

2.Members of the service staff shall be exempt from dues and taxes on the wages which they
receive for their services.

3.Members of the consular post who employ persons whose wages or salaries are not exempt
from income tax in the receiving State shall observe the obligations which the laws and regulations of
that State impose upon employers concerning the levying of income tax.

Article 50
Exemption from customs duties and inspection

I. The receiving State shall, in accordance with such laws and regulations as it may adopt, permit
entry of and grant exemption from all customs duties, taxes, and related charges other than charges for
storage, cartage and similar services, on:

(a) articles for the official use of the consular post;
(b)  articles for the personal use of a consular officer or members of his family forming part of his
household, including articles intended for his establishment. The articles intended for consumption shall
not exceed the quantities necessary for direct utilization by the persons concerned.

2.Consular employees shall enjoy the privileges and exemptions specified in paragraph 1 of this

article in respect of articles imported at the time of first installation.
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3.Personal baggage accompanying consular officers and members of their families forming part
of their households shall be exempt from inspection. It may be inspected only if there is serious reason
to believe that it contains articles other than those referred to in subparagraph (b) of paragraph 1 of this
article, or articles the import or export of which is prohibited by the laws and regulations of the
receiving State or which are subject to its quarantine laws and regulations. Such inspection shall be
carried out in the presence of the consular officer or member of his family concerned.

Article 51

Estate of a member of the consular post
or of a member of his family

In the event of the death of a member of the consular post or of a member of his family forming
part of his household, the receiving State:

(@)  shall permit the cxport of the movable property of the deceased, with the exception of any such
property acquired in the receiving State the export of which was prohibited at the time of his death:

()  shall not levy national, regional or municipal estate, succession or inheritance duties, and duties
on transfers, on movable property the presence of which in the receiving State was due solely to the
presence in that State of the deceased as a member of the consular post or as a member of the family of a
member of the consular post.

Article 52
Exemption from personal services and contributions

The receiving State shall exempt members of the consular post and members of their families
forming part of their houscholds from all personal services, from all public service of any kind
whatsoever, and from military obligations such as those connected with requisitioning, military
contributions and billeting.

Article 53
Beginning and end of consular privileges and immunities

l.Every member of the consular post shall enjoy the privileges and immunities provided in the
present Convention from the moment he enters the territory of the receiving State on proceeding to take
up his post or, if already in its territory, from the moment when he enters on his duties with the consular
post.

2.Members of the family of a member of the consular post forming part of his household and
members of his private staff shall receive the privileges and immunities provided in the present
Convention from the date from which he enjoys privileges and immunities in accordance with paragraph
1 of this article or from the date of their entry into the territory of the receiving State or from the date of
their becoming a member of such family or private staff, whichever is the latest,

3.When the functions of a member of the consular post have come to an end, his privileges and
immunities and those of a member of his family forming part of his household or a member of his

21

Page | 21



private staff shall normally cease at the moment when the person concerned leaves the receiving State or
on the expiry of a reasonable period in which to do so, whichever is the sooner, but shall subsist until
that time, even in case of armed conflict. In the case of the persons referred to in paragraph 2 of this
article, their privileges and immunities shall come to an end when they cease to belong to the household
or to be in the service of a member of the consular post provided, however, that if such persons intend
leaving the receiving State within a reasonable period thereafter, their privileges and immunities shall
subsist until the time of their departure.

4. However, with respect to acts performed by a consular officer or 2 consular employee in the
exercise of his functions, immunity from jurisdiction shall continue to subsist without limitation of time.

5.In the event of the death of a member of the consular post, the members of his family forming
part of his household shall continue to enjoy the privileges and immunities accorded to them until they
leave the receiving State or until the expiry of a reasonable period enabling them to do so, whichever is
the sooner.

Article 54
Obligations of third States

1.If a consular officer passes through or is in the territory of a third State, which has granted him
a visa if a visa was necessary, while proceeding to take up or return to his post or when returning to the
sending State, the third State shall accord to him all immunities provided for by the other articles of the
present Convention as may be required to ensure his transit or return. The same shall apply in the case of
any member of his family forming part of his household enjoying such privileges and immunities who
are accompanying the consular officer or travelling separately to join him or to return to the sending
State.

2.In circumstances similar to those specified in paragraph 1 of this article, third States shall not
hinder the transit through their territory of other members of the consular post or of members of their
families forming part of their households.

3.Third States shall accord to official correspondence and to other official communications in
transit, including messages in code or cipher, the same freedom and protection as the receiving State is
bound to accord under the present Convention. They shall accord to consular couriers who have been
granted a visa, if a visa was necessary, and to consular bags in transit, the same inviolability and
protection as the receiving State is bound to accord under the present Convention.

4.The obligations of third States under paragraphs 1, 2 and 3 of this article shall also apply to the

persons mentioned respectively in those paragraphs, and to official communications and to consular
bags, whose presence in the territory of the third State is due to force majeure.
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Article 35
Respect for the laws and regulations of the receiving Slate

1. Without prejudice to their privileges and immunities, it is the duty of all persons enjoying such
privileges and immunities to respect the laws and regulations of the receiving State. They also have a
duty not to interfere in the internal affairs of the State.

2.The consular premises shall not be used in any manner incompatible with the exercise of
consular functions.

3.The provisions of paragraph 2 of this article shall not exclude the possibility of offices of other
institutions or agencies being installed in part of the building in which the consular premises are
situated, provided that the premises assigned to them are separate from those used by the consular post.
In that event, the said offices shall not, for the purposes of the present Convention, be considered to
form part of the consular premises.

Article 56
Insurance against third party risks

Members of the consular post shall comply with any requirements imposed by the laws and
regulations of the receiving State, in respect of insurance against third party risks arising from the use of
any vehicle, vessel or aircraft.

Article 57
Special provisions concerning private gainful occupation

I.Career consular officers shall not carry on for personal profit any professional or commercial
activity in the receiving State.

2.Privileges and immunities provided in this chapter shall not be accorded:

{(a) to consular employees or to members of the service staff who carry on any private gainful
occupation in the receiving State;

(&) to members of the family of a person referred to in subparagraph (&) of this paragraph or to
members of his private staff;

(¢) to members of the family of a member of a consular post who themselves carry on any private
gainful occupation in the receiving State.
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CHAPTER III.
REGIME RELATING TO HONORARY CONSULAR
OFFICERS AND CONSULAR P0STS HEADED BY SUCH OFFICERS

Article 58

General provisions relating to facilities, privileges
and immunities

1. Articles 28, 29, 30, 34, 33, 36, 37, 38 and 39, paragraph 3 of article 54 and paragraphs 2 and 3
of article 55 shall apply to consular posts headed by an honorary consular officer. In addition, the
facilities, privileges and immunities of such consular posts shall be governed by articles 59, 60, 61 and
62.

2.Articles 42 and 43, paragraph 3 of article 44, articles 45 and 53 and paragraph 1 of article 55
shail apply to honorary consular officers. In addition, the facilities, privileges and immunities of such
consular officers shall be governed by articles 63, 64, 65, 66 and 67.

3.Privileges and immunities provided in the present Convention shall not be accorded to members
of the family of an honorary consular officer or of a consular employee employed at a consular post
headed by an honorary consular officer.

4.The exchange of consular bags between two consular posts headed by henorary consular
officers in different States shall not be allowed without the consent of the two receiving States
concerned.

Article 59
Protection of the consular premises

The receiving State shall take such steps as may be necessary to protect the consular premises of a
consular post headed by an honorary consular officer against any intrusion or damage and to prevent any
disturbance of the peace of the consular post or impairment of its dignity.

Article 60
Exemption from taxation of consular premises

1,Consular premises of a consular post headed by an honorary consular officer of which the
sending State is the owner or lessee shall be exempt from all national, regional or municipal dues and
taxes whatsoever, other than such as represent payment for specific services rendered,

2.The exemption from taxation referred to in paragraph i of this article shall not apply to such

dues and taxes if, under the laws and regulations of the receiving State, they are payable by the person
who contracted with the sending State.
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Article 61
Inviolability of consular archives and documents

The consular archives and documents of a consular post headed by an honorary consular officer
shall be inviolable at all times and wherever they may be, provided that they are kept separate from
other papers and documents and, in particular, from the private correspondence of the head of a consular
post and of any person working with him, and from the materials, books or documents relating to their
profession or trade.

Article 62
Exemption from customs duties

The receiving State shall, in accordance with such laws and regulations as it may adopt, permit
entry of, and grant exemption from all customs duties, taxes, and related charges other than charges for
storage, cartage and similar services on the following articles, provided that they are for the official use
of a consular post headed by an honorary consular officer: coats-of-arms, flags, signboards, seals and
stamps, books, official printed matter, office furniture, office equipment and similar articles supplied by
or at the instance of the sending State to the consular post.

Article 63
Criminal proceedings

If criminal proceedings are instituted against an honorary consular officer, he must appear before
the competent authorities. Nevertheless, the proceedings shall be conducted with the respect due to him
by reason of his official position and, except when he is under arrest or detention, in a manner which
will hamper the exercise of consular functions as little as possible. When it has become necessary to
detain an honorary consular officer, the proceedings against him shall be instituted with the minimum of
delay.

Article 64
Protection of hunorary consulur officers

The receiving State is under a duty to accord to an henorary consular officer such protection as
may be required by reason of his official position.

Article 63
Exemption from registration of aliens and residence permits

Honorary consular officers, with the exception of those who carry on for personal profit any

professional or commercial activity in the receiving State, shall be exempt from all obligations under the
laws and regulations of the receiving State in regard to the registration of aliens and residence permits.
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Article 66
Exemption from taxation

An honorary consular officer shall be exempt from all dues and taxes on the remuneration and
emoluments which he receives from the sending State in respect of the exercise of consular functions.

Article 67
Exemption from personal services and contributions

The receiving State shall exempt honorary consular officers from all personal services and from
alt public services of any kind whatsoever and from military obligations such as those connected with
requisitioning, military contributions and billeting.

Article 68

Optional character of the institution of
honorary consular officers

Each State is free to decide whether it will appoint or receive honorary consular officers.

CHAPTER V.
GENERAL PROVISIONS

Article 69
Consular agents who are not heads of consular posts

1.Each State is free to decide whether it will establish or admit consular agencies conducted by
consular agents not designated as heads of consular post by the sending State.

2 The conditions under which the consular agencies referred to in paragraph 1 of this article may

carry on their activities and the privileges and immunities which may be enjoyed by the consular agents
in charge of them shall be determined by agreement between the sending State and the receiving State.

Article 70
Exercise of cansular functions by diplomatic missions

1.The provisions of the present Convention apply also, so far as the context permits, to the
exercise of consular functions by a diplomatic mission.

2.The names of members of a diplomatic mission assigned to the consular section or otherwise
charged with the exercise of the consular fanctions of the mission shall be notified to the Ministry for
Foreign Affairs of the receiving State or to the authority designated by that Ministry.

3.1In the exercise of consular functions a diplomatic mission may address:

{(a) the local authorities of the consular district;
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(5)  the central authorities of the receiving State if this is allowed by the laws, regulations and usages
of the receiving State or by relevant international agreements.

4.The privileges and immunities of the members of a diplomatic mission referred to in paragraph
2 of this article shall continue to be governed by the rules of international law concerning diplomatic
relations.

Article 71
Nationals or permanent residents of the receiving State

1.Except insofar as additional facilities, privileges and immunities may be granted by the
receiving State, consular officers who are nationals of or permanently resident in the receiving State
shall enjoy only immunity from jurisdiction and personal invielability in respect of official acts
performed in the exercise of their functions, and the privileges provided in paragraph 3 of article 44. So
far as these consular officers are concerned, the receiving State shall likewise be bound by the obligation
laid down in article 42. If criminal proceedings are instituted against such a consular officer, the
proceedings shall, except when he is under arrest or detention, be conducted in a manner which will
hamper the exercise of consular functions as little as possible.

2.0ther members of the consular post who are nationals of or permancntiy resident in the
receiving State and members of their families, as well as members of the families of consular officers
referred to in paragraph 1 of this article, shall enjoy facilities, privileges and immunities only insofar as
these arc granted to them by the recciving State. Thosc members of the families of members of the
consular post and those members of the private staff who are themselves nationals of or permanently
resident in the receiving State shall likewise enjoy facilities, privileges and immunities only insofar as
these are granted to them by the receiving State. The receiving State shall, however, exercise its
jurisdiction over those persons in such a way as not to hinder unduly the performance of the functions of
the consular post.

Ariicle 72
Non-discrimination

I,In the application of the provisions of the present Convention the receiving State shall not
discriminate as between States.

2.However, discrimination shall not be regarded as taking place:

(a) where the receiving State applies any of the provisions of the present Convention restrictively
because of a restrictive application of that provision to its consular posts in the sending State;

(#) where by custom or agreement States extend to each other more favourable treatment than is
required by the provisions of the present Convention.
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Article 73

Relationship between the present Convention
and other international agreements

1.The provisions of the present Convention shall not affect other interpational agreements in
force as between States Parties to them.

2.Nothing in the present Convention shall preclude States from concluding international
agreements confirming or supplementing or extending or amplifying the provisions thereof.

CHAPTER V.
FINAL PROVISIONS

Article 74
Signature

The present Convention shall be open for signature by all States Members of the United Nations
or of any of the specialized agencies or Parties to the Statute of the International Court of Justice, and by
any other State invited by the General Assembly of the United Mations to become a Party to the
Convention, as follows: until 31 October 1963 at the Federal Ministry for Foreign Affairs of the
Republic of Austria and subsequently, antil 31 March 1964, at the United Nations Headquarters in New
York.

Article 75
Ratification

The present Convention is subject to ratification. The instruments of ratification shall be
deposited with the Secretary-General of the United Nations.

Article 76
Accession

The present Convention shall remain open for accession by any State belonging to any of the four
categories mentioned in article 74. The instruments of accession shall be deposited with the Secretary-
General of the United Nations.

Article 77
Entry into force

1. The present Convention shall enter into force on the thirtieth day following the date of deposit
of the twenty-second instrument of ratification or accession with the Secretary-General of the United
Nations.

2.For each State ratifying or acceding to the Convention after the deposit of the twenty-second

instrument of ratification or accession, the Convention shall enter into force on the thirtieth day after
deposit by such State of its instrument of ratification or accession.
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Article 78
Notifications by the Secretary-General

The Secretary-General of the United Nations shall inform all States belonging to any of the four
categories mentioned in article 74:

(a) of signatures to the present Convention and of the deposit of instruments of ratification or
accession, in accordance with articles 74, 75 and 76;

()  of the date on which the present Convention will enter into force, in accordance with article 77.

Article 79
Authentic texis

The original of the present Convention, of which the Chinese, English, French, Russian and
Spanish texts are equally authentic, shall be deposited with the Secretary-General of the United Nations,
who shall send certified copies thereof to all States belonging to any of the four categories mentioned in
article 74.

[N WITNESS WHEREOF the undersigned Plenipotentiaries, being duly authorized thercto by their
respective Governments, have signed the present Convention.

DONE at Vienna this twenty-fourth day of April, one thousand nine hundred and sixty-three.
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Republic of the Philippines
Congress of the Philippines
Metro Manila

Eighth Congress

Republic Act No. 7157 September 19, 1991
AN ACT REVISING REPUBLIC ACT NO. 708, AS AMENDED

Be it enacted by the Senate and House of Representatives of the Philippines in
Congress assembled:

Section 1. Title. — This Act shall be known as the "Philippine Foreign Service Act of
1991."

Section 2. Table of Contents. — The table of contents of this Act is as follows:

TABLE OF CONTENTS

Section 1 — Title
Section 2 — Table of Contents

Title | - GENERAL PROVISIONS

Section 3 — Declaration of Policy

Section 4 — Qbjective

Section 5 — Definition of Terms

Section 6 — Undersecretaries

Section 7 — Categories of Personnel

Section 8 ~ Designation of Foreign Service Officers in the Foreign Service
Section 9 — Designations of Foreign Service Officers in the Home Office
Section 10 — Foreign Service Staff Personnel

Section 11 — Staffing Pattern and Appointments

Section 12 — Establishment of Foreign Service Posts

Section 13 — Promotion of Philippines Arts and Culture

Title Il - APPOINTMENTS
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Part A. Foreign Service Officers

Section 14 — Initial Appointment of Foreign Service Officers
Section 15 — Internship Program

Section 16 — Ambassadorial Appointments

Section 17 — Heads of Diplomatic and Permanent Missions
Section 18 — Reinstatement of Foreign Service Officers

Part B. Service Staff Officers and Employees
Section 19 — Appointments
Section 20 — Civil Service Eligibility

Part C. Provisions of General Application to All Officers
Section 21 — Philippine Citizenship and Permanent Residency
Section 22 — Auditing Requirements

Section 23 — Compulsory Retirement

Part D. Alien or Locally Hired Employees
Section 24 — Appointments and Transfers

Part E. Honorary Consuls
Section 25 — Appointments

Title Il - PROMOTIONS

Part A. Foreign Service Officers

Section 26 — Foreign Service Officers Promotion List

Section 27 — Cumulative Number of Years of Service in Each Class
Section 28 — Examination for Promotion

Section 29 — Determination of Seniority

Section 30 — Lateral Entry

Part B. Foreign Service Staff Officers and Employees
Section 31 — Foreign Service Staff Officers and Employees Promotion List
Section 32 — Senior Staff Officers

Part C. Provisions of General Application to All Officers and Employees
Section 33 — Performance Evaluation System

Section 34 — Effects of Promotions

Section 35 — Auditing Requirements

Title IV — ASSIGNMENTS AND TRANSFERS

Section 36 — Initial Service in the Home Office
Section 37 — Tour of Duty

Section 38 — Rotation Plan

Section 39 — Security Clearance

Title V- ATTACHES
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Section 40 — Regular Attaches

Section 41 — Service Attaches and Representatives of Other Departments
Section 42 — Appointment

Section 43 — Relationship Between the Chief of Mission and Service Attaches
Section 44 — Relationship Between the Principal Officer and Representative
Section 45 — Inter-department Committee

Title VI - BOARD OF FOREIGN SERVICE EXAMINATIONS

Section 46 — Composition

Section 47 — Functions

Section 48 — Qualifications of Applicants
Section 49 — Staff

Title VIl - BOARD OF FOREIGN SERVICE ADMINISTRATION

Section 50 — Composition

Section 51 — Functions

Section 52 — Prohibitions

Section 53 — Disqualifications

Section 54 — Disciplinary Actions

Section 55 — Separation from the Service

Title VIII - FOREIGN SERVICE INSTITUTE

Section 56 — Composition

Section 57 — Functions

Section 58 — Operations

Section 59 — Performance Report

Title IX — FOREIGN INFORMATION COUNCIL
Section 60 — Foreign Information Council

Title X — SALARIES

Section 61 - Salary Rates

Title X1 — INSURANCE AND RETIREMENT SYSTEM

Section 62 - Membership in the Government Service Insurance System

Title XIl - ALLOWANCES, PER DIEMS, TRAVEL EXPENSES AND
BENEFITS

Part A. Allowances
Section 63 — System of Allowances
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Section 64 — Rates and Policies on Allowances
Section 65 — Living Quarters Allowance
Section 66 — Overseas Allowance

Section 67 — Adjustment in the Overseas Allowance
Section 68 — Family Allowance

Section 69 — Post Allowance

Section 70 — Representation Allowance
Section 71 — Clothing Allowance

Section 72 — Education Allowance

Section 73 — Medical Allowance

Section 74 — Relocation Allowance

Part B. Per Diems

Section 75 — Persons Entitled to Per Diems

Section 76 — Service Allowance in Lieu of Per Diems
Section 77 — Computation

Part C. Travel Expenses
Section 78 — Class of Transportation

Part D. Benefits

Section 79 — General Benefits

Section 80 — Leaves of Absence
Section 81 — Exemption from Taxation

Part E. Provisions of General Application
Section 82 — Foreign Service Compensation Plan

Title XIII — FINAL PROVISIONS

Section 83 — Organization

Section 84 — Use of Savings

Section 85 — Pool of Foreign Service Officers
Section 86 — Passport Revolving Fund
Section 87 — Rules and Regulations

Section 88 — Appropriations

Section 89 — Separability Clause

Section 90 — Repealing Clause

Section 91 — Effectivity Clause

Title |
GENERAL PROVISIONS

Section 3. Declaration of Policy. — The State shall pursue an independent foreign

policy. In its relations with other states, the paramount consideration shall be national
sovereignty, territorial integrity, national interest, and the right to self-determination.
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Section 4. Objective. — The main objective of this Act is to reorganize and strengthen
the Philippine Foreign Service in order to:

(a) Upgrade the qualifications of the Career Foreign Service Corps and thereby
enable its officers and employees to serve effectively the interests of the Republic
of the Philippines abroad;

(b) Strengthen the capability of the Career Foreign Service Corps to conduct
studies, analyses and evaluation of events, both domestic and international, that
will serve as guidelines for achieving an independent foreign policy for the country;
(c) Ensure broad representation of the Philippine society in the foreign service and,
further, to ensure equal opportunities in the enlistment and recruitment of officers
and employees taking into account the ethnic composition of the country;

(d) Institute improvements in the selection and training of personnel so that only
competent persons of good moral character are recruited in the Service;

(e) Provide that promotions in the Service shall be on the basis of merit;

() Guarantee permanence or security of tenure of the career personnel of the
Service during good behavior and satisfactory performance of duty;

(g) Provide suitable salaries, allowances and benefits that will attract personnel
from all walks of Philippine life and to appoint persons to the highest positions in

the Service solely on the basis of merit and demonstrated capability in the
promotion of national interests;

(h) Provide a comprehensive and flexible framework for the administration of the
foreign service consistent with modermn practices in this field; and

(i) Consolidate into one act all provisions of the law relating to the administration
of the foreign service.

In pursuance of the foregoing objective, the principle of nondiscrimination with respect to
sex, creed, language, ethnic identity and religion shall be strictly enforced.

Section 5. Definition of Terms. — \When used in this Act, the term:
(a) "Government" means the Government of the Philippines;
(b) "Constitution" means the 1987 Constitution of the Philippines;
(c) "President' means the President of the Philippines;
(d) "Department' means the Department of Foreign Affairs;
(e) "Institute" means the Foreign Service Institute;

(f) "Secretary" means the Secretary of Foreign Affairs;
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(9) "Undersecretary” means the Undersecretary of Foreign Affairs;

(h) "Govemment agency” means any executive branch of the Philippine
Government, or any corporation owned or confrolled by the Government of the
Philippines;

(i) "Service" means the Foreign Service of the Philippines which includes all
officers and employees of the Department of Foreign Affairs in the home office
and/or foreign service;

(j) "Home office" means the Department of Foreign Affairs and its offices in the
Philippines;

(k) "Post” means all Philippine embassies, missions, consulates general and other
foreign service establishments maintained by the Department of Foreign Affairs;

(1) "Chief of mission" means the head of an embassy or other diplomatic missions
of the Philippines, or any person appointed by the President to such position,
whether serving in the home office or foreign service; and

(m) "Principal officer” means the head of a consulate or consulate general of the
Philippines.

Section 6. Undersecretaries. — Upon recommendation of the Secretary, the President
shall appoint three (3) undersecretaries to advise and assist the Secretary in the
formulation and implementation of the Department objectives and policies, and to
coordinate and oversee the operational activities of the Department of Foreign Affairs.
The Secretary shall designate one (1) of the undersecretaries in his absence.

Section 7. Categories of Personnel. — The Service shall consist of the following
categories of officers and employees:

(a) Chiefs of Mission, Class | and il;

(b) Career Ministries;

(c) Foreign Service Officers, Class |, il, lll, and IV;

(d) Foreign Service Staff Officers, Ciass |, II, lll and IV;
(e) Foreign Service Staff Employees, Class |, I, and lil;
(f) Alien or locally hired employees; and

(g) Honorary Consuls.

Section 8. Designation of Foreign Officers in the Foreign Service. — In the Service,
foreign, service officers shall be commissioned as diplomatic or consular officers, or
both, and all the official acts of these officers shall be performed under such
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commissions. Diplomatic and consular titles shall be coterminous with the assignment
at the post.

A chief of mission shall be assigned as ambassador extraordinary and plenipotentiary
to head a diplomatic mission, or as deputy head of mission or as consul general to
head a consular establishment.

A career minister shall be assigned as career minister in a diplomatic mission or as
consul general to head a consular establishment.

A foreign service officer, class |, shall be assigned as first secretary in a diplomatic
mission or consul in a consular establishment.

A foreign service officer, class Il, shall be assigned as second secretary in a diplomatic
mission or consul in a consular establishment.

A foreign service officer, class Ill, shall be assigned as third secretary in a diplomatic
mission or vice-consul in a consular establishment.

A foreign service officer, class IV, shall be assigned as third secretary in a diplomatic
mission or vice-consul in a consular establishment.

In a diplomatic post where there is a consular section, foreign service officers may be
designated as both diplomatic and consular officers.

Section 9. Designations of Foreign Service Officers in the Home Office. — A chief of
mission shall be designated by the Secretary as assistant secretary when assigned to
head any of the eleven (11) principal offices of the Department. These offices are: Office
of American Affairs; Office of Asia and Pacific Affairs; Office of European Affairs; Office
of Middle East and African Affairs; Office of Administration, Protocol and Personnel
Services; Office of Fiscal Management; Office of ASEAN Affairs; Office of United Nations
and International Organizations; Office of Consular Affairs; Office of Legal Affairs; and
Office of Policy Planning and Coordination. The Secretary is hereby authorized to review
and realign periodically the principal offices of the Department in order to effectively meet
the requirements of the Service.

The Director of the Foreign Service Institute shall be also have the title of assistant
secretary.

Chiefs of mission designated as assistant secretaries shali retain their items as chiefs of
mission. The post of assistant secretary shall be reserved for career chiefs of mission:
provided, however, that all incumbent assistant secretaries who are non-career officials
shall continue to hold office until June 30, 1992 unless sooner removed by the President.
Thereafter, only career officials may be appointed assistant secretaries.

A career minister may be designated as executive director of an office.
A foreign service officer, class |, may be designated as division director.

A foreign service officer, class I, may be designated as assistant division director.
Page | 36



A foreign service officer, class Ill, may be designated as assistant division director.
A foreign service officer, class IV, may be designated as assistant division director.

A foreign service officer in any class, including chiefs of mission and career ministers,
may be designated as special assistant to the Secretary or the Undersecretary.

A foreign service officer below the rank of the chief of mission may be designated as
principal assistant in any office.

Any assignment in the home office requiring a rank higher than the actual rank of the
officer assigned shall be in an acting capacity.

Section 10. Foreign Service Staff Personnel. - There shall be a Service Staff Corps
to provide the skills, technical assistance and support services in the home office and the
foreign service.

Section 11. Staffing Pattern and Appointments. — The Department shall maintain a
permanent staffing pattern for the home office and for each post in the foreign service
which shall enumerate a definite number of position items in the budget of the
Department for all categories of officers and employees: provided, that the staffing
pattern may be modified by the Secretary when necessitated by the opening of new posts
in its foreign service or new offices in the home office as may be required by a
reorganization of the Department approved by the President: provided, further, that the
modification shall be incorporated in the budget. The number of appointments in all
categories of positions shall strictly conform to the staffing pattern. Appointments may be
made only to specific existing vacant items. Appointments in excess of the number of
items in the budget shall be null and void ab initio. An appointment, including the
appointment of a non-career officer and initial and promotional appointment of a career
officer, shall be valid only if it expressly indicates the specific number of the item in the
budget. The appointment must bear the date when it was signed, and the Department
must certify that the item is vacant on the specified date.

Section 12. Establishment of Foreign Service Posts. — The national interest and
security shall be the paramount consideration in the establishment of embassies,
missions, consulates general and other foreign service establishments maintained by the
Department and the priority areas shall be in the countries where the following exist:

(a) Extending diplomatic, financial, material, humanitarian support and other
expressions of solidarity;

(b) Favorable trade relations and investments currently exist or prospects for trade
and investments are favorable;

(c) A considerable number of Filipino citizens; and
(d) Adherence to the principle of reciprocity and where such is extended to us.

The Secretary shali define the territorial limits of consular jurisdictions.
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Section 13. Promotion of Philippine Arts and Culture. — All Service establishments
abroad shall promote Philippine arts and culture, works of art of Filipino artists and
Philippine products, including paintings, records, books and literature on Philippine
history and culture, which shall be used, displayed and exhibit in these offices. Whenever
practicable, Philippine products shall be used to furnish these offices.

All gifts given by reason of official and social functions of the foreign service
establishments shall be products sourced from the Philippines. The Secretary shall
provide in the annual budget of the Department amount as is necessary to cover the cost
acquisition, display and exhibition of these works.

Title Il
APPOINTMENTS

Part. A. Foreign Service Officers

Section 14. Initial Appointment of Foreign Service Officers. — Consistent with the
goal of developing and strengthening the Career Foreign Service Corps, recruitment into
the ranks of foreign service officers shall be exclusively through open competitive
examinations to determine the competence, fithess and aptitude of candidates for foreign
service work. No person shall be eligible for appointment as a foreign service officers
uniess he has passed these examinations and demonstrated his loyalty to the Republic
of the Philippines and adheres to the principles of the Constitution. The President shall
extend initial appointments of foreign service officers exclusively from the list submitted
by the Secretary containing the names of those who passed the examinations. Such
initial appointments shall be to the lowest rank of foreign service officer, class |V. Any
person who, after having passed the examinations, declines to accept an initial
appointment as foreign service officer within a period of one (1) year from the date of he
was offered the appointment shall be required to take and pass examinations again in
order to be eligible for an initial appointment.

All appointments of foreign service officers shall be to a class and to not to a particular
post.

Section 15. Internship Program. — Immediately following their appointments as foreign
service officers, class IV, the individuals concerned shall undergo a one-year cadetship.
The program shall consist of (6) months intensive classroom instructions on all aspects
of consular and diplomatic duties and responsibilities. The next six (6) months shall be
cover an on-the-job training.

Section 16. Ambassadorial Appointments. — The President shall nominate and, with
the consent of the Commission on Appointments, appoint ambassador extraordinary and
plenipotentiary to head embassies and permanent missions. All ambassadorial
appointments shall be to a particular post only.
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Career foreign service officers may be appointed by the President as ambassadors
extraordinary and plenipotentiary and shall retain their items originally held prior to their
appointments after their tour of duty as ambassadors extraordinary and plenipotentiary:
provided, however, that, during their tour of duty as ambassadors extraordinary and
plenipotentiary, they shall not be promoted to the next higher rank.

Section 17. Heads of Diplomatic and Permanent Missions. — In order to strengthen
the Career Foreign Service Corps and to enable to it respond to challenges in the field
of international relations, the President shall be guided, as much as possible, by the
principle that a majority of diplomatic and permanent missions shall be headed by career
ambassadors.

Section 18. Reinstatement of Foreign Service Officers. —~ The President may, upon
recommendation of the Secretary, reappoint to the Service a former foreign service
officer who has served continuously for at least two (2) years in the Department, who has
been separated from the Service by reason of appointment or election to some other
position in the government service. The same privilege shall apply to a former foreign
service officer who has been separated from the Service by reason of appointment to the
United Nations or other reorganized regional or international organizations and who has
served continuously in said regional or international body for at least two (2) years up to
the time of reappointment. The Secretary shall, taking into consideration the
qualifications and experiences of the candidate of reappointment and the rank of his
contemporaries in the Service, recommend the class to which the candidate shall be
reappointed. Such reappointment shall be availed of only once and be subject to
confirmation by the Commission on Appointments.

Part B. Foreign Staff Officers and Employees

Section 19. Appointments. — The shall appoint all foreign service staff officers and
foreign service staff employees in accordance with the Civil Service rules and
regulations. Recruitment on the foreign service staif officer level shall be made through
a competitive examination open to personnel of the Department and outsiders, the
successful candidates of which shall be certified by the Board of Foreign Service
Examinations for appointment by the Secretary.

Section 20. Civil Service Eligibility. — No person shall be appointed foreign service
staff officer or foreign service staff employee unless he is a civil service eligible: provided,
however, that priority shall be given to those who passed the examinations for foreign
service staff officers and foreign service staff employees conducted by the Board of
Foreign Service Examinations.

Part C. Provisions of General Application to All Officers

Section 21. Philippine Citizenship and Permanent Residency. — No person shall be
eligible for appointment to a permanent item in the career service to whatever rank or
class who is not a citizen and permanent resident of the Philippines at the time of his
appointment and, thereafter, for the entire duration of his tenure in the Department:
provided, that those who have secured permanent residence status in a foreign country
cannot be appointed to a permanent item in the career service unless they have given
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up said status for at least one (1) year and established permanent residence in the
Philippines for at least the same period.

Section 22. Auditing Requirements. — The Department shall be authorize nor shall the
Commission on Audit pass in audit payment of salaries and allowances of any person
appointed to any position in the Department in violation of the requirements enumerated
under Parts A, B and C, Title Il of this Act. Any salary and ailowance received on the
basis of such invalid appointments shall be refunded by the persons so appointed.

Section 23. Compulsory Retirements. — All officers and employees of the Department
who have reached the age of sixty-five (65) shall be compuisorily and automatically
retired from the Service: provided, however, that all incumbent non-career chiefs of
mission who are seventy (70) years old and above shall continue to hold office until June
30, 1992 unless sooner removed by the appointing authority. Non-career appointees who
shall serve beyond the age of sixty-five (65) years shall be entitled to retirement benefits.

Part D. Alien or Locally Hired Employees

Section 24. Appointments and Transfers. — The Secretary may authorize chiefs of
mission or principal officers to appoint alien or locally hired employees for their respective
embassies and consulates: provided, that Filipino citizens shall be given preference.
Such employees, however, may not be transferred to another country but may be
assigned from one office to another within the same country where orlgmally appointed
at the discretion of the chief of mission concerned.

Part E. Honorary Consuls

Section 25. Appointments. — The Secretary may appoint honorary consuls in areas
where there are no Philippine embassies or consulates, under such regulations as may
be prescribed by the Department. Honorary consuls shall .be appointed from among
qualified private persons preferably of Philippine cmzenshlp to perform certain consular
functions on non- career basis. Honorary consuls are not given fixed salaries or
allowances.

Title 1l
PROMOTIONS

Part A. Foreign Service Officers

Section 26. Foreign Service Officers Promotion List.— On the basis of
recommendations made by the Board of Foreign Service Administration, the Secretary
shall, from time to time, furnish the President with the names of career service officers
qualified for appointment fo the next higher class, from foreign service officer, class IV,
to chief of mission, class I.
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Section 27. Cumulative Number of Years of Service in Each Class. — The Secretary
may determine a standard performance based on merit for each class which must be
met before any foreign service officer may become eligible for promotion to a higher
class. All foreign service officers shall be required to render satisfactory service
continuously for a minimum period of three (3) years in each class and for the totai
cumulative period computed at three (3) years for each class before they become eligible
for promotion to the next higher class: provided, however, that foreign service officers
who have shown exceptional and meritorious qualities and have rendered exemplary
service may be promoted to the next higher rank as an exception hereof.

Section 28. Examination for Promotion. ~ Foreign service officers, class, |, who have
completed at least two (2) years of "very satisfactory" service in the rank are required to
pass an examination for promotion to the administered by the Board of Foreign Service
Examinations before they shali be eligible for appointment as career ministers.

Section 29. Determination of Seniority. — Career ministers and chiefs of mission, class
| 'and II, shall not have grades classifications within each class. Seniority shall be
determined by their original dates of appointment as career ministers, as well as the
dates of their original entry into the Department.

Section 30. Lateral Entry. — Lateral entry into the Career Foreign Service Corps shall
be permitted for those individuals who have successfully passed at the written and oral
examinations conducted by the Board of Foreign Service Examinations but at the time
when offered an appointment as foreign service officer, class IV, decided to join another
government agency: provided, however, that:

(a) The duration from initial offer of appointment and his request for lateral entry in
the Career Foreign Service Corps shall not exceed more than six (6) years:

(b) That he has very satisfactorily served another government agency for the same
duration;

(c) His reappointment shall be confirmed by the Commission on Appointments;
and

(d) The rank to which he is being reappointed shall not be higher than that of his

successful co-examinees who have joined by the Service immediately after being offered
the appointment.

Part B. Foreign Service Staff Officers and Employees

Section 31. Foreign Service Staff Officers and Employees Promotion List. — On the
basis of recommendations made by the Office of Personnel and Management Services,
the Board of Foreign Service Administration shall, from time to time, furnish the Secretary
with the names of career foreign service staff officers and foreign service staff employees
qualified for appointment to the next higher class from foreign service staff employee,
class ll, to foreign service staff officer, class I. All foreign service staff personnel shall be
required to render satisfactory service continuously for a maximum period of two (2)
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years in each class and for the total cumulative period computed at two (2) years in each
class before they become eligible for promotion to the next higher class.

Section 32. Senior Staff Officers. — Personnel who have attained the highest rank in
the staff service and have rendered service in that position continuously for a period of
five (5) years and a cumulative period totaling at least fifteen (15) years shall be eligible
for promotion in salary and allowances equivalent to the maximum salary and allowances
of foreign service officer, class IV: provided, that they shall have consistently received a
minimum efficiency rating of "very satisfactory" throughout those years of service.

Thereafter, for every additional six (6) years of continuous very satisfactory service, they
shall be eligible for promotion in salary and shall allowances equivalent to the minimum
salary and allowances of the next higher class of foreign service officer.

Part C. Provisions of General Application to All Officers and Employees

Section 33. Performance Evaluation System.— The Secretary shall prescribe a
performance evaluation system which shall be the basis for the periodic review of
performance of all officers and employees. Particularly, the performance evaluation
system shall address itself to the weeding-out of incompetent and sterile career
personnel and abusive political appointees.

Section 34. Effects of Promotions. — Promotions made in violation of this Act shall be
null and void and thus have no force and effect. The persons so promoted under such
circumstances are deemed to have retained their old positions. Any salaries and
allowances derived from such promotions shall be subject to the provisions of the
following sections.

Section 35. Auditing Requirements. — The Department Fiscal Officer shall not
authorize nor shall the Commission on Audit pass in audit the payment of salaries and
allowances of any person promoted to any position in the Department in violation of the
requirements enumerated under Parts A and B, Title Il of this Act. Any salaries and
allowances received on the basis of such invalid promotions shall be refunded by the
persons so promoted.

Title IV
ASSIGNMENTS AND TRANSFERS

Section 36. Initial Service in the Home Office. — Except for non-career chiefs mission
appointed by the President, no member of the Career Foreign Service Corps shall be
assigned to any post abroad unless he has rendered continuous and satisfactory service
in the home office for at least three (3) years including undertaking an intensive
familiarization program of Philippine conditions, urban and rural.

Section 37. Tour of Duty. — Subject to the exigencies of the service;
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(a) The tour of duty of a foreign service officer at any post shall be six (6) years
commencing on the date of his arrival at the post, after which he shall serve in the
home office;

(b) The tour of duty of a foreign service officer or employee at any post shall be for
a period of six (6) years commencing on the date of his arrival at the post, after
which he shall serve in the home office:

(c) No foreign service, office, foreign service staff officer or employee shall be
assigned abroad after return to the home office or recall unless he has rendered
continuous and satisfactory service in the home office for at least three (3) years;

(d) Any foreign service officer, foreign service staff officer or employee on
assignment abroad may be recalled to the home or dismissed from the Service at
any time for unsatisfactory performance as certified by the head of post and
approved by the Secretary upon recommendation of the Board of Foreign Service
Administration; and

(e) No foreign service officer may serve for more than three (3) consecutive years
in home office, except when designated as Secretary, Undersecretary or Assistant
Secretary.

Section 38. Rotation Plan. — The Secretary shall established a system of assignment
and fransfer to ensure that all qualified career service officers and employees in the
Department shall alternately serve in the diplomatic and consular post in different regions
of the world and in the home office. Excluded from the rotation plan are those in the non-
career service and those in the career service appointed to such positions which, in the
judgment of the Secretary, require a posting of longer duration in the home office.

For this purpose, Manila shall be considered a separate post. The Secretary shall
promulgate the guidelines including the financial implications of the provision.

The assighments and transfers of personnel shall follow a regular rotation plan and no
officer or employee shall be assigned to a post for less than two (2) or more than six (6)
years. For the purpose of assignments, the home office shall be considered as another
post. [n no case shall an officer or employee be assigned to the same post for two (2)
consecutive tours of duty unless he shall have served in other posts located in other
regions where there are foreign service establishments. Assignments to hardship posts
shall not exceed three (3) years.

Assignments to posts abroad shall take into consideration the particular area of concern
that the Government seeks to promote so that only personnel qualified and trained, with
a basic knowledge of the language, shall be assigned to said country.

Section 39. Security Clearance. — To ensure immediately availability of officers and
employees foreign assignments and appointments, the Secretary shall periodically
submit the names and personal histories of newly recruited officers and employees {o
the appropriate government security agency or agencies for clearance. The security
agency or agencies concerned shall act with dispatch on requests for clearance and
failure to act on said requests within forty-five (45) days shall be deemed a grant thereof.
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Title V
ATTACHES

Section 40. Regular Attaches.— The Secretary shall designate attaches to various
posts abroad from the rank of foreign service officer and foreign service staff officer.

Section 41. Service Attaches and Representatives of Other Departments. - The
assignment and accreditation of personnel in any department, bureau or agency of the
Government as service attaches to embassies or representatives to consulates shall
have the prior clearance of the Secretary who shall take into account the specific places
where the services of these officers or employees from other the government agencies
are needed, except trade attaches who shall be assigned and accredited only after
consultation with the Trade Secretary.

Section 42. Appointment.— The authority to appoint service attaches and
representatives shail be vested in the department secretary sending said officers and
employees. A department or agency shall only one (1) service attaché or representative
accredited to one (1) post, except military and commercial attaches.

Section 43. Relationship Between the Chief of Mission and Service Affaches. - The
chief mission shall be responsible for the conduct of the affairs of the Government at his
diplomatic post and all service attaches of the other departments and agencies of the
Government shall, during their tour of duty abroad, be under his immediate control and
administrative supervision. Said attaches shall course through the chiefs of mission all
reports, documents and materials to their respective home agencies in the Philippines
and shall transmit the same through the diplomatic pouch, the costs of which shall,
however, be shouidered by their respective offices. The service attaché shall clear with
the chief of mission concerned all their public pronouncements at the post.

Section 44. Relationship Between the Principal Officer and Representative. - The
relationship between the principal officer at a consular post and the representative
assigned thereto shall be the same as the relationship between the chief of mission and
the service attaché at diplomatic post, under Section 43, Title V of this Act.

Section 45. Inter-department Committee. — There shall be an Inter-department
Committee to be composed of an Undersecretaries or their counterparts from other
departments and government agencies with service attaches or representatives abroad,
as members. The Committee shall prescribe a uniform set or rules and regulations for
attaché and representative services and shall meet regularly to assess the performance
of their respective officers and employees abroad with the view to improve their output
as well as maintaining and strengthening efficient and harmonious relationships with the
chief of mission and principal officer and other government workers in the embassy or
consulate where they are assigned.
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Title VI
BOARD OF FOREIGN SERVICE EXAMINATIONS

Section 46. Composition. — There shall be a Board of Foreign Service Examinations to
be composed of an Undersecretary of Foreign Affairs, as Chairman, the Head of
Personnel and Administrative Services and a Commissioner of the Civil Service
Commission, as members, and the Director of the Foreign Service Institute, as Board
Secretary.

Section 47. Functions. — The Board shall conduct examinations and nominate to the
President, through the Secretary, successful candidates for appointments as foreign
service officers, class VI. It shall receive and screen applications for the foreign service
officer (FSO) examinations.

The Board shall prescribe the academic training and practical experiences required of
candidates and determine the subjects on which the written and oral examinations shall
be held. The Board shall prepare, conduct and grade the written examinations and certify
to the Secretary for oral examinations those candidates who obtained a general average
of seventy-five percent (75%) or higher. In the preparation of questions and the grading
of examination papers on any subject, the Board may request, through the secretary of
the department concerned, the assistance of any competent officer in the government
service.

Section 48. Qualifications of Applicants. — Foreign service officer (FSO) examinations
shall be open to those who are citizens and permanent residents of the Philippines. No
person, of either sex, married to an alien may take the examinations without the written
consent of the Secretary. Applicants must be holders of a four-year bachelor's degree,
below thirty-six (36) years old, and physically and psychologically fit: provided, that any
person who is holding a position of responsibility in the Department or the institute for at
least two (2) years prior to the date of examination and who is otherwise qualified to take
the examinations may do so, regardiess of the maximum age limit prescribed.

Section 49. Staff. — The Secretary shall assign to the Board such officers and
employees as may be necessary to assist in the efficient performance of its functions.

Title VII
BOARD OF FOREIGN SERVICE ADMINISTRATION

Section 5§0. Composition. — There shall be a Board of Foreign Service Administration
to be composed of one (1) of the Undersecretaries, as Chairman, and the two (2) other
Undersecretaries and the Assistant Secretaries of the different offices in the Department,
including the Director of the Institute, as members.

Section 51. Functions. — The Board shall make recommendations to the Secretary
concerning the functions and operations of the Service, the policies and procedures to
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govern the selection, assignment, promotion, discipline and separation from the Service
of chiefs of mission, career ministers, foreign service officers, foreign service staff officers
and foreign service staff employees, and the policies to govern the administration and
personnel management of the Service: provided, that the chiefs of mission who are
commissioned by the President as ambassadors extraordinary and plenipotentiary shall
not be investigated by the Board or separated from the Service unless there is an express
written directive from the President. It shall establish the efficiency ratings of service
personnel and shall perform such other duties as may be assigned to it by law or
regulation, including those that may be issued by the Secretary. It shall consider
administrative cases brought against officers and employees who commit offenses
against the interest of public service and submit to the Secretary its findings and
recommendations.

The Board shalil keep a lineal roster of all chiefs of mission, career ministers, foreign
service officers, foreign service staff officers and foreign service staff employees strictly
in the order of their ranks and seniority in each rank or class, based on their respective
dates of appointment. In submitting recommendations for promotions to the President,
through the Secretary, the Board shall base its recommendations on/the efficiency
ratings and seniority of the officers and employees concerned.

Section 52. Prohibitions. — No member of the Board, while acting as such member,
shall intervene in any way, directly or indirectly, in Board deliberations affecting himself
or any relative of his within the fourth civil degree either be consanguinity or affinity.

Section 53. Disqualifications. — The following circumstances shall disqualify any officer
or employee from being considered for assignment abroad or promotion:

(a) Pending criminal case with the Sandiganbayan;

(b) Lack of required length of service as foreign service officer, as embodied under
Section 27, Part A, Title Ill of this Act, except those who enjoyed merit promotion;

(c) Below "very satisfactory” rating covering the six-month period immediately
before the deliberations for assignments or promotions are held; and

(d) Seeking political interference for his promotion/assignment which weakens the
principles of the foreign service.

Section 54. Disciplinary Actions. - In the investigation of administrative cases against
officers and employees of the Department, the applicable rules and regulations and
guidelines promulgated by the Civil Service Commission shall be strictly observed.

No officer or employee of the Department shall be subjected to disciplinary action or
otherwise be removed or separated from the Service except for cause as provided for by
law in accordance with requirements of due process.

Disciplinary action may be taken against an officer or an employee only by the
appropriate disciplinary authority, to wit:
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(a) The President for all presidential appointees of the Department, upon the
recommendation of the Secretary; and

(b) The Secretary for all those appointed by him or by his predecessors.

No officer or employee of the Department facing administrative charges shall be
effectively suspended or otherwise prevented from exercising his normal duties and
functions unless so ordered by appropriate disciplinary authority on grounds provided for
by law.

In the interest of harnessing all the human resources in the Depariment, no officer or
employee shall be "frozen” or "floated” or otherwise deprived of an assignment, duties or
functions appropriate to his rank and position, except for justifiable reasons.

Section 55. Separation from the Service. — The foliowing shall constitute sufficient
bases for separation from the Service of any foreign service officer or employee, of all
ranks and classes:

(a) Voluntary resignation;

(b} Disloyalty to the Government, unsatisfactory performance of duty, neglect of
duty, misconduct, malfeasance, graft, corruption, immoral conduct or gross
violation of the Civil Service laws, rules and regulations and reasonable
Department rules and regulations;

(c) Any officer or employee who has been given an "unsatisfactory” rating for three
(3) consecutive years under the rating system as promulgated by the Secretary in
accordance with this Act shall automatically be recommended for separation from
the Service;

(d) Refusal of assignment or recall order without valid justifications.

All those found by the Board to be guilty of charges mentioned in paragraph (b)
shall be separated from the Service by the President or the Secretary, as the case
may be.

The rating system mentioned in paragraph (c) shall be based on generally
accepted Civil Service rules and regulations including the right of the officer or
employee being rated to appeal to higher authorities for what he feels is arbitrary
or overly subjective rating;

(e) With respect to locally or hired or alien employees, the chief of mission or
principal officer concerned may separate them from the Service at any time for any
cause he may deem sufficient for the purpose, in accordance with local laws and
regulations on the matter; and

(f) Honorary consuls may be separated from the Service by the Secretary at any
time and for any cause he may deem for the purpose.
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Title Vil
FOREIGN SERVICE INSTITUTE

Section 56. Composition. — There shall be a Foreign Service Institute, whose board
shall be composed of the Secretary, as Chairman, and the Chairman of the Civil Service
Commission, the President of the University of the Philippines, the President of the
Development Academy of the Philippines, and the Director of the Foreign Service
Institute, as members.

Section 57. Functions.— The Institute, through its academic, training, research,
information, publication, systems development and other programmes, shall serve as the
center for the development and professionalization of the career corps of the foreign
service of the Department and other government agencies which have officers and
employees assigned abroad. It shall maintain a Center of International Relations and
Strategic Studies (CIRSS) and shall otherwise function as a research institution on issues
and problems with foreign policy implications, global and regional strategies and
management of foreign affairs while serving as institutional consultant of the Department
on matters related to foreign policies and programmes as well as development
management, planning, review and evaluation processes in the Department. The
Institute shall, inter alia, pursue a training program for those who are leaving for foreign
assignments and for those who are recalled and shall hold seminars, including language
courses, to prepare such officers and employees for their new assignments.

Section 58. Operations. — The Institute shall continue to operate under its own charter.
The Director of the Institute shall be a senior career chief of mission with the title of
assistant secretary.

Section 59. Performance Report. — The Foreign Service Institute shall submit to the
President and to Congress an annual performance report.

Title IX
FOREIGN INFORMATION COUNCIL

Section 60. Foreign Information Council.— There is hereby created a Foreign
Information Council composed of the Secretary of Foreign Affairs, as Chairman, and the
Secretaries of Defense, Trade and Industry, Tourism, Labor and Employment, and the
Office of the Press Secretary, as members. The Foreign Information Council shall provide
policy guidance in the formulation of effective overseas information and communications
strategies to ensure better understanding of Filipino values, culture and institutions
overseas; an accurate presentation of policies in the Government especially in the fields
of frade and investment; and coordination of overseas information programs of various
government agencies and other entities.
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Title X
SALARIES

Section 61. Salary Rates. — The President upon recommendation of the Secretary shall
recommend to Congress a scale of salaries for officers and employees in the Department
and the Institute which shall be subject to periodic review.

Title XI
INSURANCE AND RETIREMENT SYSTEM

Section 62. Membership in the Government Service Insurance System. — All
permanent officers and employees of the Service who are citizens of the Philippines shall
have compuisory insurance coverage under the rules and regulations governing the
same: provided, however, that the President upon recommendation of the Secretary
may, as soon as practicable, submit for enactment by Congress a foreign affairs
retirement and disability system, taking into account the difficulties of foreign service
personnel in setting aside sufficient savings to take care their eventual retirement in the
Philippines due to old age or some other disability, with the increased burden of
establishing a home in the Philippines after completion of their tour of duty abroad.

Title XII
ALLOWANCES, PER DIEMS, TRAVEL EXPENSES AND BENEFITS

Part A. Allowances

Section 63. System of Allowances. — The President upon recommendation of the
Secretary shall recommend to Congress the establishment of a system of allowances for
foreign service personnel which shall be subject to periodic review and shall include the
following:

(a) Overseas allowance. ~ To adjust take home pay of foreign service personnel
for any changes in the cost of living abroad which arise from changes in foreign
currency conversion rates, differentials in cost of living between the Philippines
and foreign post, and extraordinary and necessary expenses not otherwise
compensated for, which are incurred by officers or employees in the foreign
service;

(b) Living quarters allowances. — To enable personnel to whom those are granted
to live in @ manner benefitting their representative capacity but not purpose of
augmenting basic salary;

(c) Clothing aflowance. — To compensate for increased cost of clothing incurred by

foreign service personnel assigned to post whose climates are different from that
of the Philippines or where unusual circumstances exist;
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(d) Post allowance. — To defray unusual expenses incident to the operation and
maintenance of an official residence suitable for the chief diplomatic or consular
representative of the Philippines at his post;

(e) Representation allowance. — The enable chiefs of mission, special envoys,
ministers, permanent delegates or representatives to international bodies,
principal officers and other ranking diplomatic officers stationed abroad uphold the
prestige of the Republic of the Philippines and otherwise to present the country
with distinction and dignity;

(f) Education allowance. — To compensate for additional educational cost incurred
by officers and employees assigned abroad for legal dependent children not
exceeding three (3) in number who are enrolled in the primary and elementary
grades and high school where free public education is absent:

(9) Medical allowance. — Intended to cover the cost of medical insurance in
countries where medical care is unusually expensive, including cost of
hospitalization and medical treatment for foreign service personnel and legal
dependents living with the officers and employees at the post; and

(h) Family allowance. — To assist foreign service personnel living with their families
at the post of assignment in meeting the incremental expenses arising from foreign
assignment computed for the dependent spouse and for unmarried legal minor
dependent children not exceeding three (3) in number.

Section 64. Rates and Policies on Allowances. — The President shall approve, upon
recommendation of the Secretary and the Secretary of Budget and Management, rates,
indices, maximum allowable amounts and policies on allowances which shall be
applicable to all national government employees stationed abroad pursuant to the
Foreign Service Decree.

Section 65. Living Quarters Allowance. ~ Commutable living quarters allowable shall
be granted to officers or employees in the Service assigned aboard who are citizens of
the Philippines. Such allowance may cover the rental or quarters including utilities,
telephone and other maintenance expenses which may be revised as to amounts not
more often than once a year with the approval of the President.

On transfer from post, allowances shall cease at the end of the month following departure
therefrom. Commutable living quarters allowance shall be granted at a per annum rate
and shall be commuted and paid monthly beginning on the first day of the month following
the arrival of the payee at his post of assignment; provided, however, that the suitability
of said quarters in each post shall be officially certified under oath by the chief of mission
or principal officer: provided, further, that the equivalent of said allowance corresponding
to the first three (3) months following arrival at post shall be paid immediately upon its
accrual. On transfer from post, allowances shall cease at the end of the month following
departure therefrom.
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No living quarters allowance shall be paid to persons occupying government-owned,
furnished and heated quarters. No allowance shall be paid for quarters occupied free or
under arrangements with other parties permitting direct or indirect gain to the claimant or
his family.

If a person entitled to living quarters allowance occupies quarters owned by him, his wife
or children, he shall be entitled to a quarters allowance equal to fifty percent (50%) of the
rental value of the quarters. The chief of mission or principal officer, as the case may be,
jointly with the administrative officer shall certify under their official oaths the rental value
on the face of the cash voucher.

Lease contracts entered into by any officer or employee assigned abroad should contain
a "Diplomatic Clause" whereby the tenant should he be reassigned to another post or is
recalled to the home office.

In case of detail of the officer or employee from his post of assignment (detail to the home
office excluded), the quarters allowance shall cease to accrue from the first day of the
month following the date of his departure unless it can be shown that the rented quarters
used as his residence has been retained at the post of assignment and the rentals thereof
are continued, but in no case shall the allowance continue beyond three (3) months
without the prior approval of the Secretary. If the officer or employee own the quarters
occupied by him, payment of the allowance shall cease immediately unless otherwise
authorized by the Secretary.

In case officer or employee is on home leave, the allowance shall cease to accrue from
the first day of the month following the date of his departure from his post, unless it can
be shown that the rented quarters used as residence has been retained at the post of
assignment, but in no case shall the allowance continue beyond three (3) months. This
regulation shall apply also in cases where extended |leaves of absence are taken in any
other emergency cases necessitating departure from the post of assignment unless
otherwise authorized by the President upon recommendation of the Secretary. If the
officer or employee owns the house occupied by him, the allowance shall be
discontinued.

Section 66. Overseas Allowances. — Overseas allowance shall be given to any officer
or employee in the Service assigned abroad, who is a citizen of the Philippines, whenever
the following conditions exist, and certified by the Secretary:

(a) That the cost of living at a post abroad is proportionately so high that an
allowance is necessary to enable an officer or employee at such post to carry out
his work efficiently;

(b) That extraordinary and necessary expenses, not otherwise compensated for,
are incurred by an officer or employee of the foreign service incident to the
establishment of his post of assignment; and

(c) That an allowance is necessary to assist an officer or employee of the foreign
service who is compelled by reason of dangerous, notably unhealthy or
excessively adverse living conditions at his post abroad or for the convenience of
the Government to meet the additional expenses of maintaining an assignment.
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Section 67. Adjustment in the Overseas Allowance.— A permanent committee is
hereby created, consisting of the Secretary as Chairman and, as members, the Secretary
of Budget and Management and the Governor of the Central Bank, with the objectives of
compiling information on foreign currency exchange rate fluctuations and price’ levels
abroad and of recommending periodic adjustments in the amount of overseas allowance
to foreign service personnel of the National Government in each foreign service post:
provided, that official United Nations consumer indices shall be specifically considered in
the committee's evaluation: provided, further, that the adjustments shall be made not
more often than once a year: provided, furthermore, that the implementation shall be
subject to the availability of funds.

Section 68. Family allowance. — A commutable family allowance shall be granted to
any officer or employee assigned abroad who is a citizen of the Philippines and who is
living with his family at the post of assignment, to a dependent spouse and to each
unmarried legal minor dependent child but not exceeding three (3) in number. If both
husband and wife are in the Service and assigned in the same post, only one (1) of them
may claim the allowance.

No family allowance for spouse shall be payable if the claimant is a widow/widower or
separated or when his/her spouse is gainfully employed. However, if the claimant has
minor unmarried dependent children to support, he/she shall be entitled to the family
allowance of each child but not exceeding three (3) in number.

Unmarried children living with the officer or employee who are mentally and physically
retarded regardiess of age and who are incapable of supporting themselves shall, for
family allowance purposes, be considered as minor children.

Subject to the prior approval of the Department Head, full family allowances may be paid
to any claimant.

(a) Who is compelled by reason of dangerous, notably unhealthy, or excessively
adverse living conditions, or by other unavoidable circumstances, like lack of
educational facilities for his children at his post of assignment, which renders its
inadvisable for any or all the members of his family to iive with him at his post; or

(b) Who, for the convenience of the Government, must live alone without any or all
the members of his family at his post of assignment.

All other meritorious cases by considered by the Department Head as the circumstances
and the exigencies of the Service may warrant.

Section 69. Post Allowance. — An allotment of fund may be made by the Secretary to
any post to defray the unusual expenses incident to the operation and maintenance of
an official residence suitable for the chief diplomatic or consular representative of the
Philippines at the post.

Post allowance shall be granted at a per annum rate for fiscal years beginning on the first
day of the month following arrival thereat. Post allowance shall be payable only when the
officer is on duty status at his station. For the purpose of this allowance, such officer shall
be deemed on duty status at his station:
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(a) When on temporary duty even outside by the city or place where he maintains
regular office but remains within the territorial limits of his diplomatic or consular
jurisdiction;

(b) When temporary duty outside his diplomatic or consular jurisdiction for
consecutive period not exceeding sixty (60) days during he shall be paid the post
allowance. Beyond sixty (60) days, no allowance shall be paid except as specially
approved by the President. Payment of the post allowance shall be resumed only
on the date of the actual return within diplomatic or consular jurisdiction; or

(c) When he is on leave of absence with fully pay provided the leave is spent within
the territorial jurisdictions of his post. No allowance shall be paid if the officer goes
on leave with pay outside the territorial jurisdiction of his post.

The territorial limits, in case of concurrent jurisdiction, shall extend to all countries or
areas comprised in the concurrent office.

No post allowance shall be paid if the officer lives in a hotel as his residence.

Section 70. Representation Allowance. — Representation allowance may be granted
to chiefs of mission, special envoys, ministers, permanent delegates or representative to
international bodies, principal officers, and other ranking diplomatic officers stationed
abroad in order to enable such officers to uphold the prestige of the Republic of the
Philippines, to represent their country with dignity, distinction and to carry out their
functions more effectively.

Representations allowances shall be expended only for purposes which are of a public
character, beneficial to the interests of the public service, and connected with the
exercise of the functions of the Government in relation to the conduct of foreign affairs.
They may be expended for necessary entertainment, charitable contributions,
memorials, flowers, gifts, club initiation fee and membership dues, and the like. The
officer to whom the allowance is granted may disburse any portion of it to cover
necessary entertainment by his subordinates to accomplish certain task assigned to
them.

Expenses charged to representation allowance must be supported by proper receipts or
vouchers if the individual amount of expenditures exceeds Fifty United States dollars
(U.S. $50.00) or its equivalent. Where expenses are incurred for entertainment, the
voucher must be accomplished by a statement of the officer concerned or by such proofs
as may be shown that the expenses have been made in the public interest.

Should special entertaining be necessary because of formal visits of the Philippine
dignitaries traveling on diplomatic or special passports, the Department Head shall be
informed in advance thereof and specific request for funds thereforee be made. No such
expenses shall be incurred without the prior authorization of the Department Head.

Maximum allowable amounts shall be established for each category of representation
allowance in accordance with Section 64, Part A, Title XII of this Act.
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Section 71. Clothing Allowance. — Clothing allowance may be granted to officers and
employees of the Service assigned abroad who are citizens of the Philippines not more
often than once every twelve (12) months, the rates of which shali be determined by the
Department.

Section 72. Education Allowances. — Education allowance may be granted to officers
and employees assigned abroad who are citizens of the Philippines of their legal
dependent children not exceeding three (3) in number, who are enrolied in the primary,
elementary and high school levels. This grant shall not, however, be payable in respect
to post where free educational is provided for.

The allowance may be granted as reimbursement of actual costs within such maximum
amounts as shall be fixed by the Secretary and the Department of Budget and
Management, with the approval of the President, per school year of each child subject to
presentation of receipts and other evidence of payment of matriculation, tuition, books
and other school fees.

Section 73. Medical Allowance. ~ Foreign service personnel may be required by the
Department concerned to subscribe to a medical insurance scheme available in the host
country. Twenty-five percent (25%) of the corresponding premiums shall be payable by
the personnel concerned and seventy-five (75) thereof shall be borne by the Government
as its contribution.

In the event of iliness or injury requiring hospitalization of a foreign service personnel,
not as a result of vicious habits, intemperance or misconduct or his part, the Government
shall reimburse the cost of medical expenses in accordance with the regulations
prescribed in the first paragraph of the section: provided, that no medical insurance
scheme is available in the post of assignment.

The medical expenses shall cover the cost of hospitalization and/or payment of the
services of the attending physician, including travel expenses to and from the hospital or
clinic, and such other incidental expenses as may be incurred in connection with such
hospitalization treatment but not to exceed the amount as fixed pursuant to Section 64
hereof.

Only legal dependents of those mentioned in the first paragraph hereof living with the
officer or employee at the post shall be entitled to the medical allowance.

Section 74. Relocation Allowance. - Any office or employee of the Service on
assignment or from a post shall be entitled to an allowance for packing at destination
furniture and other household goods and personal effects in such amounts and within
such limitations as may be prescribed pursuant to Section 64, Part A, Title XII of this Act.

This allowances entitles the officer or employee to choose either of the following:
(a) Ship his household goods and persdnal effects to the authorized destination at
the expense of the Government in accordance with the rules regulations as the

Secretary and the Secretary of the Department of Budget and Management may
prescribe with the approval of the President; or
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(b) Receive the money plus equivalent to fifty percent (50%) of the estimated cost
or packing and shipping of the household goods and personal effects to the
authorized destination as computed in letter (a) above.

Part B. Per Diems

Section 75. Persons Entitled to Per Diems. — All officers and employees of the Service
on travel status or on assignment out of their regular post shall be entitied to per diems
at such amounts as the Secretary with the approval of the President, may prescribe by
regulations.

Section 76. Service Allowance in Lieu of Per Diems. — When meals are included in
the fare of any carrier, no per diems shall be allowed but service allowance equal to fifty
percent (50%) of the per diems authorized shall be payable to the traveler.

Section 77. Computation. — Per diems and service allowance shall be computed by
dividing the day into quarters beginning at midnight. No per diems will be paid for fractions
of a quarter. Local time will be used computing per diems, no consideration being given
to time lost or gained by traveling through the time zones. All vouchers for per diems
must clearly state the exact hour, local time of entry into each area, as well as the time
of original departure from the Philippines or post of duty and arrival at new post or return
to the Philippines or other post of permanent duty.

Part C. Travel Expenses

Section 78. Class of Transportation. — All officers and employees of the Service shall
be entitled to economy class transportation by any usual means of public transportation
for themselves, their spouse and dependent minor children, not exceeding three (3) in
number, whenever such travel is duly authorized by the Secretary: provided, that this
restriction shall not apply to the children in excess of three (3) of any officer or employee
already in the service of the Department on December 31, 1950. For local travel away
from post but within the district of assignment by any member of the staff, authority for
such travel may be granted by the principal officer present at the post.

Whenever deemed necessary due to high cost of living or unhealthy conditions obtaining
at the post of assignment abroad, the spouse of any officer or employee in the foreign
service and their children, including their reasonable personal effects may, upon request
to the parties concerned, be allowed economy class return transportation to Manila at
the expense of the Government. This privilege may be extended to unmarried dependent
children of the officer or employee concerned until they become of age (21 years old)
while living with their parents abroad.

This privilege may be granted only once. Any member of the family (wife, husband or
unmarried children) of any officer or employee who returns to the Philippines in the
manner provided in the second paragraph hereof and who may want to rejoin later the
officer or employee abroad either at the post where such member of the family came, or
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at another post in the same country to which the officer or employee has been
subsequently transferred, shail be not be allowed official transportation for his proposed
trip. Should such member rejoin the parent-officer or employee abroad, even at his own
expenses, such member shall not be entitled thereafter to official return transportation to
the Philippines.

Part D. Benefits

Section 79. General Benefits. - The Secretary shall extend benefits including medical
services and comprehensive health insurance coverage for home office personnel and
their families.

Section 80. Leaves of Absence. — Kinds of Leave — All officers and employees of the
Service who are citizens of the Philippines shall be entitled to thirty (30) days vacation
leave and thirty (30) days sick leave with full pay for each year of service. Alien or locally
hired employees shall be entitled to such vacation and sick leaves as they might be
entitled to if they were employed by their own government in the place where the post is
situated, but in no case should such leave exceed thirty (30) days vacation leave and
thirty (30) days sick leave for each year of service.

Accumulation of Leaves — Under such regulations as the Secretary shall prescribe with
the approval of the President, all officers and employees of the Service shall be entitied
to the accumulation of any vacation or sick leave not taken in any year, in accordance
with Civil Service rules and regulations and subject to the exigencies of the Service.

Home Leave — The Secretary may order to the Philippines for home leave any officer or
employee who is a citizen of the Philippines, together with his family, upon completion of
three (3) years of continuous and satisfactory service abroad or as soon as possible
thereafter. The time actually and necessarily spent in going to and from the Philippines
shall not be counted as leave. While on leave in the Philippines, such officer or employee
may be required to serve in a position of comparable importance in the Department, but
the period of such assignment shall not be counted as leave: provided, that the period of
this home ieave shall not exceed thirty (30) working days.

Section 81. Exemption from Taxation. — All allowances, per diems, benefits, and the
like received by officers and employees of the Service in consideration of their service
while on assignment abroad, except their basic salaries, shall be exempt from the
Philippine income tax.

Any officer or employee returning from a regular assignment abroad for reassignment to
the home office or who dies, resigns, or is retired from the Service shall be exempt from
the payment of all duties and taxes on his personal and household effects, including one
(1) used motor car duly registered in his name for at least six (6} months: provided,
however, that the exemption shall apply only to the value of motor car and to the
aggregate assessed value of said personal and household effects, the latter not to
exceed fifty percent (50%) of the total amount received by such officer or employee in
salary and allowances during his latest assignment abroad but not to exceed four (4)
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years: provided, further, that this exception shall not be availed of more often than once
every four (4) years.

Part E. Provisions of General Application

Section 82. Foreign Service Compensation Plan. — The provisions of Executive Order
No. 495 and Presidential Decree No. 1285, both issued in 1978, as well as the provisions
of other acts, decrees, orders, letters of implementation, letters of instruction, and rules
and regulations which are not inconsistent with the aforementioned order and decree
shall apply with respect to the foreign service compensation plan of the Department. For
purposes of implementing this title the home office shall be considered a separate post,

Title Xl
FINAL PROVISIONS

Section 83. Organization.— The Secretary shall effect the organization of the
Department and the foreign service in accordance with the provisions of this Act and , for
this purpose, he is hereby authorized to allot the funds provided for the Department in
the General Appropriations Act.

Section 84. Use of Savings.— The Secretary is hereby authorized the use of any
savings in the appropriation for the Department for the payment of:

(a) Expenses for the evacuation or repatriation to the Philippines, when necessary
due to emergency, of members of the household of the personnel of any diplomatic
or consular establishment as well as transportation of their personal effects;

(b} Actual return passage by the most direct and economical means of
transportation and the cost of shipment of the household effects to Manila of any
officer or employee in the foreign service, including the immediate dependent
members of his family, who resigns or is separated from the Service for cause:

(c) The cost of preparing and transporting the remains of an officer or employee
who is a citizen of the Philippines and the immediate members of his family who
may die abroad or while on travel status; or

(d) Contingent and unforeseen expenses that may arise in connection with the
operation of the foreign service.

Section 85. Pool of Foreign Service Officers. — In all appropriations acts providing
funds for the operation and maintenance of the Department, the position of foreign
service officers, including those who may serve in the home office, shall be in a pool
grouped according to their classes with their salaries and allowances indicated in one
lump-sum for each class, leaving to the head office the discretion to assign or commission
those officers whenever their services may be utilized to advantage, subject to the
limitations provided by law.
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Section 86. Passport Revolving Fund.— The Department is hereby authorized to
charge a service fee of One hundred Philippine pesos (P100.00) or such appropriate
amount as may be prescribed by the Secretary for each service rendered to private
individuals relating to the processing and issuance of passports beyond regular office
hours.

The fees received by the Department shall constitute a revolving fund to be called the
Passport Revolving Fund which shall be directly utilized by the Department for the
improvement of its passporting and consular services and other Department services.

The setting up, use and disbursement of funds shall be subject to review, accounting and
auditing rules and regulations of the Commission on Audit.

The Fund shall be subject to an annual review by Congress.

Section 87. Rules and Regulations. — The Secretary may issue such rules and
regulations as may be necessary to implement the provisions of this Act as well as the
provisions of acts, decrees and orders which are not inconsistent with this Act, including
the formulation of a code of conduct and decorum for all officers and employees of the
Department and other government attaches serving with the Department.

The Secretary shall review periodically all existing administrative rules and regulations
embodied in the Foreign Service Code of 1983 with the end in view of updating such
rules and regulations which may be inconsistent with national interest. Special reference
is made to rules and regulations in the issuance of passports and visas which may need
to be revised and updated.

Section 88. Appropriations. — There is hereby authorized to be appropriated from the
National Treasury such amounts as may be necessary to provide for any salary and
allowances of ambassadors extraordinary and plenipotentiary appointed by the President
outside of the Career Foreign Service Corps. Thereafter, such amounts shall be
incorporated in the General Appropriations Act under the annual budget of the
Department of Foreign Affairs.

Section 89. Separability Clause. — If any section or any part of this Act shall be declared
unconstitutional by competent authority, the remaining sections or parts of this Act shall
not thereby be affected.

Section 90. Repealing Clause. — The Foreign Service Act of 1952 (Republic Act No.
708, as amended), all other acts, presidential decrees, executive orders, letters of
implementation, letters of instruction, and rules and regulations which are inconsistent
with any of the provisions of this Act are hereby repealed or amended accordingly.

Section 91. Effectivity Clause. - This Act shall take effect fifteen (15) days after the
completion of its publication in the Official Gazette or in any newspaper of general
circulation.

Approved: September 19, 1991,
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DEPARTMENT OF FOREIGN AFFAIRS
KAGAWARAN NG UGNAYANG PANLABAS

perARTMENT orper NoOR - 2018

Guidelines Revising Chapter XVI on Honorary Consular Officers
of Department Order No. 19A-95, dated 28 April 1995

L APPOINTMENT AND TERM OF OFFICE

Section 1
Appointment

Honorary consuls general, consuls and vice consuls shall be-appointed by the
Secretary in accordance with Section 25 of Republic Act 7157 and other relevant
provisions of existing laws. '

Section 2
Nature, Position and Term of Office

The position of Philippine honorary consular officer is one of trust and confidence.
Honorary consular officer shall serve at the pleasure of the Secretary of Foreign
Affairs. The term of office shall be three (3) years and may be extended by the
appoeinting authority for additional periods of three (3) years or less.

The appointment of Philippine honorary consular officer ends upon the establishment
of a career Foreign Service Post, relinquishment of office, resignation, non-renewal of
appointment, when relieved of duties due to termination prior to the conclusion of
appointment, or upon appointment of a career consular officer.

Section 3
. Qualifications
The basic qualifications required in the selection of persons for appointment as
Philippine honorary consular officer are the following:

a. Must be resident of the proposed consular seat;

b. Must have sufficient financial resources, social prominence, and/or must be -
influential in the business and government circles;

c. Must be a person of unsullied character and integrity; -

d. Must possess a genuine and sincere interest in representing the
government and people of the Philippines;

e. Must be willing to fulfil the mandate of the office in promoting and protecting
the interests of the Philippines and the welfare of Filipinos;

f. The nationality must be consistent with the provisions set forth in the Vienna
Convention on Consular Relations of 1963; and
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g. Must be able to provide and maintain adequate and suitable office befitting
the representative capacity of the position.

Section 4
Disqualifications

The following persons may not be appoeinted as Philippine honorary consular officers:

a. Those who have direct or indirect private interests of such character as to
constitute a hindrance to their independence or impartiality in the exercise
of their official functions or would amount o a conflict of interest;

b. Those who are members of, or are associated with, any organization
whose aims are inimical to the interest of the Philippines and the receiving

state; and
¢. Must not currently hold a position or title of an honorary consular officer of
another country.
Section 5

Initial Appointment

On matiers pertaining to the initial appointment of honorary consular officer, the
Supervising Post shall comply with the pertinen. provisions reflected in FSC-145-2016
(Guidelines on the Initial Establishment of a Philippine Consular Post Headed by an
Honorary Consular Officer) dated 11 August 2017 (attached as Annex 1).

Section 6
Credentials and Documentation

Upon appointment, the following documents shali be provided to the newly designated
Philippine honorary consular officer through the Supervising Post:

a. Signed Appoiniment Paper;

b. Signed Consular Commission {in English and Filipino),

c. Agreement between the Secretary of Foreign Affairs and the Honorary
Consular Officer relating to the latter's appointment;

d. Declaration Regarding Loyal Conduct of Officer;

e. identification (ID) Card; and

f. Signature and Handwriting Specimen Card.

The Agreement, Declaration Regarding Loyal Conduct of Officer and the Specimen
Signature Card shall be signed by the honorary consular officer and returned to the
Department through the Supervising Post, together with the duly accomplished ID
Information Sheet and two (2) colored photographs, size 2 inches (5.1 ¢cm) by 2 inches
(5.1 cm) for the processing of the identification card to be issued to the honorary
consular officer.

The Supervising Post shall forward the Consular Commission to the Department of
Foreign Affairs of the host government, together with the request for Exequatur. The
honorary consular officers shall enter into the official performance of their functions
upon receipt of their Exequatur frorm the Supervising Post.
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Section 7
Saiaries

Philippine honorary consular officials and their staff shall not receive any form of
compensation from the Philippine Government.

il. DUTIES AND FUNCTIONS

Section 8

Duty

Itis the duty of the Philippine honorary consular officers to promote and protect the
interests of the Philippines and the Filipinos in their consular district.

Itis also the Philippine honorary consular officers’ duty to discharge administrative and
fiscal responsibilities, as required by the Department of Foreign Affairs.

Section 9
Functions

In accordance with their duty, the Philippine honorary consular officers shall actively:

a. Protect and promote the welfare and interests of Philippine nationals,
including providing consular assistance and services to those distressed
within the bounds of their authority and consular jurisdiction;

b. Perform certain consular functions and services as may be determined by
the Supervising Post in the furtherance of Philippine interesis abroad;

c. Promote closer relations between the Philippines and the country where
the honorary consular officers are stationed, be acquainted with matters
that may impact on the interests of the Philippines and promote Philippine
trade, commerce, industry, investments, culture, agriculfure, and tourism;

d. Monitor and submit periodic reports on the economic, political, social,
cultural, and technological and scientific developments in their country in
general and consular jurisdiction assignment in particular;

e. Develop a market in their consular district for Philippine products and
disseminate updated and factual information about Philippine political,
economic, and social and cultural developments;

f. Liaise regularly with local officials in their consular jurisdiction in the
furtherance of Philippine interests;

g. Prepare and submit fiscal and related administrative reports; and

h. Represent the government of the Philippines in local official functions and
ceremonies; and

i. Perform other functions as may be directed by the Secretary of Foreign
Affairs or hisfher duly designated representative.
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Section 10
Prohibitions

Philippine honorary consular officers are prohibited from:

a. Representing firms in their district exporting goods to the Philippines in
competition with other firms in their district;

b. Representing foreign shipping companies, which compete with Philippine
ships caliing at ports within their consular districts;

c. Representing foreign firms exporting to their consular districts goods or
products which compete with those from the Philippines;

d. Discriminating against Philippine firms in favor of other Philippine firms
exporting to their consular districts;

e. Engaging in actions that will amount to a conflict of interest in their function
as a Philippine honorary consular officer,;

f. Engaging in any action prejudicial, directly or indirectly, to the bilateral
relations between the Philippines and the receiving state; and

g. Undertaking any duties of a diplomatic, consular or other official character
for the government of another State, uniess prior consent is given by the
Supervising Post or by the Secretary of Foreign Affairs.

. JURISDICTION AND ADMINISTRATION

Section 11
Jurisdiction

The Secretary of Foreign Affairs, upon consultation with and recommendation of the
supervising Head of Post and concurrence with the host country, shall define the
consular district of the consular post, which shall be reflected in the Appointment
Paper, the Consular Commission and the Agreement. The consular post headed by
the honorary consular officer shall limit its operation to within its consular district.

Section 12
Redefinition of Jurisdiction

in the exigencies of the service, the Secretary of Foreign Affairs may, upon
consultation and recommendation of the supervising Head of Post and concurrence
of the host country, redefine the consular district of the consular post headed by the
honorary consular officer.

Section 13
Supervision

Philippine honorary consular officers shall be under the immediate supervision of the
Philippine Embassy having jurisdiction over the consular district. Subject to prior
approval by the Secretary of Foreign Affairs, the Philippine Embassy may delegate
supervision over the consular post to the nearest career Philippine Consulate General.
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Section 14
Official Hours

The consular post shall be open to the public during official hours locally observed. In
cases of great urgency, official service may not be refused by the honorary consular
officers even outside the official hours. The address and contact information of the
consular post and its honorary consular officers, including their official hours should
be made known and accessible to the public in a suitable manner.

Section 15
Official Holidays

Philippine honorary consular officers shall observe official public and non-working
holidays of the Philippines as provided for by existing laws and official proclamations
and announcements. The observance of official public and non-working holidays does
not preclude the honorary consular officers from performing official services during
urgencies as provided for in Section 14.

Section 18
Leaves of Absence

The supervising Head of Post is authorized to grant the request of the Philippine
honorary consular officers for a leave of absence from their Post for a period not
exceeding one month. For an absence longer than one month, permission should be
obtained from the Secretary of Foreign Affairs through the supervising Head of Post.
When requesting for a leave of absence, the honorary consular officers shall designate
a suitable person, whose name must be reported to the Supervising Post, to take care
of routine matters during their absence. The person in temporary charge may not
issue visas or adminisier oaths. The Supervising Post must inform the Human
Resources Management Office of the Department of Foreign Affairs of all leaves of
absence of the Philippine honorary consular officers. All Philippine honarary consular
officers visiting the Philippines, whether on official or personal leave, are expected to
call on the concerned offices of the Department.

Iv. IMMUNITIES AND PRIVILEGES

Section 17
Reciprocity

Philippine honorary consular officers shall make periodic reports to the Home Office
regarding the extent of immunities and privileges being granted to them in their
respective couniries of assignment. In accordance with the principle of reciprocity,
this shali be the basis for the grant of immunities and privileges to their counterparts
in the Philippines, if any. In countries where there are no designated Philippine
honorary consular officers, the Foreign Service Posts exercising jurisdiction over the
same shall do the reporting.
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V. CORRESPONDENCE AND BOOKS

Section 18
Correspondence with the Department of Foreign Affairs

Correspondence with the Department of Foreign Affairs or any other agency of the
Philippine Government shall be coursed through the supervising Head of Post.

Section 19
Correspondence with Local Authorities

Correspondence concerning normal functions of the consular establishment may be
carried on directly with the local authority under the jurisdiction of the honorary
consular officer. If the subject matter is deemed sensitive, such as those involving
national security and related concems, or has financial or legai implications to the
Department of Foreign Affairs, the honorary consular officer shall obtain approval from
the Supervising Post.

Section 20
Correspondence with the Public

Correspondence with the public and replies to private inquiries shall be carried on
directly. If the subject matter is deemed sensitive, such as those involving national
security and related concems, or has financial or legal implications to the Department
of Foreign Affairs, the honorary consular officer shall obtain approval from the
Supervising Post.

Section 21
Books

The following books shall be maintained and kept by the Philippine honorary consuiar
officer:

a. Journals for incoming and outgoing correspondence;

b. Record book for declarations and investigations of complaint of masters
or crews of Philippine ships;

c. Ledger on fees collected;

d. Notarial record; and

e. Record of visas issued.

Upon conclusion of the appointment of honorary consular officer, the above-mentioned
bocks shall forthwith be surrendered to the Supervising Post.

Vi. OFFICE REQUISITES AND ACCOUNTS

Section 22
Office Requisites
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Every consular post headed by honorary consular officer shall be provided by the
Department of Foreign Affairs, thraugh the Supervising Post with the following:

a. Coat of arms;

b. Philippine flags (indoor, outdoor and table flag);
_ ¢. Official seat (dry and wet); and

d. Official receipts and other prescribed forms.

Section 23
Coat of Arms

The Coat of Arms shall be placed at the most prominent ptace of honor at the entrance
of the consular post headed by honorary consular officer. The Philippine honorary
cansular officer shall strictly observe the provisions set forth in Republic Act No. 8491 .
otherwise known as the Flag and Heraldic Code of the Philippines on the proper use
and display of the Flag and heraldic devices.

Section 24
Display of the Flag

The flag shall be displayed in the consular post headed by an honorary consular officer
from sunrise to sunset, except when the weather is inclement, during office days and
on all Philippine national holidays and on such other occasions, as the head of the
Supervising Post may deem appropriate. When necessary, the flag may also be flown
for purposes of protection. However, the local usage on the display of the flag should
be appropriately considered.

Section 25
Elecironic Mail Address

The Department, whenever practicable, shall provide an official email to all consular
posts headed by honorary consular officers. To ensure the safety and integrity of the
email address, it shall be deactivated upon the conclusion of the official duty of the
honorary consular officer and reactivated upon the appointment of a new one.

Section 26
Department Orders and Circulars

The Supervising Post shall furnish the consular post headed by honorary consular
officer copies of Depariment circulars and orders, relevant Philippine laws and
statutes, information pamphlets, and other publications whenever such documents
and materials are made available.

Section 27
Briefings

The Supervising Post shall make arrangements for periodic briefings of Philippine

honorary consular officers to update them on regulations on administrative, fiscal and
consular mafters, current Philippine government policies on trade and investment
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promotions, assistance to nationals, and the present Philippine economic situation,
notably in frade, labor, environment, tourism and investment.

Section 28
Collections and Expenditures

Upon appointment by the Secretary of Foreign Affairs of the honorary consular
officers, they shall sign an Agreement which stipulates, among ofher things, that they
shall have no claim to any salary, emolument, wage or pension and they waive the
right to claim reimbursement from the Philippine Treasury for any possible damage
incurred in exercising the functions as honorary consular representatives of the
Republic of the Philippines. The Agreement shall also stipulate a pledge that they
shall willingly bear without benefit of reimbursement all expenses arising from the
conduct of the consular office and tum over monthly the gross fee receipts to the
Department of Foreign Affairs, through the Supervising Post, subject to 50% retention
under Section 30 of this Order.

Section 29
Initial Reimbursable Expenditures

Notwithstanding the terms of the Agreement, the Department of Foreign Affairs may
reimburse the honorary consular officer in full, subject to the availability of funds, upon
presentation of receipts, the initial costs of acquiring the following items, upon opening
of the consular post headed by the honorary consular officer, when these items are
not provided from Manila:

Coat of Arms of the Republic of the Philippines;

Philippine flag;

Dry seal of the establishment;

Wet seal of the establishment; and

Printed receipts and other prescribed forms (letterhead not included).

CooTp

Section 30
Administrative Expenses

Consular Posts headed by honorary consular officers may only retain not more than
fifty percent {50%) of income collected to cover part of their administrative expenses,
which may be as follows:

Stationery and prescribed forms that may be printed locally;
Postal, photocopying and fax expenses;

Bank charge on remittances of collection;

Replacement costs of worn-out Philippine flags; and

Others which may be authorized by the Department.

PepT

Acknowledgement receipts or equivalent ceriifications for the 50% collections retained
shall be submitted. The total (100%) collections, however, shall be duly reported and
the remaining 50% of the total income collections shall be remitted on a monthly basis
to the Supervising Post.
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Section 31
Fiscal Report

To meet accounting and auditing requirements, the following collection account
returns shali be accomplished in duplicate and submitted every 10t of the succeeding
month to the Department, through the Supervising Post for onward submission to
oversight agencies:

a. Cash Receipt Register (CRR) supported with duplicate copies of the
Official Receipts issued. In case of canceliation or defective receipts, both
original and duplicate receipt shall be submitted. The reports should
indicate the full amount of the gross fee receipts;

b. Certification Receipt issued by the consular post acknowledging the
receipt of amount retained equivalent to 50% of income collected;

c. Copy of Deposit slip/s for remittance of 50% income collected and/or
Acknowledgement Receipt issued by supervising Foreign Service Post;

d. Cumulative Report of Income Coliection; and

€. Report of Accountability for Accountable Forms.

If there are no collections during the month, a certificate to that effect will suffice in liey
of the monthly Cash Receipt Register.

Forms in items a, b, d and e are attached as Annex 2 to 5. Copies of deposit slip/s in
ltem ¢ must be submitted by consular post through the Supervising Post.

The foregoing account returns must be signed by the honorary consular officer.

Section 32
Transmittal of Account Returns

The account returns shall be submitted to the Supervising Post, who shall, in turn,
review and examine them for completeness and accuracy before forwarding them to
the Department.

Section 33
Consular Service Fees

Philippine honorary consular officers shall be guided by regulations governing
consular service fees when accepting payments for services.
Vil. NOTARIAL FUNCTIONS

Section 34
Administration of Oaths

Philippine honorary consular officers, if allowed by the host government, may
administer oaths to Philippine citizens. In addition, they may perform the following:

a. Certify ships’ papers;
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b. Authenticate the signature of Philippine citizens;

¢. Authenticate the validity of the official acts of local authorities or notaries
public that had been authenticated by the Ministry of Foreign Affairs
(MOFA) of the host government: and

d. Authenticate documents that had been authenticated by the Office of
Consular Affairs including Satellite Offices and Regional Consular Offices.

Section 35
Depositions

Philippine honorary consular officers, if allowed by the laws of the host government to
administer oaths, are authorized to take depositions of witnesses in cases pending in
Philippine courts and accept commissions from Philippine courts to take down in
writing the oral testimonies of witnesses.

Depositions are the testimonies of witnesses taken down in writing under oath or
affirmation before a judicial officer, notary public or some other officer in answer o
interrogatories, oral or written. In contrast, commissions are writs or processes issued
by special orders of courts under seal, authorizing an officer in a distant place or
province to take down the testimonies of witnesses by deposition. The rules for the
taking of depositions by commission are set by the court issuing the commission.

Sec. 36
Estates

Philippine honorary consular officers are authorized to intervene in the seftlement of
estates of deceased Philippine nationals.

Philippine honorary consuls are instructed to apprise and report the proceedings in the
settlement of such estates to their Supervising Post.
VIl. PASSPORTS AND TRAVEL DOCUMENTS

Section 37
Diplomatic and Consular Passports

Philippine honorary consular officers are not authorized to act on requests for the
issuance, revalidation or extension of diplomatic and official passports.

Section 38
Regular Passports

Philippine honorary consular officers are not authorized to issue, extend or amend
regular passports.
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Section 39
Travel Documents

Philippine honorary consular officers are authorized to issue Travel Documents to
resident Philippine citizens in their consular district.

A report on Travel Documents issued, together with a copy of the corresponding
applications and the supporting documents shall be forwarded to the Supervising Post
for information and for onward transmittal to the Office of Consular Affairs every end
of the month.

IX. VISAS

Section 40
Issuance of Visas

Philippine honorary consular officers may issue non-immigrant visas subject to
existing rules and regulations.

All visa applications requesting entry through limited ports of entry, which shall be
identified through Foreign Service circulars, shall require prior authorization from the
Department. ’

Ports are classified as unlimited ports of entry unless otherwise identified as a fimited
port of entry.

Philippine honorary consular officers shall submit to the Supervising Post a report of
non-immigrant visas issued, as prescribed by existing rules and regulations.

A Philippine honorary consular officer shall not issue a visa to an applicant who is in
the visa look-out-list provided by the Office of Consular Affairs through the Supervising
Post.

X ASSISTANCE TO NATIONALS

Section 41
Relations with Filipinos

All Filipino citizens, whether transient or resident in the district of the Foreign Service
Post, are entitled to protection and assistance. They shall be received cordially and
extended proper assistance, regardless of political or social position or immigration
status.

Section 42
Assistance to and Repatriation of Distressed Filipinos

Philippine honorary consular officers shall extend, whenever practicable, possible aid
and assistance to distressed Filipinos within their districts, whether resident or
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transient. This aid shall include repatriation. However, they shall not spend funds or
pledge the credit of the Government of the Philippines for this purpose, except as
authorized by the Department. Requests for funding assistance for nationals in great

need, such as defense lawyer's fees, repatriation expenses and the like must be
coursed through the Supervising Post.

Philippine honorary consular officers should observe the pertinent section of Section
14 of this Department Order when distressed nationals seek their help and protection.

Section 43
Filipino Community Associations

Philippine honorary consular officers shall maintain good relations and engage with
Filipino nationals, including former citizens, in their districts. These associations shall
be dedicated to civic purposes, particularly as venues for wholesome recreational
activities, self-improvement, mutual aid and protection. Efforts shall be taken to
preserve unity and cooperation among members of Filipino communities.

Xl. PERFORMANCE REVIEW

Section 44
Annual Performance Review

The supervising Head of Post shall make an annual review of the performance of
Philippine honorary consular officers based on their functions set forth in Section 9 of
this Order. For this purpose, all honorary consular officers are required to submit the
monthly Fiscal Report, a Semi-Annual Report of Accomplishments, and Work Plan for
the forthcoming year.

Xil. CONCLUSION OF OFFICE

Sectlion 45
Evaluation of Performance

Within a reasonable period of time before the formal conclusion of official duty of any
honorary consular officer, it shall be the duty of the Head of the Supervising Post to
submit {o the Depariment an evaluation of the out-going honorary consular officer’s
service, citing specific merits and accomplishments and recommending the continuity
of the operations of the consular office, if necessary.

Section 46
Turnover of Records and Property

At the conclusion or termination of their term of office, the Philippine honorary consular
officers shall coordinate with and turn over to the Supervising Post all records and
properties of the Philippine government, including the latest inventory of such records
and properties.

Page 12 0f 13

Page | 70



Xiil. END OF TERM

Section 47
Notification to Receiving State

The Supervising Post shall notify the government of the receiving state of the
conclusion or termination of the term of the honorary consular officer.

Section 48
Farewell Calls

Unless contrary to local practice, the out-going consular officers shall inform the local
government that exercises jurisdiction over the consular district of their conclusion of
official duty and undertake farewell calls on the Consular Corps.

Section 49
Recogpnition of Dedicated Service

After evaluation and recommendation from the Head of the Supervising Post, the
Secretary of Foreign Affairs may exercise discretionary authority and award a Medal
of Merit and a Certificate of Merit and Appreciation to an out-going honorary consular
officer andfor recommend to the President of the Philippines the conferment on them
of a Presidential Decoration.

XIV. REPEALING CLAUSE
Section 50

This Order shall take effect immediately and amends Chapter XVI on Honorary
Consular Officers of Department Order No. 19A-95, dated 28 April 1995,

Section 51

All other Department Orders, Circulars and Regulations inconsistent with this Order
are hereby repealed.

-

& s ¥~ vl
ALAN PETER S. CAYETANO
Secretary of Foreign Affairs

APR 12 2018

Pasay City,
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ANNEX 1

DEPARTMENT OF FOREIGN AFFAIRS
. KAGAWARAN NG UGNAYANG PANLABAS

145-2018

FOREIGN SERVICE GIRCULAR NO,

SUBJECT: GUIDELINES ON THE INITIAL ESTABLISHMENT OF &
PHILIPPINE CONSULAR POST HEADED BY AN
HONORARY CONSULAR OFFICER

The procedure relevant to the establishment of a consular post headed by an
honerary consular officer Is premised on the provisions of Article 2 (Establishment of
Consular Reiglions), Arlicle 4 (Estabiishment of 8 Consular Post) and Arlicle 10
(Appointment and admission of heads of consular posts) of the Vienna Convention
on Consular Retations (VCCRY) of 1963.

In view of these provisions and in order to make consistent the rules
governing the initial establishment of a consular post and later, the appointment of
an honorary cansular officer, the following procedures are thereby instituted.

1. Recommendations / proposals of Philippine Embassies/Consulates
for the establishment of a consular post to be headed by an hanorary
consular officer must be initially conveyed by the PHL Foreign Service
Post (FSP) to the Home Office through the Human Resource
Management Office (HRMO). The proposal must slate detailed
justifications for the opening of the consular post, including the
proposed consular functions,

2, Resommendation to open a consular post to be headed by an
henorary consular officer shall be vetted by the concerned geegraphic
office, and ather offices such as the Oifice of the Undersecretary for
International Economic Retations (QUIER), Office of the
Undersecratary for Migrant Woerkers Affairs (QUMWA)}, and Office of
Financial Management Services {OFMS).

3. if approved by offices mentioned i item 2, PHL Embassies/Consulates
shall be instructed to Informally raise with the receiving state the
intention to open a consular post to be headed by an honorary
consular officer. if the receiving state has agreed in principle to the
opening of a consular post to be headed by an honorary consular

officer, PHL FSP must inform the Depariment through HRMO.

4, HERMO shall draft the appropriate Note Verbale officially requesiing the
recelving state for its concurrence {o establish a consular Post to be
headed by an honorary consular officer. The Note Verbale must stale
meaningful consular functions for the consular Post such as the
performance of commercial, trade and tourism promotion, and
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A,

assistance-to-nationals' duties, apart from the regular consular
services,

The Note Verbale shall be signed by the Undersecretary for
Administration {(UA).

The Note Verbale shall be sent to the concerned Philippine

Embassy / Consulate that exercises Jurisdiclion over the preposed
consular seat. The foreign embassy in Manila shall be furnished with a
copy of the Note Verbale after the PHL FSP has received the Nofe

Verbale.

For consistency In the Proper usage of ferminclogy as explicitly
expressed In Article | on Definitions, ltem 2 of the 1953 VCCR, the
term “Consular Post headed by an honorary consular officer” shail be
applied. The Depariment notifled PHL FSPs regarding this matter
under CIR-1872-OPAS-2013 dated 25 October 2013, and CIR-2275-
OUA-2013 dated 25 November 2013,

For prospective nominations of Philippine honorary consular officers in
the United States, the US State Department no longer aceredits
honorary consular officers with the titte of “Honorary Consul General'.
Following this rule, the Home Office shall, therefore, appaint an
honorasy consular officer in the US region bearing the title of Consut,
a.h., as head of post, and for its class as ‘Consulate’.

To distinguish the position betwesn the career officers at Philippine
Embassies / Philippine Consulates and honorary consular officers at
Consular Posts, the Initial appointment shall bear the title / position of
‘honorary consul’.

Existing consular posts which are currently headed by PH honorary
consuls general shall retain their positions / tidles. They shalf continue
to serve as such until the conclusion of their terms of appointment
due to retirement, resignation or inability to fully discharge the
functions of their office.

Proposals of FSPs for promotion of Consul, a.h. to Consul General,
a.h. shall be subject to consultation with the receiving state,

Requirements for Initial Establisbment of a Consufar Post
headed by an Honorary Consular Officer

The concemed FSP must convey {o the Home Office thraugh HRMO
its proposal to establish a consuiar post to be headed by an honorary
cohsular officer in a jurisdiction where jt deems appropriate. FSP must
pravide HRMO with guidelines of the receiving state relating to the

maitter.

FSPs are required to ascertain as follows:

2.1. Limits on number of honorary consuls;

Page | 73



2.2. Consular privileges and immunities that can be legally acecorded to
henorary consuls;

2.3. Jurisdiction of Consular Post {there are consular posts whose
Jurisdiction may overlap with those of the Embassy's consufar

section).

The proposal must contain a detalled iustification for the opening of the
Post based on, but not limited o, basic information on the proposed
size {location plan, fayoutffloor Plan of the office), address, ¢lass: and

The proposal must state the Rroposed consular functions of the
honorary consular official {e.9. consular, commercial, trade, tourism,
promotion and assistance-to-nationats dulies).

Submission of other requirements as foliows:

5.1. Questionnaire entitled “Information Requirement pertaining to
the Establishment of Consular Posls Headed by Honorary
Consular Officers (FSC-280-00 dated 28 November 2000

5.2.  Economic profile of city / locality where consular post is
proposed especially the services sector:

8.3. Labor and immigration laws of host government especially those
Pertaining to foreign workers and liberalization of services
sector; and

3.4 Work Plan indicaling performance targets for the
consular postin the areas of trade, invesiments, overs
development assistance, tourist arrivals, employment
Opportunities, forelgn remittances and economic diploma

For the submission of Economic Diplomacy Work Plan, a fo..
of QUIER must be followed.

Appoiniment of Honorary Consufar Cfficers

Honorary Consuls shall be appointed from among qualified
private persons preferably of Philippine citizenship to perform
consular functions on non-career basls.

The following provisions under D.0. 19A-85 dated 28 April 1995 are
hereby retained and adopted:

21, 8ec.974- Qualifications
2.2, Sec.975 - Disqualifications
2.3, Sec.978- Dulies

24. 8ec979- Functions
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25. Sec.1000-1081 - Notarial Functions

26. Sec.1004 - 1006 - Passports and Trave! Documentls
27. Sec.1007 - 1008 - Visas

28 Sec.1009-1012 - Assistance to Nationals

Documentary Requirements for Initial Appointment of Honorary
Consular Officer

For the prospective candidate, the following documentary
requirements as required under FSC-53-99, dated 15 February 1999,

are submitted to the Department for evaluation:

1.1, Accomplished Personal Data Sheet for Philppine
Honorary Consular Officers (PDS-HC) by candidate / applicant
HRMO shall submit to the Office of Intelligence and Security
Unit (ISU) the curriculum vitae / resumé of the prospective
candidate fora background invesfigatior;

1.2, In addition to PDS-HC, items 3,b,c,d under above FSC
must also be submitted such as: (a) Original Police
Clearance; (b} Authenticated copies of ITR for the last
three (3} years); (c) SALN; and (d) Cerlifleation of
Permanent Resldency; )

1.3 Should prospective candidates raise concern over the
disclosure of financial assets due to, but not fimited fo
bank secrecy laws and regulations, the PHL FSP concerned
must submit in writing a certification stating the financial
capability of the candidate, and certifying the capacity to
discharge the functions of the office; and

1.4  Proof of Nationality.
Processing of Appointment Documents

Once the Depariment raceives the formal consent fo open a consular
post to be headed by an honoraiy consular officer from the receiving
state, PHL FSP shall submit the documentary requirements of a
prospective nominee for velting procedure by the concerned DFA
offices.

Once the nomination of the prospective honorary consular officer has
been vetted and approved by the Department, the PHL FSP shall be
required to secure the official approval of the raceiving state to the
nomination of a prospective honorary consular officer. PHL FSP shall
follow the requirements set forth by the receiving state regarding the
subrpission of the documents of the prospective honorary consular
nominee,
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3. Upon approval by the recelving state, the Department shall process
the appointment documents, which shall be later forwarded to the
Secretary of Forelgn Affairs for approval. The Consular Commission
and / or other pertinent documents shall be forwarded by PHL FSP to
the Foreign Minislry of the recelving state for the issuance of
exequalur,

4. PHL FSP is required to submit to the Home Office the ‘exequatur
granted by the receiving state to the Philippine honorary consular
officer.

&, Closure of Consular Post Headed by an Honorary Consular
Officer

1. Should an Honorary Consul's position become vacant, PHL FSP must
officially notify the Foreign Ministry of the receiving state regarding the
status of the consular post,

2, Subject fo the faws of the regelving slate, the Department shall allow

up to 2 years for another person to be nominated. The Department
shall deem the consular post to have closed after the lapse of 2 years.

P F:;él'% R. YASAY, JR.

-AUG 11 2015 Secretary of Foreign Affairs

For compliance.

TO ALL FOREIGN SERVICE ESTABLISHMENTS
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A.

B.

C,

CASH RECEIPTS REGISTER
{CRReg)

INSTRUCTIONS

The CRRog shall bo used by field officys withont complete sct of bovks to rocord tho cash
collections and deposits in the books of thelr mother unit (centralrogional/division office),

The Collecting Officer/Cashier shall maintain this Register fo monitor the cash cc-)llcetions
ang deposits and to sumimarize the breakdown of teceipts/income received as of specific date.

This shall bo accnmpl.isha-d as follows:

Entity Name — nameo of the agency/entity .
Sub-Office/District/Division — name of the FO/OU which maybe a sub-office, district,

ele,
Municipality/City/Province — Municipslity/City/Province where the FO/OU is focated
Name of Collecting Officer/Crahler — duly designated Collecting Officer/Cashier
Fundg Cluster — the fund eluster name/eods in recordanca with UACS
Sheot No. — shestpage number of ths register
Date— date covercd by the rogister
OR/DS-Date — date of the ORs and Deposit Slips (DSs).
9. OR/DS-No. —serial number of the CRs and DSs issned including tho cancelled ones
listed in correct numerical sequence .
10, Payor— nams of the person/agency/entity from whom the amount was received.
I1. Cash Collecting Officérs(10101010):
* Recelpts — amount received/collected bsed on the ORs
» Deporits-Nationsl Tressury or AGDB — pmount dopositcd/remitted based on the DS
» Balzace— the difference between the recoipts and deposits
* Breakdown of Receipts such as;
- Permit Fees — amount secoived for the issuazce of pemzit
- Registration Feer — amount received for registration. of assets, individuals znd
. assocjations.
- Clearance and Certifleation Fees — amount recelved for the issuance of clearances
or certifications
- Fines and Penaltics-Service Income — pmount received for the processing of
doouments for fines and penalties charged to service income,
= Blagk Columns — for otlier types of recsipts not indicated in the ofher columms
¢ Others — shall be accomplished as follows: .
- Account Dexerlption — zccount titls nsed in accordance with the UACS
- UACS Object Code ~ object cods used in accordance with the UACS
~ Amount — amount of otherreczipts

N

RS W

The total of the “Receipts” colunns mmust always cqual to the sum of all the totals of the
“Breakdown of Receipts” columns, The “Others” cojumns shell be used for refinds of
overpayment of expenses and other collections which cannot be convenieatly classified vnder
the previously coumermnted columns

A new shect shall be used at the l;cgim;ing of each month, Pach sheet shall be totaled and the
totzls carried forward to the next sheet, The succeeding shect shall start with the totals
brought forward,

At the end of the month, this Register shall be totaled, balanced and mled on the line
iminediately after the last entry,

ANNEX 2
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ANNEX 3

CERTIFICATION RECEIPT
PHILIPPINE HONORARY CONSULATE

{Post)}

The Philippine Honorary Gonsuiate herewlth certifiss the receipt of the amount of

Amount_ _ (Amount In words)

That is equivalent to 50% of all income collected by the Honorary Consulate from the
Philippine Embassy/Consulate - The amount Is a relmbursement on
adininistrative expenses incurred during the period

Signature over Printed Name of Honorary Consul

date
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DEPARTMENT OF FOREIGN AFFAIRS
KAGAWARAN NG UGNAYANG PANLABAS

4
FOREIGN SERVICE GIRCULAR Not. 45-2016

SUBJECT: GUIDELINES ON THE INITIAL ESTABLISHMENT OF A
PHILIPPINE CONSULAR POST HEADED BY AN
HONORARY CONSULAR OFFICER

The procedure relevant to the establishment of a consular post headed by an
honorary consutar officer is premised on the provisions of Article 2 (Establishment of
Consular Relations), Article 4 (Establishment of a Consular Post) and Article 10
(Appointment and admission of heads of consular posts) of the Vienna Convention
on Consular Relations (VCCRY) of 1963,

In view of these provisions and in order to make consistent the rules
governing the initial establishment of a consular post and later, the appointment of
an honorary consular officer, the following procedures are thereby instituted:

1. Recommendations / proposals of Philippine Embassies / Consulates
for the establishment of a consular post to be headed by an honorary
consular officer must be initiaily conveyed by the PHL Foreign Service
Post (FSP) to the Home Office through the Human Resource
Management Office (HRMO). The proposal must state detailed
justifications for the opening of the consular post, including the
proposed consular functions.,

2. Recommendation to open a consular post to be headed by an
honorary consular officer shall be vetted by the concerned geographic
office, and other offices such as the Office of the Undersecretary for
International Economic Relations (OUIER), Office of the
Undersecretary for Migrant Workers Affairs {OUMWA), and Office of
Financial Management Services (OFMS).

3. If approved by offices mentioned in item 2, Philippine Embassies /
Consulates shall be instructed to informally raise with the receiving
state the intention to open a consular post to be headed by an
honorary consular officer. If the receiving state has agreed in principle
to the opening of a consular post to be headed by an honorary
consular officer, PHL FSP must inform the Department through HRMO.

4, HRMO shall draft the appropriate Note Verbale officially requesting the
receiving state for its concurrence to establish a consular Post to be
headed by an honorary consular officer. The Note Verbale must state
meaningful consular functions for the consular Post such as the
performance of commercial, trade and tourism promotion, and

2330 Roxas Blvd., Pasay City. 1300 Philippines
Tel. No. 834 - 4000 Page | 82
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10.

assistance-to-nationals’ duties, apart from the regular consular
services.

The Note Verbale shall be signed by the Undersecretary for
Administration (UA).

The Note Verbale shall be sent to the concerned Philippine

Embassy / Consulate that exercises jurisdiction over the proposed
consular seat. The foreign embassy shall be furnished with a copy of
the Note Verbale after the PHL FSP has received the Note Verbale.

For consistency in the proper usage of terminology as explicitly
expressed in Article | on Definitions, Item 2 of the 1963 VCCR, the
term “Consular Post headed by an honorary consuiar officer” shall be
applied. The Department notified PHL FSPs regarding this matter
under CIR-1972-OPAS-2013 dated 25 October 2013, and CiIR-2275-
QUA-2013 dated 25 November 2013.

For prospective nominations of Philippine honorary consular officers in
the United States, the US State Department no longer accredits
honorary consular officers with the title of “Honorary Consul General’.
Following this rule, the Home Office shall, therefore, appoint an
honorary consular officer in the US region bearing the title of Consul,
a.h., as head of post, and forits class as ‘Consulate’.

To distinguish the position between career officers at Philippine
Embassies / Consulates and honorary consular officers at consular
posts, the initial appointment shall bear the title / position of ‘honorary
consul’,

Existing consular posts which are currently headed by PHL honorary
consuls general shall retain their positions / titles. They shall continue
to serve as such until the conclusion of their terms of appointment
due to retirement, resignation or inability to fully discharge the
functions of their office.

Proposals of PHL FSPs for promotion of Consul, a.h. to Consul
General, a.h. shall be subject to consultation with the receiving state.

Requirements for Initial Establishment of a Consular Post
headed by an Honorary Consular Officer

The coneerned PHL FSP must convey to the Home Office through
HRMO its proposal to establish a consular post to be headed by an
honorary consular officer in a jurisdiction where it deems appropriate.
PHL FSP must provide HRMO with guidelines of the receiving. state
relating to the matter.

PHL FSPs are required to ascertain as follows:

2.1. Limits on number of honorary consuis;
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2.2. Consular privileges and immunities that can be legally accorded to
honorary consuls:

2.3. Jurisdiction of Consular Post (there are consular posts whose

Jurisdiction may overlap with those of the Embassy’s consular
section).

The proposal must contain a detailed justification for the opening of the
post based on, but not limited to, basic information on the proposed
size (location plan, layout/fioor plan of the office), address, class; and

The proposal must state the proposed consular functions of the
honorary consular official (e.g. consular, commercial, trade, tourism,
promotion and assistance-to-nationals duties).

Submission of other requirements as follows:

5.1.  Questionnaire entitled “Information Requirement pertaining to
the Establishment of Consuiar Posts Headed by Honorary
Consular Officers (FSC-280-00 dated 28 November 20000

5.2.  Economic profile of city / locality where consular post is
proposed especially the services sector;

5.3. Laborand Immigration laws of host government especially those

pertaining to foreign workers and liberalization of services
sector; and

5.4  Work Plan indicating performance targets for the
consular post in the areas of trade, investments, Overseas
development assistance, tourist arrivals, employment
Opportunities, foreign remittances and economic diplomacy.

For the submission of Economic Diplomacy Work Plan, a format
of QUIER must be followed.

Appointment of Honorary Consutar Officers

Honorary Consuls shall be appointed from among gualified

private persons preferably of Philippine citizenship to perform
consular functions on non-career basis.

The following provisions under D.O. 19A-95 dated 28 April 1995 are
hereby retained and adopted:

2.1, Sec.974- Qualifications
22 Sec.975- Disqualifications
2.3. Sec.978- Duties

2.4, Sec.979- Functions
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25.  Sec.1000 - 1001
2.6. Sec.1004 - 1006
2.7.  Sec.1007 - 1008
2.8. Sec.1009 - 1012

Notarial Functions
Passports and Travel Documents
Visas

Assistance to Nationals

I

Documentary Requirements for Initial Appointment of Honorary
Consular Officer

For the prospective candidate, the following documentary
requirements as required under FSC-53-99, dated 15 February 1999,
are submitted to the Department for evaluation:

1.1.  Accomplished Personal Data Sheet for Philippine
Honorary Consular Officers (PDS-HC) by candidate / applicant -
HRMO shall submit to the Office of Inteiligence and Security
Unit (ISU} the curriculum vitae / resume of the prospective
candidate for a background investigation:

1.2.  In addition to PDS-HC, items a,b,c.d under above FSC
must also be submitted such as: (@) Original Police
Clearance; (b) Authenficated copies of ITR for the last

three (3) years); (¢) SALN; and (d) Certification of -
Permanent Residency:

1.3 Should prospective candidates raise concern over the
disclosure of financial assets dye to, but not limited to
bank secrecy laws and regulations, the PHL FSP concerned
must submit in writing a certification stating the financial

capability of the candidate, and certifying the capacity to
discharge the functions of the office: and

1.4 Proof of Nationality.

Processing of Appointment Documents

Once the Depariment receives the formal consent to open a consular
post to be headed by an honorary consular officer from the receiving
state, PHL FSP shall submit the documentary requirements of g

prospective nominee for vetting procedure by the concerned DFA
offices.

Once the nomination of the prospective honorary consular officer has
been vetted and approved by the Department, the PHL FSP shall be

nominee,
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3. Upon approval by the receiving state, the Department shall process
the appointment documents, which shall be later forwarded to the
Secretary of Foreign Affairs for approval. The Consular Commission
and / or other pertinent documents shall be forwarded by PHL FSP to

issuance of

the Foreign Ministry of the receiving state for the
exequatur.

4. PHL FSP is required to submit to the Home Office the exequatur
granted by the receiving state to the Philippine honorary consular

officer.

E.  Closure of Consular Post Headed by an Honorary Consular

Officer

1. Should an Honorary Consul's position become vacant, PHL FSP must
officially notify the Foreign Ministry of the receiving state regarding the

status of the consular post.

2. Subject to the laws of the receiving state, the Department shall aliow
up to 2 years for another person to be nominated. The Department
shall deem the consular post to have closed after the lapse of 2 years.

For compliance.

P ;I;E/l‘l% R. YASAY, JR.

AUG 11 2016 Secretary of Foreign Affairs

TO ALL FOREIGN SERVICE ESTABLISHMENTS
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To All Foreign Service Posts

Fr : OUA

Re : Proper-use when refefring to Philippine consular offices headed by
hHonorary consular officers

Ce OPAS/OUMWA/OUIER/OAA/OEA/IOMEAA/ASPAC

Dt . 25 November 2013

Cn i eR-R875 - ofd- LO1P

Further to CIR-1972-OPAS-2013 for purposes of uniformity, please be guided on the
proper use of the title and office of an honorary consular officer as follows:

To refer to a title/position, the word “honorary” or ad” honorem (a.h.) is used; for
example:

Mr. Luis Andres Canseco, Censul General, ad honorem or
Mr. Luis Andres Canseco, Consul General, a.h. or
Philippine Horiorary Consul General Luis Andres Canseco

Mr. Fernando Javier Blanco. Martin, Consut, ad henorem or
Mr. Fernando Javier Blanco Martin, Consul, a.A. or
Philippine Honorary Consul Fernando Javier Blanco Martin

To refer to a consular post headed by an honorary consular officer, the word
*honorary” is omitted as explicitly expressed in Article | ltem 2 of the Vienna
Convention on Consular Relations of 1963. There Is no distinction between posts
headed by a career consular officer and posts headed by an honorary consular

officer-such that both posts are {0 be referred as follows:

{headed by an honecrary consular efficer)
Philipplne Consulate, Turin, italy or Turin PC
Philippine Consulate General, Edmonton, Alberta, Canada or Edmonton PCG

(headed by a career consular officer)
Philippine Consulate General, Milan, ltaly or Milan PCG
Philippine Corisulate General, Vancouver, Canada or Vancouver PCG

The above guidelines are to be observed - in “all communications, appointment
papers/accreditations, seal, business/calling cards, stationery and other matters
relating to honorary consular officers and consular posts headed by such officers.

RARAEL E. SEGNES
ersecretary for Administration

WA-L6 A5 201
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REPUBLIKA NG PILIPINAS P i
KAGAWARAN NG UGNAYANG PANLABAS 'TP@O '

KALAYAAN

Rorelgn Servive Cireular No. 2230 ('{

Subject: Appointment of Hlonorary Consuls
and Honorary Consuls General

The Department hereby clarifies the procedure for the appointmeit f Honorary
Consuls and Flonorary Consuls General,

Recommendations / propasals for the appointment of nominee§ o the position of
Honorary Consuls and Honorary Consuls Generat can be given due coursd odly when the
position exists and is or will be vacant (die to retirement, resignation of .termination of

incumbent).

Agproval of the host government is required-prior to the establishment of-an Honorary
Consulate or. Honorary Consulate General. Only afler the approval :is granted can
recommendations / proposals of nominees for the position of Honorary Corlsul or Honorary
Consul Generdl be made. ’

The same procedure applies to the promotion of Honorary Consuls o the: position of
Honorary Constll General. The host government must first graut its approval to the elevation
of the consular post concerned from that of an Honorary Cansulate to an Honorary Consulate

General.

For sirict compliance.

. . . "?__ : 3 -
DEEINGO /?si':zoﬁ:%f

Secretary of Foreign Affairs

U E@J’E .
: AU‘Gg'S T 1999
b i 1 R R T

TO ALE FOREIGN SERVICE ESTABLISHMENTS

Y A6 1909
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AEPUBL{ICA NG " RILIPINAS
KAGAWARAN NG UGNAYANG PANLABAS *ﬂm

HiRb kT min

FOREIGN SERYICE CIRCULAR NG, 5399

"SUBJECT:.

Efective immadiately,. ersonal Dy heet for Philippine: Hoyara onsular
Officérs  (PDS-HC) slioll. be required of all applicents for the position, of Philippine
Honorary Vice Consul, Coussl aud. Consul. General and their support, office, or
adpmmsstrative. staff  The accomplished PDS-HC ghall be submitter] 9 the Deparlorent

through tlie supervising Bmbassy of the Ioporaty cansulate/consulate general, Sample of
the PDS-HIC 18 attached for reproduction mrd use,

1t has been observed that thers ig 1 need to require subroission of up-dated duta
frowr serving, ns well as intending, houorhry consular officers i the same manner c{ircm‘
consuldc officers are required-to submit thepi, - To ensure velevance and ‘uniformity of
requirements betiween Filipino: career officers/employees and the honerary consulor

officers/staff who are Foreigners-or Fili piuc p ermanent residents nbroad, the Department’s
PDS has beew slightly madified.

I addition 1o the-'P_DS-I—IC, the following ddcumentdtion are hierehy. equired. for
up-dating the information files oxt all Philippine honorary consilar oBcers:

Y Qrginal police . clearance -and/or original certificate tfom Judicial
authorities attesting to the nbsence of pending criminal, civll, military (if

applicibie), or.administratlve cass; or clesrance from sucl tages if such
havebeen filed.

) Autheaticated copies of aeoie tax retums for the last three (3) years.

a) Swom_Statement of Aseéts -Liabilitie.
Business- Interést and: -Financial Cdnne

Refatives in -the Govermment Service (of the host country). See

attachihent.

4) Origival cérdfication from the mational government -or mualidi_lfni
authorities (hat the applicant is a permanent resident in the country/city
where he intends to Lol office.
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“The above dodumentation are for the purposes or tightening up Elkc sel:;-:cﬁolx and
appoistment procediwes to ensure upgreding and improvamcnf of ths Sfimcc. 'I'hc).r
provide ipdicktions as 16 a person’s capacity to support the operations of thg office au(} o
assume the finnnecially demanding rele of honorary consul of sonsul general. The required

documents thay provide ivdication of veliability, business trustwosthiness, integrity or
honesty, or laclk of it,

It is likewise regarded as itnportant to have. other soéurces of inforisalion,
varticularly official information. exemplified by the income. tax retwms and  the swom
statement of assets aud liabilities, aside Fom uncorrovorated persouval declarations
herctofore submitted by applicants iu their letters of applications. The documeénts are
desipned to discowuge 1aikrepresentoiion; disqualify uom-residents applyving for the
positions, prevent unqualifed or undeserving applicants from being appointed, and vitinte
the Te-sppointment or renewal of contrac

t of nen-performing or cormupt officials:
- . - - s
However, and in contradistinetion, they.may

aldo. be used as evidentiary documents for the
promation of deserving incumbents to the pext higher honéraxy consulir ranlc.

In this regnyd,.you are Itf?reby nstructed to iiform sl honorary consular officers
ungler thut post’s jmisdiction fo

Submit gll the documents ‘enumerated except {d).
Apglicants/yominees to hanorary cansular positions are to submit all dacuments, including
d).

For strict complisnce

“I'S February 1999

TO ALL FOREIGN SERVICE POSTS
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PERSONAL DATA SHEET
FOR HONORARY CONSULAR OFFICERS

Shntlegliy, Mark appropiiata hoses [Jsii: * ;/‘anﬁusesepaalesmmnmsam

\

{2 SURIIAEIE

!

FIRST AR

MIDOLE NAVAE

i1

!

L.t 1

Lt 1

[ P

!

Y I

i i

L

11|

|
S A I
L

|:unu.ssenensa:m.-,eg e

4 DATE OF HIRRTH lavehSdtyyyy)

5 PLAGE G- (RN

. Rex

3 Mae Tl Female

7. CVIL STAIUR

3 Single [ Widawed
[T Maried {7 Separaled
11 Annulled T Others, speeify _

T2 RESIDEHTIAL ADORESS

13 TELEFHOIF L

IPCOnE

a CITIZENSIP

9 VEIGHT o)

10, ¥rRGH (o

1) BLOQRYIE

L. PERMALIEHY ADDRESS

15 TELEFHOHENO.

2P CODE

18 EMAIL ADDRESS i ny)

17.CELLPHOHE HO, (X any)

1B AGEHCY EMPLOYEEND.,

19 SPOUSES SURHAAE
FINST [IAE

LADDLE HALE

20. HAKE OF CHILD (Wr¥e i irame snd tisl alty

DATE OF BIRTH {mvidiyyy

!

Qi URATION

EMPLOVEIBUS SALE

p—

BUSIESS ADDRESS

[P B R

TELEPHOLEND

bl LN SN U RGN R

—

EMHERS SURIALE
THIST HALE
HUOME ISUE

2

122 LOHERSIARIDEIT [IARE
SHAMNSME

FIRSTHALIE

TIDGUE HARE

— ] =T ] o

FAl
LEYEL

HALE OF SCHOOL
ke In bl +

OEGREE COUASE
(Vs bn fulty

YEAn
GRADAATED
{# gratfuated}

HIGHEST GRADES
LEVEL
UMIIS EARITED
{f notorduzted)

INCLUSIVE DATESOF
ATIENDANICE

From fu

SCHOQUARSSEP
ACEDELNC | XHIQ
RECEWED

ELEWENTARY

SECHINARY

NVOCAIOINL !
FPACE COURSE

{OILEGE

‘\

! "
~GRARATE SHUNES
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- INCLUSIVE DATES o
25. HALIE B ADDRESS OF ORGAHIZATION
{While i ul} {mmiddfryyy) "‘{'{'(‘;’UESSOF POSITION FHATURE QOF WURN
From To
! ! { i
~
I I P |
! ! ! !
I { I
1 i) } !
. TITLE OF SEMINARIGONFERENGEWORKSHOBISHORT COURSEs | NORUSIVE ?ﬁzmreumncs MUMBER OF CONDUGTEDY SPOHSORED 8
[Wilte in fus) HOURS {Waita o fin])
Fiom To
I i 1
P | |
T | i
S I |
! { ! !
F |
! ! f !
{ ! f f
I P |
i{ i ! !
f / ! !
I 7 I I
f f 1 H
Y r 4
! ! / !
MEMBERSHIE it
HOK-ACADEMIC DISTINGTIOHS f RECOGNITION: . SORGAHIZATION
2. SPECIAL SKHLS /HOBOIES: 28. (Wiite n ) 0. Assacm';:?mmq "
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¢ AR YOU JGIRLE Y consanguililiy of aiinity o any ol e 1o1owng -

4 Willin the thitd deyree (for Halional Gavernmen! Enplayees): CAYES [IhO
appolnting auhorily, recommending authority, chief of office/iureautdepartinent or person who IFYES, give delalls:
lias immediale supervision over you in the Office, Bureau or Depariment where you will be —— -
appuinted? e e e e e
allify (he fourlh degtee (for Lovat Government Employees): OJYeES (Ono
appuinting aulorily or recommeanding aulliorily where you will he appolnied? I YES, give dslails:
29 & Have yon ever been (ormally charged? EJ YES CIHO
I YES, give delalls;
b. Have you aver been guilty of any adminisiralive olfense? AYES CIND N
I YES, give delails:
3. Hawve you ever heen convicled of any crine or violallon of any law, Uecres, ordinanca or CYES (IHO

regulalion by any courl or bunal?

ITYES, give delails:

3t. Have you ever been separated rom the service In any of fhe following modes: resignalion, CIYES o
relivement, dropped from Ihe rolls, dismissal, lermination, end of term, fnished coniracl, AWOL or
phased e, in e public or privale seclar? IFYES, give delails;
32, Have you ever been a candidale in a nalional or local eleciion (excep! Barangay eleclion)? CIYES (MO

WYES, give details:

Rt i o mm— e 44 Vb s pyn. et o

35 |usnant lo: {2) Indigenous People's Act {RA 8371); (b) Magna Catla fo; Disabled Persons (RA
7217); and (c] Solo Pasenls Welfare Acl of 2000 {RA 8972}, pleass answer e loliowing items:

2 Are you a meniber of any indiyencus group?
b Are you dilferently abled?

€ Are you a sole parent?

IYES EIno

WYES, please specily: S

CIYES IND
IF YES, please specify:

CIYES [CINO

If YES, please specify: ___ + e e

4. REFEREIICES
HAME ADDRESS TEL. 1O,
1D pletuve taken witlin
the fasl §onihs
Isan.X45em
{passport size]
% tdeclare uatler palh [ial #his Persenal Dala Sheel hes been accomplished by me and Is Gue and corect. i Nt:yu;g:.gée:'egé;:a
also authurize e agency head / authorized iepresentalive to verily / valitlate Me conlenls staled herein. | lrust thal s 0] acezpiable
this informalion shall temaln confidential

PHOTO
COMUNITY TAX CERTIFICATE O,
{ ISSUED AT SIGHATURE
I 1 ‘ _
ISSUED Ot (mniiddlyyyy) DATE ACCORPUSHED RIGHT THUMBMARE
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orm i)
LT

asne

ddress

ouse Mame

SWORN STATEMENT OF ASSETS, LIABILITIES AND NETWORTH

DISCLOSURE OF BUSINESS INTERESTS AND FINANGIAL CONNECTIONS
AND IDENTIFICATION OF RELATIVES IN THE GOVERNMENT SERVICE

As of N
(Required by R.A. 6713)

{Sirnntne)

{Firat Hame)

(A1)

(S nume}

{Fical Hama}

M. 1)

Paositionfincome

Cifice

Oflice Address

Pasition

Office

Unmarried Children below 13 years of age

Name Dale of Birlh
A. ASSETS, LIABILITIES AND NETWORTH
ASSETS
a. Real Properlies
Kind Localion Year Mode of | Natureof Assessed Curvent Falr Acnuisition Cost
Acquired | Acquisition | Froperly Value Market Value tand; Improve-
Bidg., eic. menls
Total: P

I>. Personal and other Properties '

Kind Year Acquired Acquisilion Cosl

Total: P
LIABILITIES {{ oans, Morigages, etc.) i
Nature Name of Credllors Amount
Total: P
Total: P

QRTH {Total Assels (1a +1b) Less Tolal Liabilllies (2}

sle: Please use addilional formsfsheels If necessary.
Also, please reproduce this form back o back)
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B. BUSINESS INTERESTS AND FINANGIAL CONNEGTIONS

Do you have any business interests and other financial connections including those of your spouse and
unmarried clilfdren below 18 years of age living with youln your household?

O ves {1 ne i yes, give parlleulars:
Nare Mame of Firn Address Nature of Business Dale of Accuisilion
Company Interest andfor or Conneclion

Financial Conneclions

C. IDENTIFICATION OF RELATIVES [N THE GOVERMNMENT SERVICE

"o tha best of your knowledge, are you related within the fourth degree of consanguinily or of affinity teo
utyone working in the government?

1 ves [J mo {f yes, give particulars:

Name Position Relationship NamefAddress of Ofiice

I hereby certify lo the best of my knowledge and information, that these are true stalemenl of Iy
ssels, lfalliilies, networth, business interests and financial connections, including those of my spouse and
nnarried children below 18 years ofage and name of my relalives in lhe governmentas of ____

as required by and in accordance with Republic Act 6713.

t hereby aulhorize the Ombudsman or bis duly authorized representative to obtain and secure fram
i appropriale government agencies, including the Bureau of Internal Revenue such documents that may’
10w iy assels, liabilities, networth, business inlerests and financial contneoctions, to Include those of my
rause and tnmarried children below 18 years of age living with me in my household covering previous years
vinclude the yvear ! first assmmed office in governmenl,

dale: , 20
(Signature of Spouse) {Sighature of Employee)
TIN : TIN :
Com. Cert. No. Com. Gert. o,
Issued at. " Issued at:
Dale Issue : Date Issus: -~

SUBSCRIBED AND SWORM to hefore me this ___ day of 20___, affiant exhibiling histher

SIDENCIE TAX CERTIFICATE as indicated ahove.

{Person Administering Oalh)
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REPUBLIKA NG PILIPINAS
[KAGAWARAN NG UGNAYAMG PANLABAS

FOREIGN SERVIGE GIRCULAR NO. 220700

SUBJECT = Informalion Requirement Pertaining o the
Establishment of Constiar Posts Headed
by Honaorary Cansular Officers

For lhe information, guidance and compliance of afl Embassies and
Consulales General infending lo-propose the opening of Philippine Gansulales
General, Consuiates' or Consular Agency to be headed by honorary constilar
officials, (here is enclosed a-copy of a questionnaire _enlitled "“[nformation
Requiremen! Perlaining o _the Establishment of Consular Posts Headed by
Henorary Consular Officers.”

Subniission of information required will greatly simplify the research and
investigation into the feasibifily of opening new Philippine Consulatesf
Consulates General lo be headed by honorary consulac officers. It will also
determine the need for such new post, as well as lhe projected capacily of such
post to partially or fully supporl ilself out of Ihe total projected visa, nolarial, and
olher miscellaneous faes that may be earned.

Together wilh. olher existing informalion requirements concerning
financial capacily of the applicant henorary consuifconsul general (le., fo
provide suilable cansular -office freé of cost lo ke Philippine "Government,
provide consutar assistant or clerk paid by the applicant, provide other
malnienance and operaling expenses), this questionnaire will enable the
Depariment lo evaluate recuests and arrive expeditiously at policy decisions.

The cooperation of all concerned Foreign Service post? is enjoined.

%

OWiINGO L. STAZON, JR.
Secretary of ign Affairs

28 NOVLIMBER 2000

To All Diplomatic and Consular Posts
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INFORMATION PERTAINING TO THE ESTABLISHMENT
AND MAINTENANCE OF CONSULAR POSTS HEADED BY
HOMNORARY CONSULAR OFFICERS

Information on the proposed censulate:

a. Cily and State, Pravince, Canton, Department or Region

b. Proposed area of jurlsdiction
G Neares{ existing Philippine foreign service posis
d. Proposed re-adjustment of areas of jurisdiction of exisling posis

shoutld the preposed consulate be approved

Type of post recommended-( Consulale General, Consulate, Gonsular

Agency).

What are fhe reasons for eslablishing consular pest at fhis
parlicuiar location?

a, Approximale number of applications for passporls, visas, and
notarlals {he {ionorary consul would process.

h. Any exisling educational, scientific, soclal, and cullural lies
belween he jurisdiction and the Philippines.

C. Any existing commercial, {ran_sporlation, tourism, and economic
fies between lhe jurisdiclion and the Philippines.

Are lhere eslablished written guidelines and dulies impbsed by hosi
government for the honorary consul? If so, please altach a copy hereto.

Is there an expatrialer community, including permanent residents,
shudents, contract . workers, angd visilors, from the
Philippines in the jurisdiction of lhe exisling or proposed honorary
consulate? lHow large s IL?

Will the hanorary consul perform primarily consular, commercial, trade, or
tourism promotion? Or agsistance-to-nalionals dutlies?
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10.

11.

i2.

15.
16.

17,

Are There any host counisy figms in the consylar jurisdiction which export
o the Philippines, or maintain “branch offices in the Philippines? (i.e.

investments in the Phillppines’

Do firms from the Phiippines maintain branch offices I the consular
jurisctiction? (l.e. investments abroac)

Are there potential Torelgn inveslors in the consutar jurisdiction thal may
be offered investmentl possibililies in the Shilippines?

Are there ‘legal labor employment opporlunities for Filipina migrant
workers in the constiar jurisdiction?

Whal support and guidance is provided by nost country or host local
authorities {o honorary consuls?

Lacation of career office whish will supervise and inspect the fionorary
gonstl.

Ars honorary consuls reculred lo maintain regular office haurs by hosl
government 7 Please fiiclicale days and hours when {he honarary consul

will be avaftable o the public regularly.

Gan hefshe indicale the location plan and exact address hefshe is
offering as the consulate office?

What Is the size in square melers and layout plan of the office?
Are there any stalf or will the applicant hire staff to man the office?
What office equipment s available?

How much annual pudgel doss e applicant propose o use fof
maintaining ane operating ihe office?
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Ragatwaran ng Bgmopang Bandabas Bepartment of Foveignw Hftnivs

MANILA

Forelgn Service Circular No. 340-92

It has come to the attention of the Secretary of Foreign
Affairs that many of our honorary foreign service officers
assumed their respective posts without proper briefing of * their
duties and responsibilities.

In line with the development diplomacy thrusts of the
government, the Department of PForeign Affairs wishes: to
vigorously tap all its official arms for economic development
including the corps of honorary consular officers whose primary
role is the promotion of business, trade, investment, and
developmnent cooperation.

All career service posts, acting as supervlsing offices to
the honorary posts, are hereby instructed to conduct the
necessary briefings £or the honorary officers - on ‘the present
Philippine economic situation, notably in trade, labor,
environment, tourism and investment climate, The 0ffice of
Undersecretary Macaranas is tasked to coprdinat-q e activities

of all concerned offices and will provide the gu ce when so

neaded.
OBEng;? ROMULO

Secretary of Forelign A

To all Foreign Service Establishments

JAN 0 4 1993
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L4

Fagatsran ng Ennapang Panlabus Bepartnrent of Toreign Hifwirs

MANILA

—

l

DEPARFMENT ORDER NO. _ 22-95

—ra

SUBJECT : Iimplementatian of ithe Performance
Bppraisal, Sysiem <for $hiliogping

Hooorary Consular Officers

To provigde the Department with the necessary inputs io
determine the :apaba.l:. v ‘mand efficiency of Philippine_ Honorary
Consular . Officers "as government representatives In their’
respective areas, all Foreign Service Posits, having supervisory
jurisdiction ower Philippine honprary consular districis, are
hereky instructed to condust bi-znpual performance appraisal of
honorary tonsular officers. The following guidelines for the
implementation oF the system are hereby promulgasted:

Seetfon 3., ARl . Supervising Posts of hororary consular
estahlishacnis shall undertake, from 0@ January to 30 June aad
trom 01 Wiy {o 51 feceaber of every calepdar year, a bi~annwpal
perforaance appraisal railing of honorary consular officers iIn
their respective. areas of Jurisdiciion by using the aitached
Parformance Appraisal Repocrt DFA/ZOPAS PAR Form Np. 5:

Spctian 2% An Hanarary Consular affz cer whoe fails 1o show VERY
SATIGFOLTORY. raling in his PAR during the +First siy (41 months
sfhall e didvised lo Japrove his efficiency for ihe nexi six (d)
noniks. YF at the end of the calendar year, he 1711 #ails ig
shor. subsianilial ZImprovemnent zp Areas dpfaneﬁ an the railing
Lhael, the Supervising Fost pay -recomagnd big imnediate
replacement by a more gualdfied persan.

Seciion J. All Supprvising Posis shall also undertake 1o
nafrucf H.zmorary Consular Offfcers to subnift ie the Popariment
qua-rierly and appual accomplishwent reports on a reguler basis
and  to weflect coapliance of the same in ihe Perforpance
Appraizal Report.

Spction 4. Performance appraifal of Honokary Lensalaer Officers
shall ke underiaken by the heads of posis subject to furiher
revier Gy ihe A.';s.rﬂf.c\‘nz Sacretaries yor the geographic avfice
concerned and the OFfice of Personnhel and Adeinistraiive
Services,

Seriion 5. A1 Peparilaent Prders, Circulars and Regulaiicns nol
incopsisient with the provisions of this Order skaldl be
considered spplicable to honorarx conkular officers while wll
Dapariment Urders, Circulars and regulat_‘u ons JInropsisiteni
fierpwith are heredy reppaled, woditied or amended ricordingly.

Seclzon 4. This prider shall taks pFrejt diedediaisly.

POMINGT

SIAZON. JR.
HaY 1 £ 1555 Acting Secretar

T Foreign Affairs
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TAME:

RANK —
PERTOD ENYING . POST;
*  Honth Year-
SURERVISING  POST: _ '
RATER . RAMKY - ; :
DEGREE OF, EFFECTIVENGSS
1.

2.

3.

A,

q.

10,

11.

DFA/OPAS PAR SORM &

PERFURNANCE ‘APRRALGAL”REPORT
HONQRARY CONSULAR OFFICER

Conperated with the Supervising Post,
the DPeparimeni of Fareign Atfairs,.
Hanilp and the Forpign AFFairs olfice
in host country.

Took “indtiative.in taking actions on
direciives trom Gupervising Post and.
worked despiia‘consiraints o¥ posi tidn,

Haintainzd harmonious relaiions with
Filipino natfonals in post and pith1fc
at layge.

Exhibited exemplary - popduct and
grp:le;ted onesedT hoporably for Ane
hiligpine Gaverament,

Topk aclive interesd Ap Philipping
developments nd wtilizad thea Jor
enhaikement of bilateral relations with
hosi countiry,

Pravided .- cunsular., assistance 1o
Philippige nelionals and-interceded Tor
them, ‘with local. officials’ wishever
REecesSary.

fotively pronoind Pleilippine intrrests
through .| consistent  information
campaign, either in.media.or through
information materials,

Regularly gave rageptiops o
coupematratsd otficial celebrations suck
a3 Philippine Independence Day.

Organized exhibiis, fairs, fila showing
an ‘other  prograss 1o . mhorcase
Phiiippine products, arts and culfure.

Prompled Aravel, touricsm, {rade and
investnepts  into  the - Philippinos
through conceivable means,

Regularly zubmitted quarterly/ annual
accenplishpent reports.

110%)

{14z} -

(16%)

{10x)

{197}

(10%)

(101}

B, s $§ v8 o
i O S v B e B o
330313
(PR NV I s T e B |
L3O
I I N
B I O v N gt I |
I JCa /3

Total i::.,i

ADDITIGONAL THFORMATEON/REMARKS

DATEs

Signafure of -RATER:.
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oot g Wgnapang Panlibas Bepartment of Joreign Aftnits

FOREIGN SERVICE GIRCULAR No.__ 12~ 88

SUBJECT: ADMINISTRATION OF OATHS BY PHILIPPINE HONORARY
CONSULAR OFFICERS

Under Section 1000 of Department Order 19A-95 or the Regulations of the Deparlment
»f Foreign Affairs, honorary consular officers of the Philippines are aulhorized to adminjster
yaths to Philippine citizens if they are authorlzed notaries public in their area of juriscliction.

Notwithstanding Section 1000, honorary consular officers, are not aulhorized to
sdminister the Oath of Allegiance that restores the Philippine citizenship of a former Filipino
snder Republic Act 9225 or the Citizenship Retenion and Re-Acquisition Act of 2003,

Only the Consul General, Consul, Vice Consul or duly commissioned Foreign Service
SMficer of the concerned Phillppine Foreign Service Post (FSP) is authotized to administer said
Hath of Allegiance in accordahce with Sectioh 12 of MCL AFF-04-01 of the Buredu of

1migration or the liplementing Rules and Regulations of RA 9225

Sec. 12. Conferment of the Philippine Citizenship (Conditions) - Subject
fo full compliance with these Rules, the Oath of Allegiance shall be the final
act that confers Philippine ciljizenship.

XXX

In case the applicant is abroad, only the Consul General or a_duly
commissioned _foreign _service _officer of the Philippine Foreign Posl
concerned shafl administer the Qalh of Allegiance. The Oath of Allegiance
shall thereafter be registered in accordance with the provisions of the Civif
Registry laws.

For the guidance of all Posts.

By Authority of the Secretary of Foreign Affairs:

RAFAEL E. SEGU

Underserelary of Foreign Affairs
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Fr
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Re
Dt
Cn

Post would like to submit its Re

OCA

ACTION OFFICE

cC

SFA

Moscow PE
OCA — Authentication Division

Report of Authentication and Other Setvices
02 July 2018

ZMO - Zpc -2018

month of June 2018.

CARLOS D. SORRETA

port of Authentication and Other Services for the
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MONTHLY REPORT OF NOTARIAL SERVICES
Post: MOSGOW PE

Month: June Year: 2018
Type of Document Total
Authentication 65
Acknowledgment 22
Certification
NBI Application {Acknowledgment) 3
Report of Birth
Prepared by: Noted by:

ROLA CATHERCmé{XLPAY

Consuiar Assistant Third Secretary and Vice Consul
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Annex

PHILIPPPINE HONORARY CONSULATE

( : ) S.S
ACKNOWLEDGEMENT
BEFORE ME,
in and for duly commissioned and qualified
at on this day of
A.D. personally appeared fometo

for me to be the same person who executed the annexed instrument and, being informed
by me of the contents of the said instrument. Acknowledge before me that he executed

the same of his own will and deed.

The said party, together with the two instrumental with, signed at the foot of the
instrument and on the left hand may the other pages hereof, this instrument together with

acknowledgement being composed of pages.

IN WITNESS WHEREOF [ have hereunto set my hand on presents and affixed

hereon the seal of the this

day of

Signature of Officer

Ofiicial Title of Officer
Receipt No:

Series Of;
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Annex IV

Foreign Service of the Philippines

Philippine Honorary Consulate
( ) S.S.

CERTIFICATE OF AUTHENTICATION

I - Honorary Consul of the Republic of the Philippines in
- duly commissioned and qualified, do hereby certify that

before whom the annexed instrument has been executed was at the time he/she signed
the annexed certificate,

and that full faith and credit ought to be given to his/her official act.
For the contents of the annexed document, this Office assumes no responsibility.

IN WITNESS WHEREOF [ have hereunto set my hand and affixed the seal of the
Honorary Consulate of the Philippines at , this
day of

Name of Consul
(Rubber Stamp)

Receipt No.
Sealed Of:
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Annex "P"

NOTARIAL RECORD
(SAMPLE ONLY®

——— . e s et S ) ] Y L it 8 B o fd Sre? M ot Byt rd et e et
’

: DATE : HATURE : CEFICIAL RECEDFT AMT . :
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‘ ' Certificate of Residency of , . :
s ' Mr, Juen DPala Cru= (For Filipincs. B ;

* only)

.-

. * futhenticatfon of signature |
of local Netary Public.or govern-
ment official- on .Special Power of;
Aetorney axccuted | by
(Tor Foreigners only)

o et wa
-
v wr ax am
av me =y e

% ww aa

s das e
as e

¥
»
n-
’
H
o

a4 s Lem
.
L

Specizl Power of A Ebtorney
executed by JUAN DELA CRUZ in
favor of Ernssto Szatos

Tor Filipines onlys)
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-

fw me
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e aw
*n me as
re ew=
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e
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HONORARY CONSULATE OF THE PHILIPPINES

Annex

TRAVEL DOCUMENT
IN LIEU OF A PHILIPPINE PASSPORT

, the undersigned, Name of Honorary Consular Officer, Designation to the Republic
of the Philippines, hereby request alt whom it may concern to permit safely and freely
to pass and in case of need to give all [awful aid and protection to Miss/Mr./Mrs.
Name; a citizen of the Republic of the Philippines:

DESCRIPTION OF THE BEARER

Height

Hair

Eyes :
Distinguishing Mark :
Date of Birth

Place of Birth

Signature of Bearer

THIS TRAVEL DOCUMENT IS VALID FOR ONE MONTH FROM DATE OF
ISSUANCE AND ONLY FOR DIRECT AND SINGLE JOURNEY FROM NAME OF
COUNTRY TO THE PHILIPPINES.

Issued at the Philippine Honorary Consulate, NAME OF COUNTRY, this
of .

DESIGNATION

SERVICE NO.
Q.R. NO.
NAME OF COUNTRY
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agatvaan ng Wnnapang Panlabas Bepartment of Foreign Affnirs

DEPARTMENT ORDER NO. 10-02

SUBJECT: AMENDMENT OF D.O. NO, 67-60

Section 1. In line with the government policy of providing greater benefit to the
tavelling Filipino, ¢specially the Overscas Filipino Workers (OFWs), the Department’s
schedule of Fees as embodied vader Department Order Mo, 07-00 is bereby revised, to
wit;

Service No. 1 PASSPORT SERVICES

2. Regular Passport
Home Office Forelgn Service
(Pesos) (Uss)

L. Processing of application and issusnce

of rogular passport

(32 pages with 5 years validity) 500.00 50.00
2. Processing of application and issuance

of regular passport

(64 pages with 5 years validity) 600.00 60.00
6. Express Processing fee 250,00
b. Diplomatic and Official Passports
6. Expreds processmg fee 250400

Section 2. Repealing Clauss. Department Order No. 07-00, all‘other Department
Orders, zules, and regulations-or parts therssf whick are inconsistent with any of the
provisions of this Oxder are hereby repealed or amended aceordingly.

Section 3. Effectivity. This Order shall be published once a week for two
conscentive weeks in two newspepers of general circulation in the Philippines and shal]
become effective fifteen days after the last publication
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Iran {30
days; FSC
101-2018)

DEPARTMENT OF FOREIGN AFFAIRS
KAGAWARAN NG UGNAYANG PANLABAS

- -4
FOREIGN SERVICE CIRCULAR NO. 157-2016

SUBJECT: Revised Applicable Philippine Visa Wajver Agreements, Policies and
Regulations for Foreign Nationals

For the information and guidance of alj Philippine Foreign Service.Posis, the

following are lists from AtoJ enumerating the countries inciuded in the aforementioned

subject:

assigned to the diplomatic missions and consular offices in the receiving State,
both for entry and duration of assignmenﬂ&ig%g&;

1. Ammenia (Fsc gs- 8. ~Greece~ DPF 2740107 17.Spain
13} 9. Hungary AS 1464 18. Syria (FSC No. 65-

2. Austria 10. [taly* 10)

3. Brazil* 11. Moroceo 12. Sweden

4. Chile 12. Korea {ROK) 20. Switzerland

§. Croalia 13.Panama 21.Vatican

8. Cuba 14. Poland 22 Venezuela

7. Egypt (Fsc zo-is:; . i 23. Paraguay
dsﬁﬁaﬁg only) : g g{g:,’g;?ep ublic (FSC 158.2017)

*Private staff of Embassy personnel who are holders of official passporls are required to apply for a visa,
B. Countries with which the Philippines has agreements on the aholition of visa

Countries

Duration of Stay Without Visa

1. Argentina*

60 days for nationals of both couniries, during which time they should
obtain the necessary documentation and authorization from the
competent authorities of the recejving State,

2, Indig*™

30 days for nationals of both countries, during which time they should
obfain the necessary accreditation and authorization from the
competent authorifies of the receiving State.

3. israel™

58 days for Israelis and 3 months for Filipinos, during which time they
should obtain the necessary accreditation and authorization from the
competent authorities of the receiving State.

4. Germany

3 months for nationals of both countries, during which time they
should obtain the flecessary accreditation and authorization from the
competent authorities of the receiving Siate,

Germans  should secure accredifation and diplomatic/official
identification cards from the Office of Protocol and a multiple-entry

validity of passport: 5 years for diplomatic passport and 3 vears for
official passport), shall be applied for at the Visa Division of the DFA.

2330 Roxas Bivd., Pasay City. 1300 Philippines
Tel. No. 834 - 4000
www.dfa.gov.ph
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5. Mexico* 30 days for nationals of both couniries, during which time they should
obfain the necessary accreditation and authorization from the
competent authorities of the receiving State,

6. Kuwait 60 days for nationals of both countries, during which time they should
obtain the necessary documentation and authorization from the
competent authorities of the receiving State.

7. Bangladesh | 30 days for nationals of both countries, during which time they should
(FSC 03-15) obtain the necessary documentation and authorization from the
competent autharities of the receiving State.

8. Peru* 30 days for both countries, during which time they should obtain the
necessary accreditation and authorization from the competent
authorities of the recejving State.

9. Romania* 90 days for nationals of both countries, during which time they should
obtain the necessary accreditation and authorization from the
competent authoiities of the receiving State.

10. Russia™ 90 days for hationals of both countiies. Within 14 days upon arrival,
they shall be subject to accreditation from the competent authorities
of the receiving State.

11. Vietnam* 30 days for diplomatic passport holders only of both countiies, during
which time they should obtain the necessary accreditation and
autharization from the competent authorities of the receiving State.

*Nationals of these countiies should Secure accreditation and diplomatic/official identification cards from the

Office of Protocol and multiple entry 9{e) visas, valid for 1 year, should be applied for at Visa Division of the
DFA,

*"Nationals of these countries shouid Secure accreditation and diplomalic/offigial ldentification cards from the

Office of Protoco! and multiple entry 9(e) visas, valid for the duration of thelr assignment should be applied
for at Visa Division of the DFA,

G. Countries with which the Philippines has agreements on the aholition of entry
visa for holders of diplomatic and official/service passports, who are coming for

temporary visits (tourism, pleasure, attend seminars, conferences, meetings,
and negotiations):

F Duration of Stay Without Visa
Countries (stay may be extended upon proper representations with
Armenia competent authorities of the receiving State)
90 days; | 1. Argentina 60 days for nationals of both countries
:g%) 2. Austia 59 days for Austrians and 2 months for Eilipinos
i 3. Bangladesh (FSC 03-15) | 30 days for nationals of both countries
4. Brazil 6 months for nationals of both countries
5. Cambodia 30 days for nationals of both countries
6. Chile 3 months for nationals of both countries
7. China 30 days for nationals of bath courntries
8. Croatia 90 days for nationals of both countries
8. Cuba 80 days for nationals of both countries
10. Czech Republic 30 days for nationals of both countries
11. Denmark 99 days for Danish nationals and 3 months for Fifipinos
{ 12. Egypt (FSC 20-15) 30 days for nationals of both countries {diplomatic passport
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Paraguay
(90 days;
FSC

188-2017)

Sri Lanka
(30 days;
FSC

155-2017)

holders only)

13. Estonia* 90 days for Filipinos within a period of 6 months

14. Finland 59 days for Finnish nationals and 3 months for Filipinos
15. Germany 3 months for nationals of both countries

16. Hungary 80 days for nationals of both countries

17.India 30 days for nationals of both countries

18.Iran (Fsc 11-12)

30 days for nationals of both countries

|_19.Israe)

| 58 days for Israelis and 3 months for Filipinos

20. ltaly

59 days for nationals of both countries

21.Kazakhstan

30 days for nationals of both countries

22.Korea (ROK}

Any desired period for nationals of both countries

23. Kuwait B0 days for nationals of both countries o
24.Laos 30 days for nationals of both gountries

25, Mexico 90 days for nationals of boih Countries

28, Mongolia 21 days for nationals of both countries

27. Moroceco 90 days for nationals of both countries

28.Myanmar 30 days for nattonals of both counfries

28. Norway 59 days for Norwegians and 3 months for Filipinos

30. Pakistan 3 months for diplomatic passport holders of both countries
31.Panama 90 days for nationals of both countries

32.Pery 90 days for nationals of both countries

33.Poland 90 days for nafionals of bath countries

34. Romania 90 days for nationals of both countries

35.Russia 90 days for nationals of both countries

36. Slovak Republic 59 days for nationals of both countries

37. Slovenia 90 days for nationals of both countries

38.Spain 99 days for Spanish nationals and 3 months for Filipinos
38, Sweden 99 days for Swedish and 3 months for Filipinos

| 40. Switzerland

21 days for Swiss and 3 months for Filipinos

| 41. Syria (FSC 65-10)

B0 days for nationals of both counfries

42. Thailand 21 days for Thais and 30 days for Filipinos

43. Tunisia 2 months for nationals of both countries

44. Turkey 30 days for nationals of both countries

45. Venezuela 3 months for nationals of both countries

46, Vietnam 30 days for diplomatic passport holders of both countries T

*No agreement. The Estonian govemment, effective 1 Ogtober 2009 decided to grant visa-free entry to
holders of Philippine diplomatic and officia] Passports fo further strengthen bilateral relations, Under EO 408,
Estonia enjoys 30-day visa-free entiy info the Philippines,
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Countries Duration of Stay
] Brazil 39 days for Brazilians (extendable fo 90 days upon proper
application with BI) and 90 days for Filipinos
2. Israel 98 days for [sraelis and 3 months for Filipinos
3. LaocPDR 30 days for both nationals L
4, Mongolia 21 days for nationals of both countries
5. Myanmar* 14 days for both nationals

*Based on ASPAC's Memorandum dated 26 December 2013 informing the Department on lhe date of
effectivily of the Agresment between the Government of the Republic of the Fhillppines and the
Govemnment of the Republic of the Union of Myanmar on Visa Exemption for Holders of Ordlnary Passports,

E. Countries with which the Philippines has agreements on the

Reciprocal
abolition of visa fees for temporary visits;

1. Bolivia 5. New Zealand
2. Indonesia 6. Singapore
3. Japan 7. Thalland

4. Korea (ROK) 8. Tunisia

Spain was excluded based on the Exchange of Noles befwesn Philippinas and Spain dated June 1983,

F. Countries that

grant permanent residence and immigration privileges to

Filipinos:
1. Algeria* 22. El Salvador 43. Malaysia* 64. Singapore
2. Argentina 23, Finland 44, Malta™ 65. Slovak Republic
3. Australia 24, Fiji 45, Marshall islands 66. Slovenia
4. Austria 25, France 48, Mexico 67. South Africa
5. Belgium 26. Gabon 47. Micronesia 68. Spain
6. Belize 27. Gemmany 48. Monaco 69. Suriname
7. Bolivia 28. Greece 49, Montenegro 70. Sweden
8. Botswana 29. Guatemala 50. The Netherlands 71, Switzerjand
9, Bosna&Hezegovia | 30, Honduras 91. New Zealand 72, Thailand
10. Brazil 31. Hong Kong SAR | 52. Nicaragua 73, Trinidad and Tobago
11. Cahada 32. Indonesia* 53. Nigeria* 74, Tunisia
12. Cape Verde 33. Irag 54. Northem Marianalsland | 75, Turkey
13. Chile 34. Ireland 95. Norway 76, United Kingdom
14. Colomnbia 35. Iceland 56. Oman* 77, Uruguay
15. Costa Rica 36. Israst 57. Papua New Guinea | 78, USA
16. Croatia 37. ltaly 58, Paraguay 79. Venezuela
17. Cuba 38. Japan 59. Peru 80.  Esionia (FSC 48-10)
18. Czech Reputlic | 39, Lesotho 60. Russia 81, Lahvia (FSC 40-10)
18. Denmark 40. Libya* 61. Saudi Arabia* 82. Lithuania (FSC 40-10)
20. Ecuador 41. Luxembourg 62. Senagal 83. Korea (FSC 78.2015)
21. Egypt¥f** 42. Macau SAR 63. Serbia

“Limited fo Filipinas manried of these nationals

** Provided that the marriag

years

“**Three-year resident permits to Egyp
Egyptian spouses of male Filipino natj

tian spouses of female Flipino nationals;
onals (FSC 116-14)

& took place before 24 Aprit 2001 or the couple has been manied for at least five

five-year resident permits fo
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G. ASEAN

No-Visa Policies of ASEAN Member-Countries for their Citizens who are Holders of
Diplomatic, Official/Service and Ordinary Passports for ShortT. emporary Visits

ASEAN Member Country Authorized Period of Stay
Brunei 14 days for Filipinos
21 days for Brunei nationals
Cambodia 21 days for natlonals of both countries
Indonesia 30 days for Filipinos
21 days for Indonesians
Laos 30 days for nationals of both countries
Myanmar Filipinos holding ordinary passpoits need visa
21 days for Myanmar nationals
Malaysia 30 days for Filipinos
21 days for Malaysians
Singapore 30 days for Fifipinos
21 days for Singaporeans
Thailand 30 days for Filipinos
21 days for Thais
Vietnam 21 days for nationals of both countries

The 30 days applies for Filipinos coming directly from the Philippines. If on or befors the expiry of the 30-day
period, these Filipinas exit Thailand and later re-enter the country from either Myanmar, Lso PDR or
Cambodia. The allowed pertod of stay is shortened to 15 days.

H. NO-VISA ENTRY FOR 30-DAY STAY UNDER E.O. 408:

Countries whose nationals may enter the Philippines without a visa for a stay not
exceeding 30 days (FSC 80-13) under E.Q. 408 dated 09 November 1960, provided
these foreign nationals are holders of a passport valid af least six (6) months, beyond
their contemplated period of stay in Manila and a return ticket to their country or origin or
a ticket and/or visa to their next country of destination:

1. Andona 42, ElSalvador 84, Malaysia 126. Slovak Republic

2, Angola 43. Equalorial Guinea | 85. Malawi 127. Slovenia

3. Antigua & Barbuda 44. Erfirea 86. Makiives 128.Solomon istands

4. Argentina 45. Esfonia 87, Mah 129. South Africa

5. Auslralia 46. Ethiopia 88. Maita 130.Spain

6. Ausiia 47. Fjf 89. Marshall island 1318t Kitts & Nevis

1. Bahamas 48. Finland 80. Mauritania 132.8t  Vincent & the
8. Bahrain 49, France . Mauwilius Grenadines

9. Barbados 80. Gabon 2. Mexico 133. Suriname

10. Belgium 51. Gambla 93, Micronesia 134. Swaziland

11. Belize (FSC95-14) 52. Gemnany 84. Monaco 135. Sweden

12. Benin 53. Ghana 95. Mongalia 136, Switzerland

13. Bhutan 54. Greece 9. Morocco 137. Talikistan (FSC 95-14)
14. Bolivia 55, Grenada 97. Mozambique 138. Tanzania

15. Bolswana 56. Guatemala 98. Myanmar 130, Thailand

16. Brazil (59 days stay) 57. Guinea 99, Namibia 140, Togo

17. Brunei 98, Guinea-Bissau 100.Nepal 141. Trinidad & Tobago
18, Bulgaria 59, Guyana 101. Netherlands 142. Tunisia

19. Burkina Faso 60. Hail 102, New Zealand 143, Torkey
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20. Burundi 61. Honduras 103. Nicaragua 144, Turkmenistan {FSC 95-14)
21, Cambodia 62. Hungary 104. Niger 145. Tuvalu
22. Gameroon 63, fceland 105. Norway 148, Uganda
23. Canada 64. indonesia 106, Oman 147, United Arab Emirates
24. Cape Verde 65. Ireland 107.Palay 148.United Kingdom of Great
25. Cenlral African Republic | &6, israe] (59 days stay) { 108.Panama Britain & Norlhern lreland
26. Chad 67. ltaly 109, Papua New Guinea | 149, United States of America
27. Chile 68, Jamaica 110. Paraguay 150, Uruguay
28. Colombia 69, Japan 111.Peru 151. Uzbeldstan (FSC 95.14)
29, Comaros 70. Kazakhslan 112.Poland 152, Vanuatu
30. Gongo {FSC95-14) 113. Porlugal 153, Vatican
31 Gongo,DemocraticRepublic | 71. Kenya 114. Qatar 154. Venezusla
32. Costa Rica 72. Kirbati 115. Romania 165. Vietnam
33, Coted' lvoire 73, Korea (ROK) 116. Russia 156. Zambia
34. Croalta (FSC 95-14) 74, Kuwalt 117. Rwanda 157 Zimbabwe
35. Cyprus 75, Kyrgyzslan 118. Saint Lucia
36. Czech Republic [FSC95-14) 119.8amoa
37. Demmark 76. Laos* 120.San Marino
38, Djbouti 77. Lalvia 121.520 Tome and
39, Dominica 78, Lesotho Principe
40. Dominican Republic 79. Uberia 122, Saudi Arabla
41, Ecuador 80. Liechtenstein 123.Senegal
81. Lithuania 124. Seychelles
82, Luxembourg 125, Singapore
| 83. Madagascar

*Maximum stay of 30 days as pra
“Somalia excluded (FSC 95-14)

L. The following foreign nationals
visa for a stay not exceeding se

1. Holders of Hong Kong

vided in Category C and G

{14) days FSC 112-11]

BN

Holders of Brifish National Overs
Holders of Macau-
Holders of Macau S

days FSC 122-11]

&

Chinese nationals from the mainla
a valid Australian, Canadian, Japa

J. The Balikbayan Privilege

Nationals of countries who fall
children holding foreign passpo
Filipino citizen) are entitled fo a
one {1) year from the date of {

heir armival in Manila und

eas {BNQ) passports
Portuguese passports

pecial Administrative Region (SAR) passports ffourteen (14)

are allowed to enter the Philippines without a
ven {7} days:;

Special Administrative Region (SAR) passports [fourteen

nd coming for tourism purposes and with either
nese, Schengen or US visa

under EO 408 and are family members {spouse and
its) of a Balikbayan (retuming Filipino citizen or former
visa-free entry fo the Philippines for a maximum stay of
er the BALIKBAYAN Program,

They shall be admitted as Balikbayans on condition that they (i} travel with a Balikbayan

and (i} observe and comply wit

h immigration rules and regulati

ons,
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Family members of Balikbayans who are nationals of countries as well as former Filipino
citizens who acquired Citizenship and Passports of Countries not included in Section H,

are NOT entitled to the Balikbayan privilege. THEY MUST SECURE ENTRY VISAS
PRIOR TO THEIR TRAVEL TO THE PHILIPPINES.

Nationals who are subjects of deportationiblackiist orders of the Department and Bureau
of Immigration shall not be admitted to the Philippines.

Further inquiries may be addressed to the Visa Division (emall: visadiv@gmail.com).

Department of Forelgn Affairs, 2330 Roxas Boulevard, Pasay City, Philippines.

All Posts are insfructed to inform the Department accordingly of any
changes/updates on visa agreements with countries under their jurisdiction.

This circular supersedes FSC No. 21-10 dated 22 February 2010,

All Foreign Service Circulars, Orders, regulations inconsistent with this circular are
hersby revoked or amended.

Please be guided accordingty.

PERFECTOR, YASAY JR.

Secretary of Foreign Affairs

pasayGiy SEP 02 2018
TO ALL PHILIPPINE FOREIGN SERVICE POSTS
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wamn ng Mgnapang Paniabas Bepactment of Moreign Al

Foreign Service Clroular Np. 2210

SUBJECT: ClassHlcation of Aljens for Issuance of Temporsry Visltor’s Visa

Effactive immediatsly. fssuance of a temporary visilor's visa under Section 2{3} of the
Fhilipping lmmigration Acl of 1940, as amended, shall be governed by the following
proceduras and requirements:

Category A: Nationals of Afghanistan and Stateless Parsons’
1. They need a visa.
2. Pror auth ion from the Depariment is uired before Iasuance of the
visa,
3. Alghan nationals may apply for & visa anly from the Phiflppine Embassy In
}slamabad.

4. Slatalass persans may apply for a vise only from a Philippine Forelgn
Service Post in thelr country of legal residance, except for those who may
apply at any Forelgn Service Post hecauss they possass all of the
following:

a. Permanent residency in @ country with which the Philippines has
diplomatic relatfons;

b A travel document which antitles re-entry o the country of residence
willt such re-entry parmit valld for at feast six {8) months beyond the
contemplatad period af stay in the Phillppines;

¢. Their country of origin has diplomalic refations with the Philippinas: and

d. Gairdul employment and guarantea by employer that they would not
become public charges, or financial Independencae which would
preclude them from becoming public charges.

S. Visas Issued to stalaless parsons should nof be placed in the passport
or travel documant but on FA Form No. 2 pursuant to-Seetion 182 of the
Fhillppine immigration Agt of 1940 as amended or Saction 17 of tha 2002
Codlifiad Visa Rules and Ragulations.

8. After issuance or denial of the visa, Post shall immedisiely fax the
information to the Deparment which, in twm, informs concemed
govemmant authorilles.

Catcgory B-1: Nationals of the following countrles:
Algeria Fraqg Libya Sudan Somalia (FSC No 95-2014)
Egypt Jerdan Prkistan Syrla
REFT Lebancn Palesfine  Yeman

j. Thay need a visa.

2. They may apply for a visa only from & Phllippine Forelgn Sarvice Post In
their couniry of origin or place of [egal residence.

3. Upon acceptance, the application with the applicant's ploture shall be faxed
to the Department for security clesarance, to the attention of the Visa
Division, and copy furnished the OIS,

4. The visa may be issued only after 5 working days from the day of fillng of
the application, provided that no negative Informstion is recalved from the

s sitiiss it have ro dgtomalis ralalione with ihe Phiéppines (i.e. Kosovar Pasaport Holdocz)], paople withoul x
aﬁ?éfﬂ.'g :: ;ite 3016 tanekby Hokdars o Uitvsl documaé (1 o. tetugess) axtept TO-Nolders taNing uadee Calagary G2
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Department within those 5 woiking days. However, Post may issue a visg
aftar onlyzs days i clearance from NICA and authority from DFA are
recelvad,

Category B.2: Nazationals of the foliowing:

East Timor:
Damocratic People’s Republic of Koraa (DPRK)
Nigeria

Srt Lanka

India*

1. They need a visa

2. They may apply for a visa only from a Philippine Foreign Service Post ir,
thelr country of orlgln or place of iagal residenca.

3, DPRK nationals may apply for a visg only fiom the Fhilippine Embassy in
Bslilng, which has jurisdiction over them.

EH . FSC 33-2013

indlan natlonais may also apply for a visa in any country that requlres entry visas to
Indizn nationais®

Category C.1; Nationals of the following:
FSC NO 95-201
Azecbalan Ewﬁwgnfi. 52 4#%!;:;;-.5’53 NO 952014
Bangladexn Faftkiatan-rsc NG 952014 IRAN (FSC NO 24-2011)

ormichotan oSIIEEmENINRY FSC ND 952014

1. They nsed a visa, .

2. They may apply at any Phllipplne Forsign Sesvice Post,

3. The application wilh the applicant’s plefure shall be [mmedialely faxed to
{he. Department for security clearance {afir: Visa Division; cor OIS}

4. The visa may be isgued gnl 8 working days from the day of filing of
the application, provided that no negative Information s recalved from the
Depardmerit within thoss 5 days. Howsver, Post may Issue a visa after
only 3 days If clearance from NICA and authorlty from DFA are

received,?
Category C-2: Nationals of the following countrias;
Albunia FSCNO 952014, ey Moldova Ukraine
Artmania Cubx Montenegro GHINA (CIR-408-0CA-201 0}
Belarus FTROM Seirbia
“Bratry-FSC NC 95-2014 Geaorgia Sisrra Leone
Bosnia-Herzegovina Nauru Tanga

Holders of Taipsei passports
Holdess or Hong Kong Di and GI

Holders of Malaysian Cartiflcate of Identity

Halders of Brunel Intarnational Cartificate of Identity

1. They need a visa

- ~2007.3, Jdaied 5 _luky 2007
lM?ﬂ?Gzrggr ;\?9. 015-!34. dﬂ?d & Frbroary 2004 aad CIR-1007-0OCA-2004, dzled 27 July 2004.

CIR-B1.DCA-200T-5, dated 5 July 2007
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2. They may apply for 8 visa al any Philippine Forelgd Servies Post.

Category D;

Holdsts of Macau-Portuguase and Hong Kong British
passports,

Holders of Hong Kong Special Administrative Rugion (SAR)
passports,

Holders of Macau Spectal Administrative Region {SAR)
passpoHs,

Chinese nationals from the malnlang coming for tourlsm
purposes and with a valid Austrailan, Japansse, Canadlan

ot Schengen. or US visa HONG KONG SAR {FsC No 11211)

1. They do not need a visa for sfay nof excesding saven ?% y&@%‘r’oﬁé@cﬁc NO 12241)
that thay possess a raium or onward aiiing fickel

2 For a siy longer fhan saven (ﬁ days, tfiey may apply for a visa al any
Forelgn Service Post.

1819 not included In any of the above categories may enter tha Philippinas visa.
free for & slay not excesding twenly-ong E24rdays provided they possass & refurs or
onward fickel. For a stay longerthan twenly-one {B4dve; they may 2pply for 4 visa

at any Foreign Post

30 DAYS (FSC N0 9043)

This circutar supsiadas FSC No. 448-01 datad 14 Daesmber 2001

All Forgign Sawvice Ciroulars, Onders, regulations inconsistant with this circular are
heraby revaked or amendad,

O 184, .

ALBERTO G, ROMULO
Secratary of Forsign Affalrs

. oy, FEB 7 2 2010
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e DE]?ARTMENT OF FOREIGN AFFAIRS
% LA 5 KAGAWARAN NG UGNAYANG PANLABAS
FOREIGN SERVICE CIRCULAR No. {} 15-2018

SUBJECT: GUIDELINES F OR VISA ENDORSEMENTS

A. Government entities requesting visa assistance for foreign nationals

1. The invitee must file the visa application at the appropriate Philippine Foreign
Service Post at least fiftean (15} wo rking days prior the scheduled flight jf prior
authorization from the Home Office is required. I prior authority from the
Home Office is not required, the visa application must be filed at least seven
(7) working days prior to the scheduled flight.

fifteen (15) working days prior to the invitee's scheduled flight unless there is
a meritorious reason (e.g. medical, death, assistance-to-nationais case, or
other similar emergencies) for travel to the Philippines.

The following are the requirements to be submitted at the Philippine Foreign
Service Post:

a. Original Passport, valid for at least six (8) months beyond the
contemplated stay in the Philippines
b. Copy of the Passport Data Page and amendment pages, if
applicable
¢. Copy of Philippine visa previously issued, if any
d. Flight details
e. Invitation letter addressed to the invitee by the inviting or
sponsoring government entity indicating the following:
i. Purpose ofthe travel
H.  Address in the Philippines where the invitee will be
staying
li.  Guarantee for the invitee's entry, stay and exit
iv. Name and contact details of the inviting or sponsoring
government entity (in case of a government office, a foca)
person should be identified)
f. Additional documents that the Consular Officer may require the
applicant to submit, should the Consular Officer deem necessary

4. The invitee's personal appearance for pburposes of inferview by the Consular
Jfficer shall be required, unless the inviting or Sponsoring government entity.

2330 Roxas Bivd,, Pasay City. 1300 Philippines
Tel. No. 834 - 4000
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provides a letter of guarantee with a request to waive the personaj
appearance of the applicant, subject to prior approval from the Home Office.

The inviting or sponsoring government entity shall send a letter addressed to
the Assistant Secretary of the Office of Consular Affairs (attention to the Visa

where the visa application was filed, at least fifteen {16} working days prior
the scheduled flight of the invitee, indicating the Tfollowing details:

a. List of names of its invitees with passport details:
. name appearing on the passport
ii. nationality
iii. date of birth
iv.  place of birth
V.  passport number
Purpose of fravel
C. Type of assistance being requested (e.g. expedited processing,
waiver of personal appearance, waiver of fees)
d. Whether the invitee is being funded by the inviting or sponsoring
government entity
e. Guarantee for the applicant's entry, sfay and exit
i. Expected datefs of travel and length of stay in the Philippines
g. Name and contact details of the inviting or sponsoring government
entity (in case of a government office, a focal person should be
identified)
* Aliached as Annex A is a template of the Jetter of request

14

- Requests for waiver of visa fees shail be considered on a case-by-case basis
(e.g. reciprocity clearly showing of benefits {0 the Philippines, or simitar
Justifications) subject to the approval of UCSCC and OFMS.

- OCA — Visa Division and Posts shall endeavour to accommodate requests for

expedited processing, subject to compliance with existing rules and
regulations.

. Private entities endorsing visa application for foreign nationals

- The invitee must file the visa application at the appropriate Philippine Foreign
Service Post at least fifieen (15) working days prior the scheduled Hight if prior
authorization from the Home Office is required. If prior authority from the
Home Office is not required, the visa appiication must be filed at least seven
(7) working days prior to the scheduled flight.

- In cases where prior authorization from the Home Office is required, the
Consular Officer may decide not to accept visa application filed less than one

teen (15) working days prior to the invitee's scheduled flight untess there is
a meritorious reason (e.g. medical, death, assistance-to-nationals case, or

ofher simitar emergencies) for travel to the Philippines.
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3. The foliowing are the requirements to be submitted at the Philippine Foreign
Service Post:

a.

b.

d.

pap

Original Passport, valid for at least six (68) months beyond the
contemplated stay in the Phillppines
Copy of the Passport Datg Page and amendment pages, if
applicable
Copy of Philippine visa previously issued, if any
Flight details
Proof of sufficient fund to travel expenses, accommaodation and
subsistence (e.g. bank statement, certificate of employment,
cetrtificate of deposits and Investments)
Invitation letter addressed to the invitee by the inviting or
sponsoring private entity indicating the following:
i.  Purpose of travel
i.  Address in the Philippines where the nvitee will be
staying
ii.  Guarantee for the inviteg’s entry, stay and exit
fii. Name and contact details of the inviting or sponsoring
private entity (in case of an office or enferprise, a foca|
person should be identified)
Additional documents that the Consular Officer may require the
applicant fo submit, should the Consular Officer deem necessary,

The invitee's personal appearance for purposes of interview by the Consular
Officer shail be required.

5. The inviting or sponsoring private entity shalt send a letter directly io the
Consul Gen i

g,

oo

@™o

eral of the Foreign Service Post where the visa application was

List of names of its Invitees with passport details:
i. name appearing on the passport

it.  nationality

. date of birth

iv.  place of birth

V.  passport number
Purpose of travel-
Type of assistance being requested
Whether the invitee is being funded by the inviting or sponsoring
private entijty
Guaraniee for the applicant’s entry, stay and exit
Expected date/s of trave| and length of stay in the Phiiippines

* Attachedas AnnexBisa template of the letter of request
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C.

1.

Foreign government entities requesting visa assistance for foreign
nationals

The invitee must file the visa application at the appropriate Philippine Foreign
Service Post at least fifteen (15) working days prior the scheduled flight if prior
authorization from the Home Office is required. If prior authority from the
Home Office is not required, the visa application must be filed at least seven
(7) working days prior to the scheduled flight.

In cases where prior authorization from the Home Office is required, the
Consular Officer may decide not to accept visa application filed less than
fifteen (15) working days prior to the invitee’s scheduled flight unless there is
a meritorious reason (e.g. medical, death, assistance-to-nationals case, or
other similar emergencies) for tfravel {o the Philippines.

- The following are the requirements to be submitted at the Philippine Foreign

Service Post:

a. Original Passport, valid for at least six (6) months beyond the
contemplated stay in the Philippines
b. Copy of the Passport Data Page and amendment pages, if
applicable
c. Copy of Philippine visa previously issued, if any
d. Flight details
e. Invitation letter addressed io the invitee by the inviting or
sponsoring foreign government entity indicating the following:
.. Purpose of trave]
fi. Address in the Philippines where the invitee will be
staying
il.  Guarantee for the invitee's entry, stay and exit
lv.  Name and contact details of the inviting or sponsoring
foreign government enfity (in case of a foreign
government ofiice, a focal person should be identified)
f. Additional documents that the Consular Officer may require the
applicant to submit, should the Consular Officer deem necessary

The invitee's personal appearance for purposes of interview by the Consular
Officer shall be required, unless the inviting or sponsoring foreign government
entity provides a letter of guarantee with a request to waive the personal
appearance of the applicant, subject to prior approval from the Home Office.

The inviting or sponsoring Foreign Government entity shall send a letter
addressed to the Assistant Secretary of the Office of Consular Affairs
{(attention to the Visa Division and copy furnished the Consul General of the
Foreign Service Post where the visa application was filed, at least fiffeen (15)
working days prior the scheduled flight of the invitee, indicating the following
details:

a. List of names of its inviteas with passport details;
I.  name appearing on the passport
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ii. nationality
iif. date of birth
iv.  place of birth
V.  passport number
b. Purpose of trave!
¢. Type of assistance being requested
d. Whether the invitee is being funded by the inviting or sponsoring
foreign government entity
Guarantee for the applicant's entry, stay and exit
Expected date/s of frave! and length of stay in the Philippines
Name and contact details of the inviting or sponsoting foreign
government entity {in case of a foreign government office, a focal
person should be identified)
= Attached as AnnexCisa template of the letter of request

@

- OCA — Visa Division and Posts shall endeavour to accommodate requests for

expedited pracessing, subject to compliance with existing rules and
regulations.

Accredited International Organization {I0) entities endorsing visa
application for foreign nationals

. The invitee must file the visa application at the appropriate Philippine Foreign

Service Post at least fifteen (1 5) working days prior the scheduled flight if prior
authorization from the Home Office is required. If prior authority from the
Home Office is not required, the visa application must be filed at least seven
(7} working days prior to the scheduled flight.

In cases where prior authorization from the Home Office is required, the
Consular Officer may decide not to accept visa application filed less than
fifteen (15) working days prior to the invitee’s scheduled flight unless there is
a meritorious reason (e.g. medical, death, assistance-to-nationals case, or
other similar emergencies) for trave| to the Philippines.

The following are the requirements to be submitied at the Philippine Foreign
Service Post:
a. Original Passport, valid for at least six (6) monihs beyond the
contemplated stay in the Philippines
b. Copy of the Passport Data Page and amendment pages, if
applicable
¢. Copy of Philippine visa previously issued, if any
d. Flight details
€. Proof of sufficient fund to travel expenses, accommodation and
subsistence (e.g. bank statement, certificate of employment,
certificate of deposits and investments)
f. Invitation letter addressed to the invitee by the inviting or
sponsoring accredited O entity indicating the following:
I.  Purpose of travel
if. Address in the Philippines where the invitee will be
staying
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ili. Guarantee for the invitee’s entry, stay and exijt
v. Name and contact details of the inviting or sponsoring
accredited 10 entity (in case of an office, a focal person
should be identified)
g. Additional documents that the Consular Officer may require the
applicant to submit, should the Consular Officer deem necessary.

4. The invitee's personal appearance for purposes of interview by the Consular
Officer shall be requirad.

5. The inviting or sponsoring accredited 10 entity shall send a letter directly to
the Consul General of the Foreign Service Post where the visa application
was filed (copy furnished the Assistant Secretary of the Office of Consular
Affairs and attention to the Visa Division), at least fifteen (15) working days
prior the scheduled flight of the invitee, indicating the following details:

a. List of names of its invitees with passport details:
i name appearing on the passport
i.  nationality
iii. date of birth
iv. place of birth
v.  passport number
b. Purpose of travel
c. Type of assistance being requested
d. Whether the inviiee Is being funded by the inviting or sponsoring
accredited 10 entity
€. Guarantee for the applicant's entry, stay and exit
f. Expected date/s of travel and length of stay in the Philippines
g. Name and contact details of the inviting or sponsoring accredited 10

entity (in case of an office, a focal person should be identified)
* Altached as Annex D is a template of the letter of request

In meritorious cases, the Visa Division or Visa Officers, with the approval of
UCSCC, may waive certain requirements or consider exceptions to the guidelines, in
the exigencies of the service.

Posts and Department Offices are instructed fo notify relevant endorsing
entities and visa applicants of these guidelines,

These guidelines will take effect beginning AN S0 2018

For the Secretary of Fareign Affairs;

IMAFRANCA
Secretary

Parafiaque City, JAN 30 2018

Page | 126



ANNEX A

OFFICIAL LETTERHEAD OF PHILIPPINE GOVERNMENT ENTITY

Date

Mr. FRANK R, CIMAFRANCA
Assistant Secratary

Office of Consular Affairs

Depariment of Foreign Affairs

Bradco Blvd. cor. Macapagal Ave.,
Aseana Business Park, Parafiaque City

Subjfect: Visa application of <NAME/s OF APPLICANT/s>, <NATIONALITY/ies>

Dear Assistant Secretary Cimafranca,

This is to respectiully request for expedited processing of the visa application for <NAME/s OF
APPLICANT/s, position> who has filed hisftheir application in the <Philippine Embassy/Gonsulate in
PLAGE> on <DATE>. <Name of applicant/s> is a delegate to the <event> which will be held at <venue in
the Philippines> on <datefs of evenf>. <Background of the event > <Reasons for the request.>

This is to further request for the waiver of Personal appearance of <NAME>, <Reasons for the
request.>

Travel and accommodation throughout his/their stay will be financed by <the government agency
or contact person>. The undersi ned/name of officefagenc shall be responsible for the welfare, acts

and movement of <NAME/s> during hisftheir stay in the Philippines and guarantees that <NAME/s> will
not be a public charge to the government,

Attached are copies of hisftheir flight delails showing his/thelr expected dales of arrival and
departure on <dales of arrival and departure, respeclively>, passport data Page and previously issued
Philippine Visa/s.

Should there he any clarifications, you may contact <contact person> at <telephone/cell
number>. Thank you for consideration,.

Very truly yours,

<NAME OF CONTACT PERSON/HEAD OF
OFFICE>
<POSITION>

Courtesy copyfies:;

roreign Service Posts where applicants will apply their visa
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ANNEX B

OFFICIAL LETTERHEAD OF PRIVATE COMPANY

Date

Ms. LEAH I, BASINANG-RUIZ

Ambassador

W Building, Rue Mar Geries Sample address to be used. Piease check the
Hadath, Baabda appropriate names and address on lhe DFA
Mount Lebanon, website

Republic of Lebanon
Subject: Visa application of <NAME/s OF APPLICANT/s>, <NATIONALIT Yfies>

Dear Ambassador Basin ang-Ruiz,

This is to respectiully request for visa assistance fo the invitees listed below, who have filed
histtheir application in the <Philippine Embassy/Consulate in FLACE> on <DATE> to altend as
delegate/s to the <event> which will be held at <venue in the Philippines> on <date/s of event>.

| Name Passport# | Date of birth Place of birth
<name appearing on the data page of histher DD Month YYYY | Mumbai
assport>

Attached are copies of hisftheir flight details showing their expected dates of amival and departure
on <dates of arrival and departure, respeclively>, passport data page, previously issued Philippine Visals
and applicant's bank statement,

The undersignediname of officelagency shall be responsible for the welfare, acts and
movement of <NAME> during his/their stay in the Phillppines and guarantees that <NAME/s> will not be a
public charge to the government.,

Very truly yours,

<NAME OF CONTACT PERSON/HEAD OF
OFFICE>
<POSITION>

Courtesy copy:
The Assistant Secretary, Office of Consular Affairs

Page | 128



ANNEX C

OFFICIAL LETTERHEAD OF FOREIGN GOVERNMENT ENTITY

Date

Mr. FRANK R. CIMAFRANCA
Assistant Secretary

Office of Consular Affairs

Department of Foreign Affairs

Bradgo Bivd. cor, Macapagal Ave.,
Aseana Business Park, Parafiaque City

Subject: Visa application of <NAME/s OF APPLICANT/s>, <NATIONALITY/ies>

Dear Assistant Secretary Cimafranca,

This is fo respectfully request for pracessing of the visa application for <NAME/s OF
APPLICANT> who has filed hisftheir application in the <Philippine Embassy/Consulate in PLACE> on
<DATE>. <Name of applicant/s> is the mother of <Name/s/Position>.

This is to further fequest for the waiver of personal appearance of <NAME>. <Reasons for the
request.>

Travel and accommodation througheut hisfthelr stay will be financed by <the government agency
or contact person>. The undersigned/name of officelagency shall be responsible for the welfare, acts
and movement of <NAME/s> during his/their sfay in the Philippines and guarantees that <NAME/s> will
not be a public charge to the government,

Attached are copies of his/their flight details showing his/their expected dates of arrival and
departure on <dates of arival and departure, respectively>, passport data Page and previously issued
Philippine Visars.

Should there be any clarifications, you may contact <contact person> at <telephone/cell
number>. Thank you for consid erafion.

Very truly yours,

<NAME OF CONTACT PERSON/HEAD OF
OFFICE>
<POSITION>

Courtesy copyies:
Foreign Service Postis where applieants will apply their visa
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ANNEX D

OFFICIAL LETTERHEAD OF
ACCREDITED INTERNATIONAL ORGANIZATION ENTITY

Date

Ms. LEAH M. BASINANG-RUIZ

Ambassador

W Building, Rue Mar Geries Sample address to be used. Please check the
Hadath, Baahda appropriate names and address on the DFA
Mount Lebanon, website

Republic of Lebanon
Subject: Visa application of <NAME/s OF APPLICANTIs>, <NATIONALITY/ies>
Dear Ambassador Basinang-Ruiz,

This is to respectfully request for visa assistance to the invitees listed below, who have filed
hisftheir application in the <Philippine Embassy/Consulate in PLACE> on <DATE> fo attend as
delegate/s to the <event> which will be held at <venue in the Philippines> on <date/s of event>,

Name Passport# | Date of birth Place of hirth
<name appearing on the data page of his/her DD Month YYYY | Mumbaj
passport>

Attached are copies of hisftheir flight details showing his/their expected dates of arrival and
departure on <dates of arrival and departure, respectively>, passport data page, previously issued
Philippine Visa/s and applicant’s bank statement.

The undersignediname of office/a ency shall be responsible for the welfare, acls and
movement of <NAME> during his/their stay in the Philippines and guarantess that <NAME/s> will not be a
public charge to the government.

Very truly yours,

<NAME OF CONTAGT PERSON/HEAD OF
OFFICE>
<POSITION>

Courtesy copy:
The Assistant Secretary, Office of Consular Affairs
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DV-0CAVD12308

URGENT

To All Posts

Cc UCSCC, DLLU, OFMS, OLA. OP, ISU

Fr o OCA-Visa Division

Re FSC No. 15-2018 on the Guidelines for Visa Endorsements
Dt 06 March 2018

Cno o (- 5% - ogh - 0

Further fo CIR-401-OCA-2018 dated 30 January 2018, Posts are informed that FSC
No. 15-2018 on the guidefines for visa endorsemants applies to temporary visitor's
(9a) visa applications only.

JCA also reiterates that, “In meritorious cases, the Visa Division or Visg Officers, with
the approval of UCSCC, may waive certain requirements or consider exceptions to the
guidelines, in the exigencies of the service.”

For Posts’ information and compliance.

For the Secretary of Foreign Affairs:
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AL T

AKG-OCAVD9371
RY URGENT AND CONFIDENTIAL

To
Ce
Fr
Re
Dt
Cn

z All Foreign Service Posts
QCA, iSU, UP, all Geographic Offices
: oucscce
: Visa Applications of All Missionaries
: 25 September 2017

e~ 23 - oyesel ~ o —§

-

To address the heightened security risks in Mindanao due to the angoing conflict in
Marawi, effective immediately, all Foreign Service Posts are instructed o do the
following:

1.

2.

3.

Require all missionaries applying for a visa to submit the following additionai
requirements:
a. Pdlice clearance from the country of origin or place of legal residence;
b. Sponsorship / endorsement letter from religious organization in country
of origin
¢. Guarantee letier from the inviting entity in the Philippines; and
d. Certificate of accreditation of sending religious organization (if availabie).

inform all missionarics applying for a visa that the evaluation and approvaf
process shall take at least one (1) month from the date of application.

Seek prior authority and security clearance from the Home Office before issuing
any kind of visa fo a foreign missionary.

In this regard, all FSPs shall fransmit electronically the list of missionaries
applying for any visa who will be engaged in religious or missionary work in the
country, along with their accomplished application forms and accompanying
documents, particularly the passport data page, to the Department (Attention:
OCA-Visa, cc: ISU)

Advise all foreign missionaries intending to travel o Mindanao, for their own
safety and protection, to take ali necessary safety precautions and refrain from
travelling particutarly to places near conflict areas.

If available, provide the Home Office with a list of religious / missionary
organizations accredited by the host government or & reputable accrediting
organizalfion and the list of entities and NGOs that are blacklisted or suspected
of engaging in illicit activities.

For Posis’ information and strict com pliance,

For the Secretary of Foreign Affairs:

—

vie it 3

;) VAL, R
JOSE LUIS G. MONTALES
Undersecretary
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ANNEX A

OFFICIAL LETTERHEAD OF SPONSORING ENTITY

Date

Ms. LEAH M. BASINANG-RUIZ h
Ambassador

W Building, Rue Mar Gerles
Hadath, Baabda >
Mount Lebanon,
Republic of Lebanan

p,

Sam~'- - Aemes et ed. Please check the
APPIvpniae nanws wnd @ddress on the DFA
website

Subject: Visa application of <NAME/s OF APPLICANT/s>, <NATIONALITY/ies>

Dear Ambassador Basinang-Ruiz,

This is to respectfully request for a visa to the missionaries listed below. They will be travelling

to the Philippines to participate in a

<event> which will be held at <venue in the

Philippines> on <date/s of event>.

<Background of the event.> <Reasens for the request.>

Name

Passport# | Date of birth Place of birth

<name appearing on the data page of histher

passport>

DD Month YYYY { Mumbai

Travel and accormmodation throughout their stay will be financed by <the government agency or

contact person>.

Attached are copies of their flight details showing their expected dates of arrival and deparlure
on <dates of arrival and depariure, respectively>, passport data page, and previously issued Philippine

Visals.

Very truly yours,

<NAME OF CONTACT PERSON/HEAD OF
QFFICE>

<POSITION>
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ANNEX B

OFFICIAL LETTERHEAD OF INVITING ENTITY

Date

Ms. LEAH M. BASINANG-RUIZ

Ambassador

W -Building, Rue Mar Geries Sample address to be used. Please check the
Hadath, Baabda appropriate names and address on the DFA
Mount Lebanen, website

Republic of Lebanon

Subject: Visa application of <NAME/s OF APPLICANT/s>, <NATIONALITY/ies>

Dear Ambassador Basinang-Ruiz,

This is to respectfully request for a visa to <NAME/s OF APPLICANT/s, position>, a
issionary who will be travelling to the Philippines to participate in a <eveni> which
will be held at <venue in the Philippines> on <date/s of event>.

<Background of the event.> <Reasons for the request.>

Travel and accommodation throughout his stay will be financed by <the government agency or

contact person>, The undersigned/name of officelagency shall be responsible for the welfare, acts
and movement of <NAME/s> during his/their stay in the Philippines and guarantees that <NAME/s> will

not be a public charge to the government,

Attached are copies of his/her flight details showing expected dates of arrival and departure on
<dates of arrival and departure, respectively>, passport data page and previously issued Philippine
Visals,

Should there be any dlarifications, you may contact <contact person> at <telephonefcell
number>, Thank you for the consideration.

Very truly yours,

<NAME OF GONTACT PERSON/HEAD OF
OFFICE>
<POSITION>
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@ DEPARTMENT OF FOREIGN AFEAIRS
+ R ~ KAGAWARAN NG UGNAYANG PANLABAS

FOREIGN SERVICE CIRCULAR No: 236 -2016

SUBJECT:  Procedures for the Issuance of Appropiiate Entry Visa
: For Foreign Government Officials (FGOs) Travelling for Posting and
Assignment in the Philippines

Unless otherwise covered by existing bilatera] arrangements or a prevailing visa agreement;
which waive Philippine visa requirements for incoming foreign government officials (and
their quallfied dependents accompanying or joining the principal), travelling to the
Philippines for the purpose of posting and assignment in diplomatic missions and consutar
offices of the Sending State in the Philippines, Posts are to issue the appropriate visa under
category SE of the Philippine Immigration Act of 1940 as amended, to arriving FGOs and
qualified dependents and members of the official’s household oy after receipt of
appropriate authority from the Office of Consular Affairs.

For the processing of visa applications of incoming officials to be posted in the Philippines,
the following documents shall be required from the Sending State:

1. Official written notification of the impending assignment of the FGO, transmitted to
Post via a diplomatic Note at least thirty (30) days in advance of expected fravel to
the Philippines.

The Note should state

IR the particulars of the visa applicant;

fi. his/her official designation in the mission/consular office in the Philippines;

iif. his/her expected departure date from the country of origin;

iv. expected duration of assignment in the Phitippines; and

v, the complete name and designation of the officiaj he/she Is coming to replace
(or if hefshe is an additional official being deployed in the Sending State’s
mission/consufar office in the Philippines).

Vi, In the case of qualified dependents: that the visa applicant is travelling to the
Philippines to join and live with the principal for the duration of the principals
assignment.

Duly filted-out application form (with photograph).

Clear photocopy of the visa applicant's diplomatic / service / official passport
Supporting documents to establish family ties, marital union, employee-employer
relations, etc. as may be deemed necessary, in order to properly ascertain
appropriate visa type per existing rules and regulations.

HwnN

Philippine embassies and consular establishments shall, upon receipt of the documents
above listed from the Sending State, immediately transmit copies thereof to the Department
coursed through the appropriate geographic office, copy furnishing

2330 Roxas Blvd., Pasay Gity. 1300 Philippings
Tel. No. 834 - 4000
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(a) DFA Office of Protocol;
{b) OCA Visa Division; and
(¢) the Philippine mission with jurisdiction over the Sending State

Following established procedures for vetting and clearing against derogatory records, and
provided no objections are communicated By the concerned DFA offices to OCA within five
work days, written authority shall be transmitted to FSPs via email for the expeditious
issuance of the appropriate 9E visa as allowed by existing ruies and regulations.

All related regulations, orders, and other circulars inconsistent with the provisions herein are

hereby revoked andyor amended accordingly.

This Foreign Service Circular takes effect starting 01 January 2016 and shalf remain in force
unless revoked or superseded by later directives.

Sl

ALBERT F. DEL ROSARIO
Secretary of Foreign Affairs

Pasay City, 18 December 2015
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Baprtnovan g By Fonilalyy R Depatiment nf;jfﬁgzimﬁifairﬁ

FOREIGN SERVICE CIRCULAR N - a0y

SUBJECT: Revised Agplication Farm for Crew List Visa
and Refated Procadures

In support of Crulse and Nauticst Tourlsm @s one of the emerging Prodyct,
Rorttolios under the National Tourlsm Development Plan of the Phillppines, the growing
Interest of interhational cruise liners to call on Philippine ports and, the need o enharice
submission ang processing of ratevant Inforrgation related to arriving vessels amd
worresponding crew, the following guidalinas shall be observed in the protessing of ¢rew
list visas by =l visa-issuing Phillpplne Foreign Servie posts:

kmmmlmmmaﬂﬂmt&umm
The new application form for A traw fist visa i3 berelh attached for reférence ang
perusal.  Posts may freely provide elertronic  file templates to  interested

principals, Bubmission of the crew fist informa

tior in an elettranic file i3 encouraged,
whith may be dore vizg amail .

plylng regular routes that travirse Phillppine territorlal waters through whith aforesaid
vessels will malke regularirepeated calls on Philpping poris Posts may issue multiple
antry visas to qualified crew meinbers of cruise vessels alfewlng a Taximum 5 day
period of stay per eritty, covering a validity of three to six moenths

Such multiple-entry visa shall orly be applicable 40 crew members of truise
vessels and shall be nenh-convetilble and non-extendibje,

2330 Boxam I, Pasap Gitg, 1800 Whlhuines » QL 0. 8394009 » Wity ofegutip)
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Please be guided accordingly.

"C'?lvlliart Cencerns

ranague ity 05 Januery: 2g15,

ALLRIPLOMATIC AN CONSULAR, POSTS:
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Embassy ofth Republic ofthe Phillopines

APPLIGATION FOR-CREW LIST VISA

Raviead Hov %
THIS FORK IS NOTF

DET!”»SWVE%% | TOTAL CREW
seol Ragne: including Master:
eia] Nombac (IL0):

 Shato ] telonally:

sstl CasslTyps: FOREIGH GREW
ma ol Oxers

DETALS ERREVIOUSYIOVAGE. -

st pride fenecmssasy inlommtion pmmbmmosl wtwmbmmmaphrwm
moudmmulnwmm Gm?ar!nfmw Mt DRe Rarstof Loesl Agtandiee

[AFFIX VISA HERE]

Igogmams;ggo.mepmuggm o B
s mvdmanewsgyhhmaﬁmrdmm hmmao{ﬁams!bha Prlliopines, '
l«wmdmmm DipwtareDny| - © M:;ﬂm"““ “7‘(’;’}‘[8*' Hnmﬂ.ommqmnw
;_, : GHOTARZATION
E@lsaﬁsucmmsynvm - {
ssuumvldeﬁumcmymmaﬁm nhwmmammnwmmmumm Prlpoines,
1l Depacken Tnth [Dspartune Date.
i i) CoantyPart el Anfest | Dabe of Al Hamof Locl Aganttiandies
T RGN RE CAPTARURISTER
[hwcatgenglyane ciofin Biat v al informeaion suppled mmdnhnmmfmmmcmmmm
il Bosmet g Re attachments acn Endeand cotrct baceinand inihe atachod nous st fs o, seuro ard
UocheFatiest hat Shasignatune o e Captivilysir el o Hebeslod mykamledoe, mmwwmmmw
Jevesselappsaioq berain s oo a2 Arientc, d that s thefrws 1axd rgulabions of e Rapubl of e Phlbinas for he
sy aufiecard aput acing oy and oo byt of e omoncs of daraboncfoursiay,
Raut
samtm;gwmm Snitre Bsve Pt

Page | 139



Nevised Hovdt
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Racommended Documentary Requiremianis

Following are the recommended documents that need to be submiited along with the
properly accomplished and filled-out fornt:

1. Copy of Ship Register showing vessel's name, official number, and specification
particutars.,

2. Capy of foreign creiw members valld' passport data page and valid seaman’s record
book/maritime credentials record showing page with latest log entry, in Ad-size

paper. (The passport must have a validity of at ieast six months from the date of intended
entry to the Pillippinas.)

3. Signed letter from vessel owner, naming the vessel’s captain/master, Identifying
autharized ship agent, requesting multiple entty crew fist visa for the crujse ship’s
forelgn crew members, letter must be duly supported with corresponding
prooffattachment(s) showing relevant information an vessels multiple port calls in
the Phifippines.

Posts may reqlire additional documents as may be warranted on a case-te-case basis.

General Procedure for Application for Crew List Visa

1.) Shipping/manning agent fills-out: detals of crew in electronic file (pertinent: entries of
crew members in séparate columns. Please see template.) !-Iar& sopy Is printed in
triplicate., Softcopy as Excet file (not PDF} is emailed to FSP.

2.} Vessel's master/captain reviews crew list and affixes signature in Part F. of crew lisk
application form. (Three sets, each with live signature of vessel's master.)

3.) Shipping/manning agent brings signed crew list application form and suppork
documents to FSP, and affixes his signature in Part: E of appllcation form, before Visa
Officer. {Threa sets, each with live sighature of shi peing agent and vessel’s master.)

4.) shipping agent pays necessary consular fees following DFA schedule of fees.

5.) Post Issues official receipt with Indicated date of documents release.

6.) Shipping agent retutns to pick-up duly-visaed crew list epplication form aftet-
processing perlad, and claims 2 sets. (One set with arigina! visa-sticker affived on
application form, another set with photocopy of application form. Third set is
embassy copy.}
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Fayatwacar g guapang Pmidadas

FOREIGN SERVICE CIRCULAR #0.89~13

Subject: Inclusion of NAIA Terminal 4 in Ports of Entry with AJACSSUK
Privilege for Indian nationals

Effective immediately, Indian nationals may also avall of the visa-free privilege
slipulated under FSC No. 36-12 at the recent/y-opened NAIA Terminal Four (4},

This FSC amends FSC No. 36-12 dated 20 March 2012, and shall {ake effect
immediately.

For the Secretary of Forelgn Affairs;

RAFAEL E. SEGUIS
Utidersecrelary

Pasay Cily, 10 June 2013
TO ALL PHILIPPINE DIPLOMATIC AND CONSULAR POSTS

2350 Wexas Wivy., Padoy Tity, 1300 Philippines © Wel, 0. 834-4000 <« viviv.oln.gou.ph

Bepartmerit of Favelpr Affalg
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FOREIGN SERVICE CIRCULAR NG, Ji A,

Subfect: [ssyance of 9{e} Visas to PROC Nationals wlo Hold Regular Passports
Travelling to the Philippines on Official Wission

Effetlive immediately, qualified PROC nationals holding regular passports who
will travel to the Philippinies on official mission may have their single-eniry or
mulliple-entry 9(e) visas stampad on their regular passpotis, provided tiiaf they
are ot bearers of the new Chinese passpoii copfaining e 9-dasii line.

This exemption from £SC 211-12 is made to facilitate the Jfravel.of the subject
PROG nafionals, including lhose affilialed with the Chillese Embassy who are
eligible for 9 (e-3) visas.

The visas of concerned PROC nationals who already have thelr visas placed oh
EA Form No. 2 will remaln valid until the date of expiry.

This Foreign Service Circular supersedes the last pavagraph of FSC No.
(=1 daled 21 January 2018, which states thai the subject FROC
nalionals are siill covered by FSC 211-12:

=or the Secretary of Foreign Affairs:

wl

RAFAEL E: SEGUI
Undlersecr ry for Adminiztration

Pasay Cily, 5 February 2013
FO ALL PHILIPPINE DIPLOMATIC AND CONSULAR POSTS
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aganwaran g Weprapang Panlabags ‘%% Bepartment of Poreigr Effairs
FOREIGN SERVICE CIRCULAR NO. /. 7 /5"

Subject: Non-immigrant visa applicatlons of nationals and resjdents of the Republlic of
Palan and the.Fedetrated States of Micranesia

ln view of the racent ciosure of Kosor PE and pending the appsintment of Honarary
Consuls ta Palav and Micronesia, all Foreign Service Posls (FSPs) are instructed to refer 1o the
following guidelines when processing apglications or answering queries partaining to Philippine
nen-mmigrant visas for nationals and resldents of Palau and Micronesia:

8(a) for Temporary Vigitor's Visa and 9fb) for Translent Visa

Nationals of the abovementloned countries are covered by E.O. 408,

The fallowing resldenis may be issued 9(z) visas Ly any FSP, subject to prior
authorization by the DFA;

-~ Stateless persons under Category &
- Category B-1 naticnals
- iIndian, Sri Lankan and Nigerian nationals

9{c) for Seamen and Grew Members

Sectlion 61 of the Codffied Visa Rules and Regalaions remains in effect. i.e. applicants
must proceed o the nearest FSP for processing.

9{d} for Treaty Traders

Seclion 73 of lhe Caodified Visa Rulas and Regulations remains in effect, i.e, a lreaty of
colmmearce and pavigation with the Philippines Is @ condition for Issuing this visa. The
Philippine does not yelt have such a trealy with Palau and Micronesia,

8({=) for Forelgn Government Officials

Incoming foreign govemment officials who are nalionals of Palay and Micrcnieslia may
firsk be admitled under E.Q. 408. Upon receipt of a Note Verbale from the conceraed
mission or lternational organizalion, OCA-Visa will endorse the change of admisaion
status to the Bureau of Immigration and subsequentiy issue the corresponding visa.

QCA-Visa will make a similar endorsement for thuse who are already in the Phllippines
but who bhave been given diplomalic or official status by thelr respeclive missions or
International crganizations during their stay.

8tf) for Students: 8(y) Pre-arranged Emplovaes; 47{a}{?) for Special. Mon-
tinrmicranis

Individuzis may eater using (=) visas and have them canveried to the appropriate lype
with the Bureau of Immigralion for &(f) and 9(g) visas cr the Deparlment of Justice of
47(a)(2) visas.

Visa calegories not covered by these guidelines should be raferred to OCA for evalualion
on a case-by-case basis.

This FSGC shall take effect immediately and until the assumplion of duly of appropriate
Honorary Consuls to the raglion.

Please be gulded accordingly.

For the Secretary of Foreign Affairs:

RAFAEL E, SEGUIS
eclatary for Adminiswration

Pasay Cily, 23 January 2013
TO ALL PHILIPPINE DIPLOMATIC AND CONSULAR POSTS

2330 Roxns AHud., Prgay iy, 1300 Bhilippines » Tel. Bo . 834-4000 « tlplo, vin.goeb.ph
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FOREIGN SERVICE CIRCULAR NO. O ~{

Subject: {ssuance of Visas to PROC Nationals who Hold Regular Passports and are
Affiliated with Accredited International Organizations (10) and Specializéd
UN Agencies In the FPhilippines

Effeclive immediately, PROG nalionals affilialed wilh, accredited |nlernalional
Organizatioris and Specialized UN_Agencies in the Philippines may have lheil
sitigle-enfry and multipiesntry 9(e} visas stamped on their regular passporls,
provided that they are not bearers of the new Chinese passport colilaining

the 9~-dash line.

This exempiion from FSC 211-12 is made to facilitate the enlry and exit of the
subject PROC nalionals, who usually stay in the Philippines for an extended
period of time, and applies only to’those efigible for 9 (e-1), 8 (e-2) and 9 (e-3)
visas,

The visas of concerned PROC nallonals who affeady have their visas placed on
FA Forni No. 2 will remain valid until the date of expiry.

PROC nationals holding regular passports and who are affiliaied with diplomaitic
and consular missians of the People’s Republic of Chiha are still subjedt ¢ FSC

211-12.

For the Secrelary of Foreignh Affairs;

ve

R EL E. SEG
nderseerstary for Adminisiralion

Pasay Cily, 21 January 2013
7O ALL PHILIPPINE DIPLOMATIC AND CONSULAR POSTS
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Foreign Seriice CircularNo. “52 A2

SUBJECT: All Regular Passports Issued by the Peoplels. Republic of China

All Foreign Service Posts arg hereby iriforined fhat ne Philiopine visa of any kind
shall be stamped on ai! regiilar pessgorts fsued by (e People’s Republie of Chins
(PROC)

The visa shall be sfemped of the biack page.of F.A. Form No: 2 (visa application
Tonm). PROG naffonals shall be advised to present the F A, Forin No. 2, along with their
velid passports at ttie immigration counter upon ayrivaj in fiis Phillppings.

Diplopiatic, officjal and service passportsshall remain unaffetiad by s circular,

All Farelgn Service Circdlars, Deparlment Orders and other regul=tions
inconsistent with this circular Is hereby revoked or amended.

Please be gulded accordingly.

ALBERT F.DEL ROSARIC
Secretary of Foreigh Affairs

6ol Ehosign Hilaing
mmm&lﬁlumnﬁm tr

Pasay Cly, 4oy 473 a0t RGO

2 DRIZZNOVA2
ng TR PM

Mepmrtiient of Porefpn Fiiply
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Fareign-Service Gircular No, 3 ~{ 2

SUBJECT: Visa Policy for Indian Nationals

After consullalions with (he concerned government agencies, the following
visa rules and regulalions are to be applled as regards {0 Indian natlonals:

1, They may be granted a visa-free enlry for an inilial stay not exceeadin,
fourtaen (14) days, provided they possess the following: 9

a) Either a valid US, Japanese, Ausfralian, Ganadian, Schengen,
Singapore.or UK visa ar permanént residénce permil;

h) A natlonal passport valid at least six (6} monihs, beyond the
cantemplaled stay;

¢) Return or onward ticket to the next counlry of deslination;

d) No derogatory record with the Bureau of fminigration (Bl), the
National [ntefligence Goordinating Agency (NIGA), and the
Internalional Pollce {interpof).

2- The 14-day°vi$a-frea enlty may be extended by an addilional seven (7)
days for a maximum of iwenly-one (21).day stay-

3, This may ohly be Implemented at NAIA I, i} and !l airports.
4. This lype of admis_sion will'be nan-convertible to other visa categories.

5. For a slay longer than fourteen (14) days, they may apply for & visa at
New Delil PE: any Foreign Service Post (FSP) in a counlyy whers the
applicant has legal residence; or-any FSP in a counftry (hat requires entry
visas to [ndian nationals.

This FSC shall supersede seclions In.FST Nos. 21-10 and 22-10 dated 22

February 2010, on Indian nationals.

Please be guided accordingly.

ALBERT F. DEL ROSARIO
Secretary.of Foreign Affairs

pasay Clty, WAR 20 2012

M.u_—.g«-a*.u..-—-v-'"“--‘_rﬂsiﬁ.'s' COP\{

i RERTIEGD Mepqorent of YPocelgn Milaics

{Bee of the Srcceriary

Comoes | I,

R .
i) REGOVRR pasto

[N3%  ampeaihae

Bepartnrent of Foveige ALfaleg
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TFOREIGN SERVICE CIRCULAR NO. 107!

SUBJECT: Visa Policy fox Clinese Taipei Passpoxt Holders

All Foreign Service Posts are hereby ingtructed to fmplement the
following as regards Chiness Taipet passpott holdess:

1. They need a visa;
2. They may apply at any FSF; and
4. Visa Stickers or Stamps may now be affixed in the passport.

The instructions stated herein will not depart from Section 17 of the
2002 Codified Visa Rules and Regulalions

This FSC shall supercede sections in FSG Nos. 22-10 dated 22
February 2010, on holders of Chiiiese Taipet passports.

Please be puided accordingly.

RATFALTL B, SRGUIS

ndersecretacy

Pasay City, 11 Tuly 2011
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FOREIGN SERVICE CIRCULARNO. 144-04

Subject: Implementing Guidelines for Executive Order No. 288
dated 24 February 2004, Amending the Rules Governing
the Admission and Stay in the Philippines, as Tempora
Visitors, of Chinese Nationals who are Members of Tour
Groups

The following are the guidelines for the implementation of Executive Order
No. 288, dated 24 February 2004, amending the rules govemning the admission
and stay in the Philippines, as temporary visitors, of Chinese nationals who are
members of tour groups:

1. Coverage — Executive Order No. 288 dated 24 February 2004 covers
Chinese nationals, holding People's Republic of China passporits,
Hong Kong Special Administrative Region passports, Certificates of
Identities, and Documents of Identities, Macao Special Administrative
Region passports and Travel Permits who are members of tour groups
with a minimum of three (3) members.

2. Authorized Period of Stay — The authorized period of stay of members
of tour groups who were issued tour group visas by Philippine Foreign
Service Posts in the People's Republic of China and Hong Kong SAR
is for a maximum of fifty-nine (59) days. Tour Group members will
have to arrive and depart from the Philippines at the same time.

3. Agcredited Travel Agencies — Tour Group Visa applications may only
be submitted by Travel Agencies in China and Hong Kong that are duly
accredited by the Philipplne Embassy in Beliing and Consulates
General in Xiamen, Guangzhou, Shanghai and Hong Kong SAR,
pursuant to the “Memorandum of Agreement on the A ccreditation of
Phifippine Tour Operators Handling Tour Groups from the People's
Republic of China” dated 15 June 2000, as amended, between the
Department of Foreign Affairs, Department of Tourlsm and the Bureau
of Immigration; and the “Rules and Regulations Implementing the
Memorandum of Agreement by and among the Depariment of
Tourism, Depariment of Foreign Affairs and the Bureau of Immigration
on the Accredifation of Philippine Tour Operators Handling Tour
Groups or Individuals from the People’s Republic of China" dated 30
August 2001.

4. Requirements and Procedures..

2330 Roxas B, JHasay Wity, Jhilippines » Tel. Ho. 8344000
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4. Reguirements and Procedures for the Issuance of Tour Group Visas —
The requirements and procedures for the issuance of Tour Group
Visas by Philippine Foreign Service Posts in the People's Republic of
China and Hong Kong SAR shall be governed by the existing “Agreed
Guidelines in the issuance of Entry Visas by Phitippine Foreign Service
Posts in the People’s Republic of China” which was signed in Beijing
on 2§ January 2002.

5. Visa Fee ~ The Visa fee for tour groups with at least fwenty (20)
members shall be US$15.00 per member, while those tour groups with
less than twenty (20) members shall be US$25.00 per member.

6. Repealing Clause — Provisions of any Foreign Service Circular, Rules
and Regulations inconsistent with any provision of this Circular are
hereby repealed or amended accordingly.

7. Effectivity — This Circular shail take effect immediately.

E N M. EBDALIN
Undersecretary of Foreign Affairs

Pasay City, APR 2 3 2004

TO ALL PHILIPPINE DIPLOMATIC
AND CONSULAR POSTS
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Ruviboy 10 GuIy cvis

FA Form No.2 National |D Number:

o REPUBLIC OF THE PHILIPPINES
i % \;-' FOREIGN SERVICE OF THE PHILIPPINES
EMBASSY OF THE REPUBLIC OF THE PHILIPPINES, BEI]ING
&
= APPLICATION FOR NON-IMMIGRANT VISA TO THE PHILIPPINES
FREREBRETEPFR PHOTO/HE A

FILL-IN BLANKS (TO BE ACCOMPLISHED IN ENGLISH) TYPE OR WRITE IN BLOCK LETTERS B X EDRIHHRE 2N, FEmNITHT,

Surname/ &k First Name/ 45

Place of Birth Date of Birth: (Month/Date/Year) AgelEly Citizenship/[@ £: SEX #: 7

Hi 4 4 4 B CAIEME) CIMale E. L Jremate %

Applicant's address/ B % A H hb; Te]ephone Nof 2 15'

Occupation/ I7 Jk: Office of Employment and Address: T {4 it Telephone Nol PE. 1'&

Father's Name/ 3 3% 4: Mother's Name/ £ 3% & D ) "\1\/’,’-'/

Civil Status/ & i 8 5: If married name of spouse/3F C.4F, HIEFIRISMIES: ) ;\Citi__zenship{ ﬁﬁ:'
] Single % i§ f R //
C I Married & #5 Name and ages of Children, if anyf I 0 %, ¥7F B it b 2 0 o B Rotp .~
(I widowed X5 o \"; - e -

Name and address of sponsor/reference in the Phllrppmes N N Telephone Nof & i%

[ separated 43 IR NS BN v N
[ bivorced/Annulled BSSS/BR ISIR % 5 L ﬂ R

Passport/Travel Document no. /AP lB/IRITIEST: | Date of Issue/ & & F #i: Valid untilf H .& EE] = ) Issued by/ % & it

Port of Entry/ A 8 [ j& Length of Stay/ & @ £ A {‘- ) Purpose of Entry/ A} H /Y

Name of traveling companion(for minor applicant) &R ERIHFAZETAR FFJ!EE—% Destlnallon after the Philippines B a5 LS A9 H ok

Have you ever been issued a Philippine visa? fF2digitaEink ST D Yesl-ﬁ‘ f|:| Nol&ﬁ lf yes, {5

Latest visa no./ L IXEHE N S5 Type of vnsa!ﬁziEiFI?é Issued onlﬁi‘iﬁ # Issued by/25 K

Latest Entry Date LIRASEH AR LatestEanate_to"(EﬁiElm Duratlon of iast stay in the Philippines/ L #7555 {5 BT I ] :

Documents submitted in support of application. Jaik b ﬁ)ﬁﬁiﬁlﬁiﬂ:

[ valig passportitravel document & BT JB/RIT ﬂF‘ﬁ' 1 Chlnese natlonar lD i L] Affidavit of support & guarantee (for travel agency only)
] Household Registry /2 ':' ' .k D Air ticket 32 [ invitation letter it

\

] Financial proof W4 JHIEIA |:| Others {specify} & GEFEAE) ;
1. Were you ever refused any kind of Philippine visa before and denied admissicn into or deported from the Philippine? If ves, state circumstances #5275
BHIEEIERFEETHE HAEP R SIRE t!ﬂ’h‘ iRk [ JYes & [N &
2. Have you ever been arrested or-corivigted for any offense of crime, even though subject of a pardon, amnesty, or other legal action? A7 & St
AL, e HRE J’ﬂ.?ﬂl\f %%ﬁ%‘[ﬁ.?@ﬂfﬁﬂ:iﬁﬁ?ﬁﬁ‘]f#ﬁ" Clvess [Nem, i yes, state circumstances Iy,  #5ideA:

N
3. Have you ever been afflicted with a commumcable disease of public health significance, dangerous physical or mental disorder, or been a drug abuser or

addlcl?%ﬁ%‘¢ﬁﬁ%’*§k1ﬁi§ﬂ‘]{§%i§ﬁf, BT AR RN TR, RTYEIRANA? REHMERE? [ Yes [INo &

| understand that | may only enter the Ph:hpplnes at the Port of Entry designated by the Philippine Immigration Authorities and under the condition imposed
by those authorities. R@HEMTH&%E&%&WF}’ TR TR AL S R R T A,
| solemnly swear that lhe foregomg statements are true to the best of my knowledge, FAEHFEIAL L rIZs/msE.

arnmg oM Drug lraff‘ cklng is punlshable under Phlllppme law.

Vlolators\wnl be subject to deportanon APPLICANT'S SIGNATURE Riff A2
B (1)%;-::%&#%?&{?{&".}5& (Y EFE I NBARTEEES, BEITEEEN,
. REMARKS:
REMINDER: &
£k

1. ALL APPLICANTS MUST COMPLY WITH THE REQUIREMENTS
DEMANDED BY THE VISA OFFICER.
BT AN T AR AR,

2, DECISION OF THE VISA OFFICER IS FINAL.

BEE PR AR PesE .
3. RUDE, ARROGANT AND UNRULY BEHAVIOR IS A GROUND{ Travel Agency
FOR DENIAL OF VISA APPLICATION. {if applicable)

HE. HEAEZ T AN EESEHESR.
4. VISA IS NOT A RIGHT BUT A PRIVILEGE EXTENDED.

AP E, TR T 2R AR,

Consul of the Republic of the Philippines
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NMANILA

FOREIGN SERVIGE CIRCULAR NGO. 16733

To implement the govermment’s central foreign policy
"piplomacy Tor Development™, the Dapariment is anbarking on

Economic Diplomacy Program (EDP) with the following terms
raTarencs.

1. Econgmic Diplomacy shall-bs pursusd by utilizing
Ffareign service posts For economnic and commerc:

representation with thes agreemsnt of the ralevi
economlic departmsnts

2. Ths Tollowing economic and -<commercial represenkat:
shall be undertaksn in coordination and cooperation w:
the relevant economic departmants.

- Trade Pramotion.

- Trade Policy Reprasentation.

~  Investment Promotion

~ Tourism Promotion

Represantation on 0Fficial Development Assistanc:
(0pR)

= Representation on Debt

Sourcing other Economic Intelligence

3. A Committes on Economic Diplomacy to be compaesed of
Department of Foreign ATTairs ahd the relevant econot
departments, at the cabinet and sub-cabinet leve
shall. ba greated as the mechanism to provide gdlda:
and mobilize support for the economlc and commerc
representation to be cartied out by Toreign serv
posts.

4. All Fforeign saervice posts shall formulate  th
priorities on economic diplomacy in consultdlbion W
the geographic offices of the Department which ghall
approved by Lhe Secretary in consultation with and
agreament of the Committee on Economic Diplomacy.

5. An annual worl program of spacific econohic activit

pasad on the appraoved posé prioritdies §ha11
formdlated and implemented by all Toreldgn service pos
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VERY URGENT]

o - All Foreign Service Posts

R HRMO

¢ OA, OIER, OMWA, OEA, OAA, ASPAC, OMEAA

E Submission of Economic Diplomacy Work Plan and Accomplishment
Report of Philippine Honorary Consular Officers

DY 18 November 2016

G 1 of 1 .

SN R -LTI6E - HRMO~20 16

'he Human Resource Management Office (HRMO) reminds all Foreign Service Posts
sxercising jurisdiction over Philippine honorary consular officers to comply with the
submission of the following documents for the initial and renewal of appointments of
*hilippine honorary consular officers:

nitial Appoiniment

1. Economic Diplomacy Wark Plan as mandated under FSC-145-2016 dated
11 August 20186; and

Renewal of Appointment

2. Accomplishment Report vis-a-vis. the Economic Diplomacy Work Plan.

Th dce of International Economic Relations (OIER), vets the appointment on the

»asis of the economic work plans and accomplishment reports of the honorary consular
fficers.

he initial or renewal of appointment of a Philippine honorary consular officer shall be
sonsidered only upon submission of the documents requested by OIER.

-or strict compliance.

VIARIA AIL%{T%%RIN

Assistant Secretary

e q
S wav 25 2 § |
eil)
AN RS AR
~ SCRATEL [y

J—

AR-H434.12016

i

i
’1‘\

T TR/ATRERTTIANR
1 8 rdfias g Rt %4 yii
q
A
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WYAN

7700

DEPARTMENT ORDER NO. 0% ~1 %~
Institution of Turnover Reports by all Personnel of the Department

Revision of D.0. 02-97 (Accomplishiment of the Turnover Report by Ofilcers
Assigned Abroad, Cross-Posted or Recalled Home as a Requirement before
Departing or Assuming New Assignment);. D.O. 37-97 {Accomplishment of
Turnover Repott by Officers Assigned Abroad, Cross Posted or Recalled to the
Home Office); D.O, 02-91

Section 1. Legal Basis and Justification

A. Book V, Title 1, sublitie A, Chapter 1, Sec.1 of Executive Order No. 282 or
otherwise known as the Administrative Cade of 1987, enjoins the government
to adopt measures fo promote morale, efficiency, and integrity in the Civil
Service,,

B. Sec. 43, Chapler 7, Subtille B, Book V, Title 1, of Executive Order No. 292 or
the Administrative Code of 1987 requires that “all moneys and property
officially received by a public officer in any capacity or upon any occasion
must be acdounted for as government funds and governiment property.”

C. Executive Order (EQ) No. 605, (nstitutionalizing the Structure, Mechanisms
and Standards to implement the Government Quality Management Program
Amending for the Purpose Adminislration Order No. 161, S. 2008) calls for
adoption of measures {hat would promote stronger accountability; ethical,
sconomical, efficient and effective operalions, iriproved ability to address
risks lo achieve general control objectives; betier systems of responding to
e needs of citizens; and quality outputs and outcomes and effeclive
governance.

D. Republic Act No. 6713 or otherwise known as the “Code of Conduct and
Ethical Standards for Public Officials and Employees” espouses high ethical
standards and a responsive, accountable and accessible public service.

E. Sectiond, Chapter?, Sublilie B, Book V of fhe ‘Administrative Code of 1887,
provides that “rall] resources of the government shall be managed, expended
or ulilized in accordance with faw and regulations and safeguarded agalnst

oss or wastage through illegal or improper disposition to ensure efficiency,

economy and effectiveness in fhe operalions of government. The
responsibility to take care that such policy is faithfully adhered to rests directly

with fhe chief or head of the government agency concerned.”

Bepattnent of Foreign Gliais
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 Executive Order No. 608, entitied, Establishing.a National Securily Clearance
System for Government Personnel with Access ta Classified Matters and for
Other Purposes,” states that , it is e duty and responsibility of all
government departments, agencies and offices fo implement securily
measures that will protect and ensure {he integrity and sanctity of classifled or
sengitive materials or information they have access to or [n thelr possession’”

_ Section 87 of the Foreign Service Act empowers the Secretary to issue such
rules and regulations as may be necessary to implement the provisions of the
Act as well as the provisions of acls, decrees, and orders which are not
nconsistent with ik

_“There is a need for the Foreign Service to take into account the frequent
changes In personnel, enswre the continuity of service, presenve institutional
memory and accomplishments with an instiiuﬁonalfzed system of lurnovers;

section 2. Coverage

_ All personnel of the Department occupying an officially designated posilion
with the foliowing slatus: assigntment or transfer to .Foreign Service Posts or
Office, separation from {he Service, resignation, retirement, job rotation or
reassignment within the same Office or Post shall accomplish a furnover
report upon deparlure from the position.

Al officers and employees of the Department in the Home Office, the
Regional Consular Offices, Forelgn Service Posts arid all attached agencies,
whether they are regular, permanent, temporary, substitute, contractual,
lrainee or casual employees are covered by this Order.

_This Order also covers duly appointed Special Envays, Honorary Consuls,
attached service personnel, locally-hired employees in the Philippine Foreign
Service Posis, consuitants, detalled or seconded personnel, under the
disciplinary jurisdiction of the President or the Secretary of Farelgn Affairs,
healthcare provider staff, and other persons who are under jobiservice

contract with the Department.

. All employees who are going on extended leaves, scholarships, secondment
or volunteer work of a calendar month or more ot as determined proper by the
immediate supervising authority, The Order shall also include vacation, study
or ofher leaves that consist of more than a month of absence. Furthet,
persorrnel on proloiged suspensions due to disciplinary action are covered by
{his Order.

. Exceplions to this Order include those who are dropped from the rolls or have
peen separated from the Service due to sudden incapacity, dealh or iliness or
those who.go on extended emergency jeave due to sudden liihess or death of
immediate family members. In the absence of a turnover report, the
supervising authority and/or subordinate wifl submit an aiternative report
gutlining applicable sections of lhe turnaver report.
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Saction 3. Eleménts of a Turnover Report

The preparation of a Turnover Report will include the: following seclions, as
applicable:

A.
B.

C

-

Qmm

Organizational chart of outiine of chain of command

Description of Posilion’s Mandate, Mission, Responsibilities, Dulles and
Funclions

KKey outpuls of the Posilion

. An inventory and location of labeled files (physical and electronic) and

resources,
property, accountable forms and funds

. Gontacls .
. Onguing, pending ant upcoming projects, prograims, cases and activities

The following lemplate shall be adopted for this seclloin of the Turnever
Reporl

Project! | Status Description | Desired | Milestones | Gontacls
Programi | [Ongolng, Dufcome
Cassl pending,

Activity | upcoming)

_ Membership or positions held in any office, board, commitlee, technical

working group or any olher temporary organizational arrangement that
involves the commiiment of the personiel.

Accomplishments and contributions in meeting The approved work plan &f the
Office

Recammendalions and Ackrowledgements

section 4. implementation

_The Office of Personnel ahd Administrative  Services (OFAS) and

admiristrative officers will be fasked to raoniler compliance with this Order.
OPAS s -giso tesked lp provide semtinars on fhe proper submisslon of
Turnover Reports.

. The- tuinover report. procedures shotld form past of {he orientalion for

incotming personnel and replacements and will primarily be the task of the
Adrministralive Officer ’

. The departing persennel should, as much &s practlcable, be personally

avallatile 1o provide a transitlon period for the incoming personnel. Contacl
information of the deparling personnel should be avallable for subsequent
inquiries on the work of the position. The contact information shiould Include

postal address, email address, and contact number/s.

T CERTEIEDFRUE
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D. An outgaing Finance Officer may slay at the posiup io @ maximum of {hirty

{30) days from the date of armival thereat of lhe incoming Finance Officer. An
oulgoing Property Officer, on the ofher hand, 1s authorized tq stay up to fifleen
(15) days from the time lhe incoming property Officer armves thereat, The
following positions at a forelgn service post shall be allowed fo stay up to a
maximum of ten (10) days fom the date of arrival of {he incoinirig
replacement:
Deputy Ghief of {Wiission
Minister, First Secretary and Consul
Second Secretary and Vice Consul
Third Secretary and Vice Consut
secretary of the Head of Fost
Administrative Officer
Economic Qfficer
Political Officer
. Cuitural Ofitcer

10. Communicationsfinformation Officer

11. Prolocol Officer

12. Records Officer

13. Property Officer

14. Translatorfinterpreter

15. Driver
The prescribed period for overiaps betwesn incoming and oulgolng officlals
may be in addiiion to the reglementary period of sixty (60} days prescribed for
reassigned personnel. The grace period hergin authorized, However, does not
apply if the incoming accountable officer is already a member of lhe staff.

© NG PRGN

_ Whenever possible, Ihe incoming accountable officer should arrive at the post

within the authorized period of sixly (60) days and before the outgoing
gecountable officer should depart for his new post of assignment.

_ The supenvising officer andfor Head of Office/Post shall ensure that all the

prescribed elements of a funover report are incomporaied and that all
information conlained therein are sufficlently comprehensive to ald incoming
personnel in assuming the roles and responsibifities of the office.

_Tumnover reports are to be prepared and submitted peior to the arrival of the

rep!acémeni, preferably a month prior to gfiicial movement from office or posl
or as deemed necessary.

. Upon asguming charge of a posttion, he incoming personhei shall request for

the rnover report of the predecessor from the Administrative Officer.
Tumover reposts follow a uniform matrix format but this shall not preclude the
option of submitting the document in a narrative format. An appropriate cover
mema shall be included in the submission of a Turnover Report.

Examinalion of turnover reparls should form part of any performance audit
undertaken by lhe Internal Aud it Service (IAS)

 The submission of a turnover report shall be one of lhe requirements for the

jssuance of a clearance by lhe Head of Office/Post through the personnel's
immediate supervisor, and with a copy surnished to the Administrative Officer

of the Office. /

FLIKVYBARDOLAZA.

-—— ———— Ay
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L. The tumover report shall form part of the 201 files of lhe deparling personnel.
Submission/nor-submission of the furnover report shall form part of the
review of the personnel's next tour ‘of duty, Performance Appraisal Reporls
(PARs), and basis for promotions. OPAS-PMD shall note the compliance of
personnei of this QOrder.

section 5. Briefing Madufe

OPAS shall prepare a briefing module on the institution of Turnover Reports in
the Department for implementation by Administrative Officers.

OPAS shall provide a briefing of the implementation of the Departmenl Order
upsn request from.incoming Administrative Officers.

Section 6.- Review by PRAISE (Prograin on Awards and Incentives for
Service Excellence} COMMITTEE

£, certified” true copy of lhe Turriover Report which shall also serve as an
Accomplishment Report shall be forwarded to lhe PRAISE Commiltee for evaluation
for possible qualification for any award, recognition or incentives.

saction 7. Funding.

The funding requirements in the institution of turnover reporis shall be
appropriated and incorporated In the General Appropriations Act.

section 8. Adminisirafive Liability

Any violation or non-compliance with this order shall be considered a Serious
offense and shall be punishable in accordance with civil service rules and
regulations, The filing of an administrative case against any ering personnel ar
officer does not preclude the filing of any other appropriate criminal or civil case for

ihe same violation(s, Goniplaints of non-compliance of faflure to meet standards set
by the supervising authority or the Deparlment shall be filed wilh OPAS for
appropriate action,

Section 9. Repealing Clause.

Al Depariment Orders, circufar and regulations, or parts thereof, which are
inconsistent with any provisions of this Order are hereby repeaied or amended
accordingly.

Section 10, Effectivity

This order shall take effect fifteen (15) days from the date of its filing wilh the
University of the Phillppines Law Cenler.

ALBERT F. DEL ROSARIO
Secrelary of Foreign Affairs

Pasay Cily, January 2012 Wepnrlwent ol Foreig Hilalvg
Ditice of e Srecrelary

) ot A
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BY:MLS TR: 0530 PM
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FOREIGN SERVICE CIRCUILLAR NO. 8/ ~/2.

SUBJECT: AUTOMATIC RETENTION OF 50% OF INGOME COLLECTIONS BY
- THE HONORARY-CONSULATES - | .

i

The 2012 -General Ap[‘aropriatioﬁs Act, undet the flrst ilem of the é|aecla!
Provislons; (Reteipts -and income) of ltem Xl (Department. of Foreign Affairs),
% . . "

Seclion 1, speclfically provides that: o

- . i ¥ . . .
*..All income retelved by any oflice, agency, or enlify, whether publlc or privale, .
parfarming consular funcllons and activilles, Including fees and chargoes colisctsd by 4
forelgn service posls...shall be duly recorded as Income of the General Fund:

» .. PROVIDED, FURTHER, that a maximum of flity percent (50%) of the.lhcoma
collectad hy honorary consulates .may bhe” fetained to reimburse thelr
adminisirative expenses: PROVIDED, FINALLY,, Itst the lolal amounl of the
incame reteingd and the subsequent alleiments lo besreleased for foreign service
posls, which Include honorary consulales, shall ‘ol exceed lhe appropriations
authoyjzed for the purpose.”

»
"oy

n view of this provision and in order to-est8blish a uniform and simpliﬁed
suheme, the following procedure is hereby Instifuted: :

1. The Hotorary Consulates General and Consdilatgs' shall be required fo
. report 100% of thelr income colidctions; B '

2. They shall he aliowad 0 automaticaily reta'in 50% of such colleclions to
relmburse thelr administrative expenses, subject to the submisslon of
acknowledgment recelipts or equivalent certifications; and,

3. They shall remlt the remaihing 50%. "
\,\\
For strict compliance.

B ,
.

MW¢J
ALBERT F. DEL ROSARIO
Secretary of Forelgn Affalrs -

i

Pasay City, 14 November 2012

TO ALL FOREIGN SERVICE POSTS

I,h‘..l-' . atyas ":'N!‘I
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Hagatuarad- ng fuopany Pantiks % 2 Wesmtient of Toveiit, Eltaivs
FOREIGN. SERVIGE CIRGULARNO, /09229 10

wunfestt  Submiesiba by Honordiy Conaidates of Monthly Flshal Reporis

i the 2009, Anhual AuditRepoit,t the Office, of s Superyising  Addilor
Commissjon on Audit (1A GOA), reconimendet] that the Department|Telterate the
respangibitity of Supervising Farelgn Service Posts over Hanoraiy Consufates to enstire
that-the, Wonshly Fiscal Reports of the Hornorary Conhsulates are fransimitted to the
Deparlimerit evelv10% day of fe sucdesdihy mont.

The Supervising Foreign Sérvics Posis should.also ensiye hat Moalhly Fisoa!
Reporte afe conlplely, to inclide the requirgd -financial<repotls entmerated ulider
Depaittient Order No. 32-84 dafed 18 Jily (984 aho Foreigh Servico Circulal Mo, 122~
93 dalet! 18-May 1998 and suppolied by pertingnt dosumenis undet sxisting Butlgeting,
ascounting and auditing rules ancd regulations.

khe Admmistrative Officers -andfer Finahee Ofifcers?of the Supervising

oreign . Service Posts respolisitie for such Honorary Condulates shall review dnd

examine the Monthly Fiscal Reporls for completeniess hefors foswardirg, thent 1o the
Depaitment,

Far slrict coriipliance,

. { Z
ALBERTG G, Koo
Socretaly of Fore iﬁjn Affairs

& LA'E
20 OCT 20y

Ethﬂﬁ;ﬁ'ﬂ OB THE DI 1o pes
TAADRIY, Eay

S N T 5 e e,
RECFIVED

06T 74 2000

RYH0 Roxlr Flul, Rigng Tity, 1600 Bhiligplies o el Po.. 83d-4008 Whity: VB Fubipl
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FOREIGN SERVICE CIRGUIFAR No /04« 04

Subject: Collegtion of Fees for Actial Services

Sectlon 1045 of Dopartment Order Na. 19A-95 (Regulalions of
ihre Departinant. of Foreigh Affan'e{), cated 28 April 1995, provides as

follows.

as su

"aes are collected for actual setvices rencered. As leng
ch services are achially rendered, no refund shall be

mat:]e even if the cerlificate or docunmignt or any matter applied
for is not subsequently obtained.”

Al Posts are, therefore, reminded of the following:

4.

4,

Fees shall be collected for setvices aclually rendered {o
the public abroad, which include, among olther things, the
igsuance of cerlifications.

Fees to be callected shall be based on presciibed fees in
the Revised Gonsolidated Scherule of Service Fees
(Depattment Order No. 07-00, dated 8 May 2000, a8
amended by Depariment Order No. 10-02, .dated 5 April
2002: and Department Order Mo. 01-08, dated 2Q
January 2003}

The usa af service number should be slricly
implemented.

All other extsting Regulations and Orders on the collection
of fees shall remain in force.

Please be guided accordingly.

Pasay Cily,

W N
FRASZLIT M. REDALIM

Undersecvretary for Administration

PJAR 12 2004

TO ALL PHILIPPINE FOREIGN SERVIGE ESTABLISHMEMTS

WAR"1 2 2004
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CASH RECEIPTS REGISTER
'...ln..ae Department of Foreign Affairs
qu E THE FOREIGN SERVICE OF THE PHILIPPINES Name of Collesting Offizer 3
= 7 Sheet No,
Name of Pos{ Pate:
I Receipt/ Cash - Collecting Officer BREAXDOWN OF RECEIETS
it Slip {10101010) OTHERS
Payor TRAVEL WSA | umienmicamion)  NOTARIAL hyseerianeous UACS
. : DICUMENTS | SERVICES SERVICES
Nurnber Regeipts | Deposits { Balance SeRvICES SERVICES Account Deseription Object | Amount
Code
t @) ]
TOTALS o o #REEL B ol 0 [}
CERTIFICATION

I hereby certify on iy official ooth thar tie above is a irie siaterzent of all colleclions
raceived by me during the pertod stated above for which Qfficial Receipt Nos.
o inclusive, were actallp issued by e in the omeinls
shown thereon. Fateo certify thae Fhave not recelved money fion whatever source
1 £ having Issued the necessary Qfficial Rezelpt In ocknorvledgemont thereofl
C. received by sitb-collectors are recorded above in fump-stim opposire their

Slgnature over Printed Name of (he Accountable Officer
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CERTIFICATION RECEIPT
PHILIPPINE HONORARY CONSULATE

{Post)

The Philippine Honorary Consulate herewith certifies the receipt of the amount of

Amount _ (Amount in words)

That is equivalent to 50% of all income collected by the Honorary Consulate from the
Philippine Embassy/Consulate . The amount is a reimbursément on
administrative expenses incurred during the period

Signature over Printed Name of Honorary Consul

date
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THE FOREIGN SERVICE OF THE PHILIPPINES

Post
Cummulative Reports of Income Gollection
For the period

Particular

Total Wark Units

Totzl Collection In US Dollar

This Month

Month

UpTo The Erd[ % :
Of Breceéding | ., Of Moniix”.

UpTo The'End

Govared By
This Repork

Local
Gurrency

USDollar /| This Month

"UpToThe End OF
Woith Govered By
This Report

:UpTo The End Of,
-Freceading Month

. SERVIGE INCOME

Visa Services-3 monihs

Visa Services-6 months

Visa Senvices-1 year

Visa Services-Testicled nationalsiothers

Notacizls

Acknowledgemenl, Jusal, SPA elc

Certfication

Aunihentication Sevices

Miscellaneous Services

Overlime ~ Visa Services

Other Service Income

Tatal Service Income

1. MISCELLANEQUS INCOME

Interest Income

Olner Miscellaneous Income

Total Miscellaneous Income

TOTAL -

GERTIFIED CORRECT:

P

Honorary Consul "
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REPORT OF ACCOUNTABILITY FOR ACCOUNTABLE FORMS

For the raouth of ;20
Fund Clusters
Accountable Forms Beainning Balance Teceint Issue . Ending Balance
. Tnelustye Serial Nos. . Tnchysive Serial Mos. , Taclusive Seris Mos. Inclusive Strial Nos.
e of Forn ; i

N Number FaceValue | Quisntity T o Quanlity Trom Ta Quantity Tom T Quantity Tom e
\CE YALUE .
Receipts (FA Form o, 89)
TEACEVALUE
Jocument
ickers/Laminates

CERTIFICATION

Fherely cedify thet the forsgoing isa truesiotement of oll accauntable forms received,
issued and toansferred by me durlng the period above-siated and tht the beglnning and ending bolancesan: comesl.

Shgratuee aver Printed Wame of the Accountable Offficer
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URGENT
To: All Posls
Fr: oua

Ge: OFMS and HRMG

Re:  Timely Submission of Fiscat Reports and Remittance of 509% Income Coliection
of Honorary Consudates

Dt 30 September 2016

Pg: 12 pages including this page

Cn;

In line with the Department's effort to be more responsive 1o the COA’s audit
observations, ali Honorary Consulates are reminded of the monthly submission of
Fiscal Report, which shall contain the following:

a) Transmittal letter o the Depariment through - the Supervising Foreign
Service Post (Annex A), indicating the full amount of income collections
during the month;

b) Proof of Remittance;

» To remit the gross amount of the 50% reported collection for the
montly;

> Any bank chsrges in the remitiance shall form part of the
administrative cost covered by the autornatic 50 percent retention
from collectfons of the HCs;

¢) Acknowledgement receipts or equivalent certifications {Annex B} for the
50% collections retained by the Consulates to cover their administrative
expenses per Foreign Service Circular Na. 212-12 dated 14 November
2012:

d} Abstract of Receipts -and Deposits {Annex C) supporied by duplicale
copies of DFA official receipts (FA Form No. 89) issued:

» n case of cancellation or defective teceipls, bath original and
duplicate receipts shall be submitied:

e} Cumulative Report of Income Gollections (Annex D)

) Monthly Report of Accountability on Accountable Forms {Annex E)

1. for FA Form No. 89 — DFA Official Receipts and
2, for VISA Stickers.

2 - 235F ~QUA- 201C , 2B 30 Sep. 2016

i
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If.ere are no collections during the month, the following shall be submitted:

a) Transmittal fefier to the Department through the Supervising Foreign
. Service Post {Aanex R}

b} Ceriification of o coliections (Annex G);

¢} Monthly Report of Accountability on Accountable Forms (Annex E)
1. for FA Form No. 89 — DFA Official Receipts; and
2. for VISA Stickers,

The Administrative Officers andfor Finance Officers of the Supervising Foreign Service

Posts responsible for such Hohorary Consulates shall review and examine the Manthly

Fiscal Reporis for compleleness before forwarding them to the Department, per FSG
No. 107-2010 dated 13 October 201 0.

The Department wishes to reiterate the responsibility of the SuUpervising Foreign Service
Posts aver Honorary Consulates {o ensure that the Monthly Fiscal Reports of the

Honorary Cansulates are transmitted fo the Depariment every 10™ day of the
succeeding month.

ned are the following related Forelgn Service Circulars:
= FSGC No, 212-12 dated 14 November 2012
* FSC No. 107-10 dated 13 Qclober 2040
+ F3C No. 108-04 dated 12 March 2004

For strict compliance.

For the Secretaty of Fareign Affairs:

LiNéLINGAY F. t(&AN LALE

Undersecrefary

Engls.; as stated
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MEMORANDUM FOR THE SECRETARY OF FOREIGN AFFAIRS

Allention: The Assistant Scoretary. Office of Fiscal Manasement

Brom T Stnatrare gver Peacd Newite af thiacany Consulur Qifices
Consul. a.h.

Subject : Fiscal Report for the month of

Date

- complizoce with the Departiment existing accounting and suditing rules and regulations, [ ha
the honor to submit the fiscal report of the Philippine Honorary Consulate General .
for the manth of .

1 Proof gt Remittarce

2 Ackuowledaement Reocipl/Certificate of Rewnlion af 50% Income Collections
in the amoeunt of Eures

3 Abstract af Receipts and Peposits (FA TFoan $9) with a total of Euros _
Dupiicaie Copics of Official Receipts [ssucd
OR Nos. (0. , inclusive

4 Cunwmludive Report of licome Collections/Statement of Momlily Collections
5 Monthly Report of Accoumtability -~ DFA Qfficial Receipts

5 Montiily Report ol Accountability - Visa Stickers
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Anner 571

CERTIFICATION

I heveby certify on my official oath that the income collections for the manth of
amounicd to €

[alsu certify that 1 have reecived and utilized $0% of such collections cquivalent i
- lor the administrative expeuses incwrred during the month/periad stated.

Sigmntitre vver Frinted Noaeof Henorars Consoinr Officer
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ANNER "¢
F4 Form 88 .
THE FOREIGN SERVICE QF THE PRILIPPINES
Post: Philippine Honorary Consuiate
ABSTRACT OF RECEIPTS AND DEPOSITS
For the momt/period __
oR AUV COLLETEOTY SLAVEE CLAZZREIAATON 1 UZ btraca) Rulends,” | ACTISL AROUHT RECENED FERORL, IOTALAROUNS OF DEPOSH Rate
DATE 0.8 HANE QF RATURE OF Paspes Yia Notarol | Avihoes Yoo, | Expadid | Deposes. B S, Equivaieat Dt Eank Grodt CURG
KQ PAYORZANK COLLECTION Sepisos | Sevites | Senitey | featn | Borviees | Swvins | Ot Co, | tURO Dolare | mbShet= | epRo | OsS _ EURD ©ISs .
TOTAL COLLESTIONS - « . . . . . . . s . . .
CXRT) _.._.arq,—om

1 HERERY CRRIPY ot oy fffns s thel the boee i @ freg: stalement of ulf salectons e wid o

s male by o Mepeded L ieliich affin) ecelin
RIS o o Wt s« D, v il et amd for el depnnlr s e sehtncd in pekomderpeown o0 g s erea falo certifjs st § oot
T reestibist gy oot wlsdever svnure withons hedng foated the fitzeseaty afficiah reopté bz ueknolapnient thovens,

Slaaature ovir Prinied Nams ol 0% Hoasrary Cansular Olfisat
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THE FOREIGN SERVICE DF THE PHILIPPINES
POST: PHILIPPING HONORARY CONSULATE

CUMULATIVE REPORT OF INCOME COLLECTIONS
ASOF

PARTICULARS

ACTUAL CURRENCY RECEIVED

TOTAL WORK UHITS THIS PZRIOD

TOTAL COLLECTIONS I8 1.5, DOLEARS

UptoEndaf Up 16 End of
Tls tdonth Preceding Month Covered
Month 0y {hs Repont

.5, Doflars CURO

This Honth

UptpEndof
Preceding
Hoalh

Upoénd ol
Homb Covereal
By Lhis Repart

SERVICE {NCONE

a Passport Sepvices
a.LRegular~ {Hew/Rentval z-posspart)
%205t/ Mutiinted - (MRRP/MRR)
A3 Lost/Hutitated  fe-paszport)
w4 Ameadment
255 avel Dotumant,

b Visa Services

¢ Notarial Services

d Authentication Services

¢ Miscellaneous Services

el e - - -]

Total Setvice Incoma
Add:  Expedite Processing Fee
) Visz

b Authentication

¢ Notarlals and tiiscellaneons Servzes

o
=]
=2

=]

Total Collections

EERTIFIED CORRELT:

Slgnature over Printed Name of Philippine Honorary Consular Officer
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ArHER Vg
Ganpral Fom Ra 10A}
ACCOUNTABLE FORNMS
MONTHLY REPORT OF ACCOUNTABILITY
Pezt anee ol 1Y Hemutary Congidat Oy MoniiPesiad Coverad
INCLUSIVE SERIAL | Grreedl | INCLUSIVE SERIAL | Generad INCLUSIVE SERIAL o.ga....“. INCLUSIVE SERIAL | Gererat | INCLUSIVE SERIAL | Gerery
NUMSERS Foan NUMBERS Form NUMBERS Form NUKBERS Fon NUNMBERS Eam
« [OFA QOtighl Reeeipl)  1ein Numbed {in Fembes) 1in Hostbe! {inNumagy {In Hubes
DEBITS FAFORMKO, 83 |olpiesos) of Feees) 2 Binsog) . of Bivses) ol Piosns
1 Babwe owpnnang ._
T OT AL i ’ D R . 1] 0 0
CREDIT S
2 Wil [0 vadews erediions
3okt nawon hand,
T 071 4L ] B 8 T % ]

teently that the loregoing Is & bue statement of 21l seeouniable forms, roceiva, issuad and kanslered by me duting theperiod slaled abova,

Shnature over Printed Hame of Phiioping Honoraty Consular Olficer
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Arywex ™ £t

MEMORANDUN FOR THE SECRETARY OR FOREIGN AFFAIRS

Alicofion: The Assiglant Secretary, Office of Fisead Management,

From 2 Siguminne ever Printed fhne of tlonarany Consuiar CHiicer

Consul. a.h,

& ot :Fiscal Repaort for the month of

ratld .

in compliance with the. Dopartment existing accouuting and audiling rules and rogulations, T hat
the honor to submit the fiscal report of the Philippine Honorary Cansulate,
for the mounth of .

s Curtification of No Collections duving (he month of _ _
= Monthiy Report of Accouniability on Accountuble Forms - FA Form No. 89 « Official Reveipis
= Monthly Report of Accovntability on Accountable Foting - FA Parmt No, $9 - Visa Stickers
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b

ANMEx *

B

The Foreign Service of the Puilippines
Post: Philippine ¥lenorary Consulate,

CERTIFICATION

} heveby certify on my official oath that there are no collections
during the month of

This certitffeution is issued in liew of the Monthly Abstract of
Reecipls wnd Deposits (FA Form 83).

Signatore over Printed Name of Honorary Consular Ofllicer
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oaran ny @awapang Pandabas S=2  Wepartment of Foveinn Affairs

DEPARTMENT-ORDER No. (75" -9
THE CREATION OF A CLIENT FEEDBACK PROGRAM IN. ALL UNITS OF
THE DEPARTMENT, INCLUDING THE HOME OFFICE, FOREIGN SERVICE

POSTS, HONORARY CONSULATES/CONSULATES GENERAL,
REGIONAL CONSULAR OFFICES AND SATELLITE CONSULAR OFFICES

Section 1. Legal Basis and Justificafion.

Pursuant to Section 10 of Republic Act No. 9485, otherwise known as the "Anti-
Red Tape Act of 2007,” requiring the establishnient of feedback mechanism in
all government agenciés and incorporating results in the annual report, in
consonance with Section 4 of the Republic Act No. 8713, otherwise known as
the "Code of Conduct and Ethical Standards for Public Officials -and
Emiployees”, adhering to ihe standard set in this prdvision to ensure the quality
of public service rendered’by. the Deparfment, and pursuant io Section-32,
Chapter 9 of Executive Order No. 292 or also known as "Administrative Code
of 1987 wherein “public " officers and employees must at all fimes .be
accountable to the. people, serve them with utmost responsibiiity, integrity,
foyalty and efficiency, act with patriotism and justice, and lead modest lives”, a
Client Feedback Program for all the units of the Department, including the
Home Office, Foreign Service Posts and Regional Consular Offices is hereby
created.

Section 2. Objectives.

Every unit of the Department is required to implement the Client
Feedbatk program in order to achieve the following:

» To recognize the efforts of all the employees of the Department,
whether rank-or-file or officérs, whether working in the Home Office,
FSPs, or RCOs, who have promoted accountabllity and good
goveinance through the exemplary performance of theif respective
duties and responsibilities in their places of assignment,

s o identify areas for improvement in the service rendered by the
employees, as well as provide basis for assessmént and evaluation
of pracedures of public service rendered; and

« To provide clients the means for ventilating feedback on the
performance_of the Depariment's personnel, especially the frontline
services, pursuant to applicable laws and civil service rules and
regulations.

Section 3. Formation of Technical Working Group and its Functions.

The TWG shall be composed of one or more qualified representatives
jrom the following offices:
» Office of the Undersecretdry for Administration;

0230 Raes B, Pasap City, 1300 Philippies * Tel, Do. 834-4000 * tity.bngob.pl
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« Office of the Undersecretary for Migrant Workers Affair
{OUMWA);

« Office of Consular Affairs (OCA);
= Office of Personnel and Administrative Services (OPAS); and
» Public Information Service Unit (PISU).

The Technical Working Group (TWG) will perform the following
functions:

1. Study the following aspects of the program:
a. The coverage and limitations of the implementation: of the
program under relevant Philippine laws;

b. Budgetary allocation for the materials and equipment to be
used in the implementation of the program, fraining of
personnel, and awards in all forms:

¢. Procedures for the implementation and review of the program;

d. Training of personnel and designation of accountable
personnei in the implementation of said program; and

e. Ofther relevant and significant issues and matters related to
the program.

2. Execute a periodic review of the implementation of the Client
Feedback Program every six (6) months.

The TWG Secretariat shall be composed of officers and employees from
QUA duly appointed by the Undersecretary for Administration. Aside from the

abovementioned functions, the TWG Secretariat shall perform the fellowing
duties:

1. Monitor the compliance of all offices/units;

2. Evaluate the submiited monthly accomplishment reports for
formulation of addifional recommendations, if necessary; and

3. Other necessary adminisirative, coordinative, and substantive
functions and duties relative therefo.

Section 4. Coverage of the Client Feedback Program.

All Home Office Units as well as all Foreign Service Posts (FSPs) and
«s aftached agencies, Regional Consular ~ Offices (RCOs), Honorary

Consulates/Consulates General, and Satellite Consular Offices shall be
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covered by this Department Order, prioritizing offices/units with frontline
¥ —ices,

stion 5. Defl.iition of Terms.

1. Frontline Office refers to an office which directly interacts with the
general public in rendering public services like, but not l(imited to,
Assistance 1o Nafionals (ATN), passport application, document
authentication and visa application.

2. Administrative Office refers to the offices in the Department
responsible for the management of ifs personnel and the drafting and
implementation of administrative tasks..

3. Substantive Office refers 1o the offices in the Department and atitached
agencies which are tasked to draft policies relating to Philippine foreign
policy.

4. Attached Agency refers to agencies under FSPs carrying out
substantive, as well as administrative and coordinative functions with
other government ‘agencies in the fulfiilment of the mandates of the.
Department.

5. Internal Clients refer to the employees of the Department and its
attached agencies who avail of the service provided by employees from
Support to Operations (8TQO), General Administration and Support
Services (GASS), and offices that are directly involved in the operations
of the Department.

6. Exterpal Clients refer to the public who interacts and avails of the
services rendered by the employvees of the Department.

7. Clients refer to the taxpayers who avail of the services of the
Department, whether frontline, substaniive or administrative services,
which may inciude Philippine government officials. This excludes non-
clients such as foreign dignitaries, guests, visitors and partners of the
Department or. Government, but will still be accorded with the same
standard of service.

Section 6. Implemeniation of the Client Feedback Program.

1. The Client Feedback Program is voluntary and the Depariment will leave
it to individual units o phase in iis implementation.

2. The Department will have the Client Feedback Foifm in electronic fileand
disseminate it to the Home Office Uniis, FSPs, and RCOs for production
of hard copies. The cost of the production shall be shouldefed by the
respective units and shall be liquidated or reported under Maintenancea

and Other Operating Expenses (MOOE). The number of forms to be

produced will be determined by getting the average number of clients
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serviced per day by the respective units. In the event that the forras will
run out, the units should have extra forms ready. Also; the dient
feedback form shall be available at the Post's website, which may aiso
be accomplished online.

Every unit of the Department will be required io place two (2) client
feedback boxes in a conspicuous public place In each office or unit,
separating accomplished forms for the infernal and external clients. The
feedback forms will be placed next to these boxes. A description of each
gualitative criterion and indicators shall be posted near the boxes to
guide the raters/clients in accomplishing the forms. In special cases,
case officers shall also have feedback forms on their respective desks/
cubicles ready for distribution to their clients affer rendering services. In
all cases, feedback forms shall be distributed fo the client at the end of
seérvices rendered.

For proper identification, DFA personnei assigned in frontline offices who
inferact with the general public shalt be required to use nameplates,
which shall only indicate the person’s nickname for security and privacy.

. The unit will assign the Administrative Officer (A.O.) to monitor the usage

of the forms and the box, as well as the preparafion of the monthly
accomplishment report (the consolidated report of the accomplished
dlient feedback forms).

The monthly accomplishment reports shall follow a namative format with
a brief executive summary at the beginning, including an appropriate
cover memo Tor its submission. The monthly report shall include a bar
and pie chart to visually show the tally/count from the accomplished
forms. These charts, which shall include the fotal number of clients who
submitted duly-accomplished feedback forms for that particular month
and previous months or time period, shall be posted at the office for
public viewing. These monthly reports shall be consolidated and
includad in the annual reports submitted by the offices. In relation to this,
for frontline offices which render service to the general public, a visual
presentation _or_flowchart of procedures (J.e. authentication of
documents, visa application) shzall be posted 1 conspicuous areas
where external clients can refer to in order to gain knowledge of what
franspires In the processing of their documents or applications.

The dient feedback form for telephone calls, e-mails, and other
correspondences shall be accomplished oniine through the Post's
website. A description of each gualitative criterion and indicators shali
be posted in these websites in order to guide the raters/clien’cs
accomplishing the form online. These shall also form part of the monthly
accomplishment reports of the unit. Moreover, the personnel should
explain to the client the impartance of coursing the feedback through the

form.
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8. The monthly accomplishment reports will be assessed by the Executive
Director I Consul General or Deputy Consul General of the office / unit /
post, ensuring that all feedback obtained {survey forms, telephone cadlls,
e-mails,_and other correspondences) are inciuded. Reports coming from
FSPs and RCOs shall be cotrsed through OCA, 'who will .conduct
secondary evaluation of the monthly accomplishment report with the
help of the TWG Secretariat. These reporis will .be subsequently
forwarded to OUA by the unit heads of offices (for RCOs and FSPs, OCA
shall forward such} with the corresponding recommendations.

9. Only exemplary and notable commendations/ praises/ accomplishments
shall be recorded in the employee’s 201 file.

10.Members of the TWG Secretariat from the Office of the Undersecretary
for Administration (OUA) ‘will .be tasked to monifor compliance of this
Order. The TWG Secretariat will also evaluate the monthly reporis for
additional formulation of recommendations for the appropriate course of
action, if necessary. The TWG Secreiariat shall-furnish the Civil Service
Commission a certified true copy of the compilation of accomplishment
reports of all units on a monthly basis.

11.A certified true copy of the monthly accomplishment report of-dli units
shall be submitted to the PRAISE (Programs on Awards and Incentives
for Service Excellence) Committee for evaluation ori the conferment of
the Most Improved Unit, Employee of the NMonth, Most Customer-
Friendly Unit, Most Responsive Unit, MostInnovative Unit and Most
Efficient Unit awards. Such awards shall be given at the annual DFA
day.

412.To further bolster the capabilifies of the respective units to both monitor
compliancé with the implementation of the program and maintain the
integrity of said program for offices with frontline services for external
clients, closed circuit television cameras (CCTVs) will be Installed in
strategic locations around the premises of the unit, pariicularly in areas
where frontline public services are being rendered. Budget for the
purchase and installation” of GCTV units -should be submitted- in the
réspective budget proposal of each Post under the classification of
“Capital Outlay”.

Section 7. Date of Submission of the Client Feedback Forms.

The monthly accomplishment report, which shall include a report on the
efficiency of the service rendered by the submitting unit of the Department
through the perspective of the clienis served as reflected in the Client Feedbacik
" arms, shall be submitted not later than the 50 day of the succeeding month.

The offices shall also not be required to transmit the actual accomplished
forms. However, they should keep the scanned copy of the forms or the actual
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s in their office for audit purpose. These files shall be kept for a maximum
#X (6) monihs at a time.

Section 8. Elements of the Clienf Feedback Form.

Sec. 10 of the R.A. 9485 states that, “The Reporf Card Survey shall also
be used fo obtain information and/or estimates of hidden costs incurred by
clients to access frontline services which may include, but is not limited fo,
bribes and payment fo fixers.” In this regard, the Client Fesdback Form which
will be distributed by the units of the Department for the public’s evaluation and
assessment of services rendered will have the following elements:

1.

Name of the dlient — the person evaluating and assessing the DFA
personnel may or may not indicate their name on the feedback form
for confidentiality purpose of the client;

Name of DFA personnel being pralsed or complained of — to accord
to the specific DFA personnel the proper merits or praise, as well as
negative comments and observations. This part shall also be
optional;

E-mail address — in order to allow the office/employee to address the
ciient’'s feedback;

Service availed of by the dlient — amplé space will be provided for
identification of servicefs availed;

Time and Date — to indicate the period of service rendéered, which
would factor in the monthly or annual accomplishment evaluation of
the Home Office unit, FSP, or RCO;

Nature of Observation — to indicate the evaluation and assessment
by the client, both internal and external, of the services rendered, the
working atmosphere in-the Home. Office unit, FSP, or RCO;

Quality of Service

a. Courtesy — refers to the politeness exhibited and hospitality
extended by the employee in all interactions made by the
clients with any employees in the unils, regardiess whether
they are on duty at the window or just merely being asked for
directions by the client, as applicable;

b. Prompiness— refers to either the timely response of the official
or employee in directing the client to the appropriate action
officer or the efficient time management of the action officer
regarding the client's concerns or in any other fransaction
which includes meeting deadlines;

¢c. Knowledge/ Ability — refers to both the quality of the
knowledge possessed by the offictal or employee which
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addresses the questions or issues raised by the client, and to
the suitability of the official employee to perform the duties and
responsibilities of his/ her assigned job positionfiitle.

All officials and employees are accountable in this aspect, as the
quazlity of service can be gauged from the moment a client enters
the premises of the unii, fo the manner by which the client was

accommodated.
Facilities
a. Comfort — refers fo the capacity of physical ease and well-

being provided by the premises of the unit, from the
accessibility of the unit, ease of directions around the unit as
the clients go through procedures in the assigned areas, to
the quality of the furniture {(e.g. sofa), equipment (e.g.
photocopying machine) and maferials (e.g. ballpoint pens)
which would assure comfort for the client as he/she goes
through the procedures;

Cleanliness — refers to the neatness of the area which
contribute to the conduciveness for public service transactions
and promote an atmosphere of cohesiveness in the flow of
bureaucratic procedures, such as referrals to particular/
specific units and step-by-step processes, and;

Sufficiency ~ refers to the adequacy of the quantity and the
quality of the physical facilities necessary for transactions (e.g.
applicafion forms).

The property officer tasked with the mantenance of the
cleanliness and integrity of the premises of the unit, as well as the
upkeep of resources, materials and equipment necessary for the
day-to-day functions of the unit, is accountable in this aspect.

7. Indicaiors — the scale to be used in order to rate the client services
rendered and-working atmosphere in the offices;

a.

Excellent — if the service rendered by the official or employee
is exemplary according to the standards-of the evaluating
client, and if such service extended beyond the call of duty, or
covered an aspect of the service not directly related, but
naonetheless relevant, to the service which was requested;

Satisfactory — if the dlient is merely satisfied with the
perforrmance of the official or empiovee, and adjudges such
service as “ministerial® and without any added value; this
means that the evaluating client expected everything which

transpired during the transaction;
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c. Neutral — if the client deem the elemenis being rated as
irrelevant o the service availed or just merely disinterested;

d. Unsatisfactory — if the-client is notl satisfied with the manner
by which the requested service was rendered, or with the
emotions which the official or employee exhibited during the
transaction, and adjudged the transaction as below par of the
standards of government public service; and

e. Poor —if the client experienced difficulty and exasperation as
hefshe goes through the necessary:bureaucratic procedures
in attaining the purpose of the transaction; this difficully and
the level thereof may be found or gauged for whatever reason,
procedural or attitudinai;

8. Inputs, comments énd suggestions for better service.

9. Non-Disclosure Statement - for the survey forms uimost
confidentiality, the statement shall be included In the standard survey
form “the contents shall be kept confidential and shall be for internal
use/ evaluation only”.

Section 9. Requisites-of a Valid Accomplished Feedback Form

order to consider an accomplished feedback form valid, the following
Jisites should be satisfied/ present:

1.

The elements “date and time of service requested” and “service availed
of by the client’ should be properly filled out in order to validate
feedback with the CCTV footages for notable praises or compelling
complaints;

Four out of six criteria o be evaluated should be rated by the client. in
the absence of a rating for any criterion, it shall automatically be given
a “Neutral” rating;

IHegible penmanship in the “Other Comments/Suggestions” shall notbe
entertained. Other comments written in the feedback forms with illegible
penmanship shall not be included in the monthly accomplishment
report.

Section 10. Elements of a Monthly Accomplishiment Report.

Two (2) Monthly Accomplishment Reports shall be prepared in order to
distinguish the evaluation of the two (2) .types of clients, the internal and
external clients, served by the office. The following elements should be present
in the submitted monthly accomplishment report.

1.

Executive Summary — this shall provide the reader an overview of the
feedback received for that particular month. Tha averans ratina of fima

Post should be indicated;
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2. Surmnmary of Rating — this shall be presented in three (3) parts:

a. Matrix - this shall be in tabulated form;

b. Pie Chart - ratings for a particular criterion shall be plotted 1o give
the reader an idea of the proportions of ratings for a given
criterion; and

¢. Bar Chart — ratings ebtained in different pericd shall be plotted to
give the reader a visual representation of the variation in different
periods.

3. Other Comments_ - feedback written in.the space provided in the form
shall be written in a tabulated form with the corresponding "Remarks /
Action Taken” by the Post or Office; and

4. Recommendations — these are -action plans formulated upon reviewing
feedback received for that particular month.

Section 11. Objectives of the Conferment of the Most Imiproved Unit,
Emplovee of the i\_f!onth Most Customer-Friendly Unif, Most Res onsive
Urniit, Most Innovative Unit and Most Efficient Unit Awards.

1. To encourage offices to actively implement the client feedback program;

2. To recognize the efforts of the dedicated public servants serving in the
Department who have exemplified the Department's value of
professionalism, integrity and energized bureaucracy; and

3. To identify the unit of the Department which possesses the best
praciices of the procedures done in pursuit of the Department’s mandate
through the perception of the public in their comiments, inputs, and
suggestions on such.

Section 12. Definition of Various Awards Given.

The established best practices, which would be decided by the TWG, for
each frontline public service rendered will serve as the baseline for evaluation
of all units.

1. Most Improved Unit — Given to the unit that exhibited significant
improverment in their service 10 the clients compared to the unifs
performance during the previous month. This shall be determined by
obtaining 25% more positive feedback (computation of “excellent” and
“satisfactory” indicators and the gravily of each praise/feommendation
given by the client) on a monthly basis for the period.

2. Employee of the Month — Given to employees who received a significant
number of positive feedbhack, based on the accompliished forms and
other forms ¢f obtaining feedback from client. This shall be determined
through comparative ranking of employees across postsfunits wherein
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90% of positive feedback obtained from the survey should be “exceillent”
and no negative feedback shall be received.

3. Most Customer-Friendly Unit — Given to the unit which garnered a
significant number of votes, in the submitted accomplished feedback
forms, pertaining to the friendliness of the staff members of the unit. This
shall be defermined by obtaining 95% of positive feedback obiained from
the survey should be excellent for the “Courtesy” criteria, under Qualify
of Service, and no negative feedback shall be récelved.

4. Most Responsive Unit — Given fto the unit that has implemented a
significant number of recommendations given by clients and the TWG
Secretariat based on previous month’s performance. This shall be
determined by evaluating previous monthly accomplishment reports
(including the recommendations) and assess the improvement of service
based on the succeeding monthly accomplishment reports. The uhit
should have at least applied 20% of the recommendations formulated by
both head of offices/posts and the TWG Secretariat.

5. Most Innovative Unit ~ Given to the unit that made a significant number
of improvements on standard procedures and submitted a good number
of acceptable quality recommendations that resulied to upgraded
efficiency and better service. This shall be determined by obtaining 30%
more positive feedback, every month, after the first month of
implemeritation.

6. Most Efficient Unit — Given to the unit that has exceeded positive
performance beyond what was sef by the Department (Best Praclices).
This shall be determined by obtaining 90% of posifive feedback should
be “excellent” for all criferia and no negative feedback shali be received.

All of the abovementioned awards, except the: Employee of the Month
Award, shall be given annually, on the occasion of the celebration of the DFA
Day. Conferment of each award shall not be limited to one (1) unit or post, as
long as they satisfy all of the requirements. There would be no monetary
incentive attached to the said awards, but such positive evaluations will form
part of an employee’s 201 file o form basis for possible promotion. Conferment
of awards shall be up to the PRAISE Committee’s evaluation and decision.

Seciion 13. Reposifory of the- Client Feedback Form, Monthiy
Accomplishment Report and GCTV Footages.

Upon the processing of the Client Feedback Form for appropriate action,
such as inclusion in the personnel’s 201 file for evaluation and promotion in the
next scheduled meeting of the Board of Foreign Service Administration(BFSA)
or the Promotion Selection .Board of the Department, the OUA shall serve as
the repository of the compilation of monthly accomplishment reports. The

especiive units/offices/posts shall serve as the temporary repository of
accomplished forms with a maximur retention pericd of six (6} months, CCFV

footages shall not have a maximum retention period.
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tion 14. Periodic Review Mechanism of the Client Feedback Progiam.

' A periodic review of the efficacy of the program shall be conducted every
six (6) months by the Technical Working Group (TWG) o determine areas for
improvement and to measure the efficiency and adequacy of the program.

fssues and concerns encountered by Home Office Units/FSPs/RCOs in
the implementation of the program shall be reported to the Department by
including the summary of the issues and concerns in the covering
memorandum of the monthly accomplishment reports.

The TWG Secretariat shall consolidate all issues and concerns
submitted by the offices in order to be included in the agenda for the periodic
TWG meeting.

The consolidated summary of issues and concerns prepared by the
Secretariat shall serve as the agenda of the TWG mesting. Any decisions
resulting from the meeting shall be amended in the Department Order
accordingly.

Section 15. Adminisitrative Liability.

Any violation or non-compliance with this Order shall be considered as
less grave offense and shall be punishable in accordance with Civil Service
rules and regulations.

Section 16. Repealing Clawuse.

All other Department issuances or paris thereof inconsistent with the
provisions of this Order are hereby repealed or amended accordingly.

Section 17. Effectivity.

This Order shall take effect fiffeen (15) days from the date of its filing
with the Office of the National Administrative Register (ONAR) of the UP Law
Center.

For compliance.

Pasay City. MAY 8 8 2013

ALBERT F. DEL. ROSARIO
Secretary of Foreign Affairs
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% _Y URGEN

To ALL FOREIGN SERVICE POSTS

Fro HRMO

Cc OUA, QUCSCC

Re Implementation of Client Feedback Program

& L HAY 106 2018
CIR = 1400 - HRmp ~AD19

HRMO requests all Foreign Service Posts (FSPs) to create a client feedback form for
the use of Philippine honorary consular officers under their jurisdiction, in compliance
with Department Order No. 05-13 dated 08 May 2013 (The Creation of a Client
Feedback Program in alf Units of the Department. including the Home Office, Foreign
Service Posts, Honorary Consulates/Consulates General, Regional Consular Offices
and Satellite Consular Offices),

The utilization of the client feedback form will help ensure accountability and improve
the delivery of public service by the office of the honorary consular officers.

EZZEDIN H. TAGO
Acting Assistant Secretary

Attachment: As stated.

HR-H- (518 /2018
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COAT OF ARMS OF
THE REPUBLIC OF THE PHILIPPINES

When reproducing the coat of arms, it must be set within an isolated zone of free space (figure 8),
that is white or light background for the colored and single-color version, and black or dark-color
background for the reverse-white version (figure 9 and 10). No graphic elements, titles, text, back-
ground color changes or other design elements may occur in this protected space. This area of
isolation is equal to 1/4 the width of the coat of arms extending out on all four sides,
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Figure 8, Area of Isolation Figure 10, The seal on a light-colored

background

Furthermore, the coat of arms must not be rotated or reproduced as a stretched image.

23
—Juapl‘-!!‘j’

LI

Figure 11. The coat of arms should not be: A} tilted; B) stretched horlzontally; C) stretched vertically; and D} prined
with a lighter or different color

PRESIDENTIAL COMMUNICATIONS DEVILOPMENT AND STRATEGIC PLANNING QFFICE
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COAT OF ARMS OF
THE REPUBLIC OF THE PHILIPPINES

For the purpose of standardization, the coat of arms in its colored version shall subscribe to the
technical color specifications of the Philippine flag as specified in RA No. 8491, Chapter 1, Section 28:

“The technical specifications shall be as follows: The bjue color shall hear Cable No. 80173; the white
color, Cahle No. 80001; the red color, Cable No. 80108; and the golden yellow, Cable No. 80068.%

When using the full-colored coat of arms {figure 6}, it must be reproduced on a white or light-color
background. When reproducing the coat of arms in dark-color background {figure 7), the single~color,
reverse white version must be used.

figure 6. Full color rendering. Fizure 7. Single-color rendering.

The colors must be applied as follows:

Color Cable No. Pantone CMYK(Print) RGB(Web)
BLUE 80173 283 C C100-M80-Y6-K32 0-45-114
RED 80108 186 C C2-M100-Y85-K6  200-16-46
YELLOW 80068 123 C CO-M19-Y89-KO  255-199-44
WHITE 80001 NA. N.A. 255-255-255

RESTDENTIAL COMAMUNICATIONS DEVELOPMENT AND STRATEGIC PLANNING QFFICE
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THE PHILIPPINE FLAG

Flag Description: two equal horizontal bands of blue {top) and red
with a white equilateral friangle based on the hoist side: in the center
of the triangle is a yellow sun with eight primary rays (each containing
three individual rays) and in each corner of the triangle is a small
yellow five-pointed star.
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RULES FOR THE USE AND HONORING OF THE NATIONAL FLAG
(EXECUTIVE ORDER No. 321 DATED JUNE 12, 1950}

The National Flag shall be displayed in all public office buildings, ofiicial
residences, public squares, and institutions of learning every day throughout the
year, and shall be ralsed at sunrise and Jowered at sundown. It should be on the

mast at the brealc of day, should remain flying throughout the day but shall not
stay flying after the sun has actualy set. except whien specially prescribed. The
Hagstai must be straloht, slightly and gently iapering at the end.

_The Flag should never be used to return the salute of any individual or
organization. It should never pe adipped by way of compliment or satute o or for
any persai, except when Used for ekchanging courlesy as an official act between
States.

Th= only flag that may float above the

Nalional Flag is a church. pennant
to syriboiize “God above Country.”

The Flag, If flolvn fion a3 flagpole, -should have jts blue field on fopin Hme
“peace and the red field on top in #me of war,; Ifin a hanging position, the blue
&ld should be to the nght (left of the vbserver) in time of peace, and the red
fleld ta the right (left of observer) in time of war:

In foisting the flag, it should be taised clear to the fop-end of the
flagpole which, if planted on the ground, shoold be & prominent: place and higher
than the roof of the principal building in the compouna, or of such height as
would give the flag 8 commanding position within the compound. If the pole is
altached to a building,. it shoutd be on top of its roof; and if placed at a window,
7t must project to an angle pointing upward,

When the National Flag is used together with the fag of the Armed Forces
ar of a civif arganization or with thar of another naljon, it must ahways be above
or on the right of the other flag. when the National Flag Is displayed in a parade

with these of foreign nations, it shall always be in front of the center of the line
of the other flags.

When the flag is passing In a parade or in review, the people. if walling
shouid halt, stand at attention, uncover and salute, I sitting they should stand at
attention, uncover and salute.
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The Flag shall be displayed on Independence Day (Jupe welfth). on
National Heroes Day (Novemnber thirtieth), Riza

/ Day (December thiriieth 1) of each
yeal, and on such other historic or special

occasions as the President may
designate, nor only In alf office bublic buif

dings, official residences, public
squares, and institutions of learning, bug

whenever practicable, also in alf private
ibuitdings and homes, from sunrise tn sunsef,

On national hofidays of his country and other historic.or specia/ 0CGasions,
any alien whiose Country Is at peace with the Philippines may display the fag of
fis nation on any bullding or Properly owned or repted by fim without
simuftaneousiy displaying the Flag of the Philj

[Dpines. However, if the alien is
located in g building or other LIoperty owned or repged by the Philippine
Government. the flag of the Philippines shalf always be displayed when thar or

is own country is displayed. When so, dispfs & '
Should at least pe of the same size ¢ the F:

ag of the Philippines which shall be
placed on the right: of the former (et of the observer fading the fag).

When lowering the Hag, ao part thereof Should touch the groupd, I
“hould be handfed and folged reverently  While the Hag s being raised o

wered, and while the Nationaf Antfiem js being played the people shotld face
3G, stand at alfention, unc

over, and safute Moving vehicles should stop,
- J1e passenger should akight. stand ar aiterition, uncover, and safute,

ign of mourning. To display the
/ 7y there for a
. s position it ma v be raised. put
niot fowered, To fower the Flag

at sunset or ar any other time when ordered, i

must be foisted to full-mast before bringing it down

The Flag shalf never Be festooned, and shall always hang with -hothing -to
cover its surface, I¥ shall always occupy the hj,

lohest place of honor and shall not
be placed under any picture, or below 2 person.

Ihe Flag shall never be used as a staif or whip, or covering for fables, or

curtain for doorways. However, the Frag may be used by the Armed Forces to
cover the casket of their fhonored dead, which includes deceased civilians who
had rendered services in the Army, Nayy, or civil office of great responsibiiity.
The white triangle of the sun and stars will cover the head end of the casket.

e Flag should not be lowered to the grave or affowed o touch the ground.

Wreaths of flowers should nor be placed on op oF 8 Mag-shrouded asket. A

smalf cross of flowers may be placed over the Fag as a symbol of "o abpve
Country.”
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No imprint shall be made on the flag nor shall it be mared by
vertisement, or in any manner desecrated. It shall not be worn 3s 2 whole or
art of a costume. It shall not be used as a pennant in the hood or in any part of

motor vehicle except inn cefebration of the Independence Day (12 June), or on
ich other patriotic occasions as the President may designate.

It Is inappropriate {o use the Fiag in a dahcing pavilion or in any place
‘here hilarity Js prevailing. Its use Inside or ouiside 3 cockpit, club or other
laces where gambilng or other vices are feld is prohibited.

When the Flag is used in unveifing a statue or monument, it should not be
Wlowed fo 1alf to the ground but should pe

carried aloft to wave out. forming a
Jistinclive feature of the ceremony. The Flag shall never be used as a covering
for the statue.

A national Flag wormn ouf through wear and tear, should not be thrown on

8 garbage hedp or used as a rug. It should be reverently burned to avoid
mistise or gesecration thereof;
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Republic of the Philippines
Congress of the Philippines
Metro Manila

Tenth Congress

Republic Act No. 8491 February 12, 1998

AN ACT PRESCRIBING THE CODE OF THE NATIONAL FLAG, ANTHEM,
MOTTO, COAT-OF-ARMS AND OTHER HERALDIC ITEMS AND DEVICES OF
THE PHILIPPINES

Be it enacted by the Senate and House of Representatives of the Philippines in
Congress assembled:

Section 1. Short title. — This Act shall be known as the "Flag and Heraldic Code of the
Philippines.”

Section 2. Declaration of policy. — Reverence and respect shall at all imes be accorded the
flag, the anthem, and other national symbols which embody the national ideals and traditions
and which express the principles of sovereignty and national solidarity. The heraldic items and
devices shall seek to manifest the national virtues and to inculcate in the minds and hearts of
our people a just pride in their native iand, fitting respect and affection for the national flag and
anthem, and the proper use of the national motto, coat-of-arms and other heraldic items and
devices.

Section 3. Definition of terms. — Whenever used in this Act, the term:
a} "Military"” shall mean all branches of the Armed Forces of the Philippines including the
Philippine National Police, the Bureau of Jail Management and Penology, and the
Bureau of Fire Protection;
b) “Festoon” shall mean to hang in a curved shape between two points as a decoration;
c) "Flag” shall mean the Philippine National Flag, unless stated otherwise
d) "Fly" shall mean the part of the flag outside the hoist or length;
e) "Symbol” shall mean any conventional sign which reveals man's achievement and
heroism (for orders and decorations), identification, authority and a sign of dignity (for

coat-of-arms, logo and insignia);

f) "Half-Mast" shall mean lowering the flag to one-half the distance between the top and
bottom of the staff;

g) "Hoist" shall mean the part of the flag nearest the staff or the canvass to which the
halyard is attached;
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h) “inclement Weather” shall mean that a typhoon signal is raised in the locality;
) "National Anthem" shall mean the Philippine National Anthem:

j) "Official Residences"” shall mean Malacafiang, and other government-owned
structures where the President resides, and other structures occupied by the Philippine
Consulate or Embassies abroad:;

k) "Places of Frivolity” shall mean places of hilarity marked by or providing boisterous
merriment or recreation; and

) “Institute” shali mean the National Historical Institute.

CHAPTER |
THE NATIONAL FLAG

A. Design of the National Flag

Section. 4. The flag of the Philippines shall be blue, white and red with an eight-rayed golden-
yellow sun and three five-pointed stars, as consecrated and honored by the people.

B. Hoisting and Display of the National Flag

Section 5. The flag shall be displayed in all public buildings, official residences, public plazas,
and institutions of learning every day throughout the year.

Section 6. The flag shall be permanently hoisted, day and night throughout the year, in front of
the following: at Malacariang Palace; the Congress of the Philippines building; Supreme Court
building; the Rizal Monument in Luneta, Manila; Aguinaldo Shrine in Kawit, Cavite; Barasoain
Shrine in Malolos, Bulacan; the Tomb of the Unknown Soldier, Libingan ng mga Bayani;
Musoleo de los Beteranos dela Revolucion; all International Ports of Entry and all other places
as may be designated by the Institute.

The flag shall be properly illuminated at night.

Section 7. The flag shall also be displayed in private buildings and residences or raised in the
open on flag-staffs in front of said buildings every April 9 (Araw ng Kagitingan); May 1 (Labor
Day); May 28 (National Flag Day) to June 12 (Independence Day); last Sunday of August
(National Heroes Day); November 30 (Bonifacio Day); and December 30 (Rizal Day); and on
such other days as may be declared by the President and/or local chief executives.

The flag may also be displayed throughout the year in private buildings or offices or raised in
the open on flag-staffs in front of private buildings: Provided, That they observe flag-raising
ceremonies in accordance with the rules and regulations to be issued by the Office of the
President.

Section 8. All government agencies and instrumentalities, and local government offices,
government-owned corporations and local government units are enjoined to observe flag day
with appropriate ceremonies. Socio-civic groups, non-government organizations and the
private sector are exhorted to cooperate in making the celebrations a success.
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Section 9. The flag shall be flown on merchant ships of Philippine registry of more than one
thousand (1000) gross tons and on all naval vessels.

On board naval vessels, the flag shall be displayed on the flag-staff at the stern when the ship
is at anchor. The flag shall be hoisted to the gaff at the aftermast when the ship is at sea.

Section 10. The flag, if flown from a flagpole, shall have its blue field on top in time of peace
and the red field on top in time of war; if in a hanging position, the blue field shall be to the right
(left of the observer) in time of peace, and the red field to the right (left of the observer) in time
of war.

The flagpole staff must be straight and slightly tapering at the top.

Section 11. If planted on the ground, the flagpole shall be at a prominent place and shall be of
such height as would give the flag commanding position in relation to the buildings in the
vicinity.

If attached to a building, the flagpole shall be on top of its roof or anchored on a sill projecting

at an angle upward.

If on a stage or platform or government office, the flag shall be at the left (facing the stage) or
the left of the office upon entering.

Section 12. When the Philippine flag is flown with another flag, the flags, if both are national
flags, must be flown on separate staffs of the same height and shall be of equal size. The
Philippine flag shall be hoisted first and lowered last.

If the other flag is not a national flag, it may be flown in the same lineyard as the Philippine flag
but below the latter and it cannot be of greater size than the Philippine flag.

Section 13. When displayed with another flag, the Philippine flag shall be on the right of the
other flag. If there is a line of other flags, the Philippine flag shall be in the middle of the line.

When carried in a parade with flags which are not national flags, the Philippine flag shall be in
front of the center of the line.

Section 14. A flag worn out through wear and tear, shall not be thrown away. It shall be
solemnly burned to avoid misuse or desecration. The flag shall be replaced immediately when
it begins to show signs of wear and tear.

Section 15. The flag shall be raised at sunrise and lowered at sunset. It shall be on the mast
at the start of official office hours, shall remain flying throughout the day.

Section 16. The flag may be displayed:

a) Inside or outside a building or on stationary flagpoles. If the flag is displayed indoors
on a flagpole, it shall be placed at the left of the observer as one enters the room;

b) From the top of a flagpole, which shall be at a prominent place or a commanding
position in relation to the surrounding buildings;

c¢) From a staff projecting upward from the window sill, canopy, balcony or facade of a
building;
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d) In a suspended position from a rope extending from a building to pole erected away
from the building:;

e) Flat against the wall vertically with the sun and stars on top; and

f) Hanging in a vertical position across a street, with the blue field pointing east, if the
road is heading south or north, or pointing north if the road is heading east or west.

The flag shall not be raised when the weather is inclement. If already raised, the flag shall not
be lowered.

Section 17. The flag shall be hoisted to the top briskly and lowered ceremoniously.

The flag shall never touch anything beneath it, such as the ground, flood, water or other
objects.

After being lowered, the flag shall be handled and folded solemnly as part of the ceremony.
C. Conduct of Flag Raising Ceremony

Section 18. All government offices and educational institutions shall henceforth observe the
flag-raising ceremony every Monday morning and the flag lowering ceremony every Friday
afternoon. The ceremony shall be simple and dignified and shall include the playing or singing
of the Philippine National Anthem.

Section 19. The Office of the President upon the recommendation of the Institute shall issue
rules and regulations for the proper conduct of the flag ceremony.

Section 20. The observance of the flag ceremony in official or civic gatherings shall be simple
and dignified and shall include the playing or singing of the anthem in its original Filipino lyrics
and march tempo.

Section 21. During the flag-raising ceremony, the assembly shall stand in formation facing the
flag. At the moment the first note of the anthem is heard, everyone in the premises shall come
to attention; moving vehicles shall stop. All persons present shall place their right palms over
their chests, those with hats shall uncover; while those in military, scouting, security guard, and
citizens military training uniforms shall give the salute prescribed by their regutations, which
salute shall be completed upon the last note of the anthem.

The assembly shall sing the Philippine national anthem, accompanied by a band, if available,
and at the first note, the flag shall be raised briskly.

The same procedure shall be observed when the flag is passing in review or in parade.
Section 22. During the flag lowering, the flag shall be lowered solemnly and slowly so that the
flag shall be down the mast at the sound of the last note of the anthem. Those in the assembly

shall observe the same deportment or shall observe the same behavior as for the flag-raising
ceremony.
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D. Half-Mast

Section 23. The flag shall be flown at half-mast as a sign of mouming on all the buildings and
places where it is displayed, as provided for in this Act, on the day of official announcement of
the death of any of the following officials:

a) The President or a former President, for ten (10) days;

b} The Vice-President, the Chief Justice, the President of the Senate and the Speaker
of the House of Representatives, for seven (7) days; and

c) Other persons to be determined by the Institute, for any period less than seven (7)
days.

The flag shall be flown at half-mast on all the buildings and places where the decedent was
holding office, on the day of death until the day of interment of an incumbent member of the
Supreme Court, the Cabinet, the Senate or the House of Representatives, and such other
persons as may be determined by the Institute.

The flag when flown at half-mast shall be first hoisted to the peak for a moment then lowered
to the half-mast position. The flag shall again be raised to the peak before it is lowered for the
day.

E. Casket

Section 24. The flag may be used to cover the caskets of the honored dead of the military,
veterans of previous wars, national artists, and of civilians who have rendered distinguished
service to the nation, as may be determined by the local government unit concerned. In such
cases, the flag shall be placed such that the white triangle shall be at the head and the blue
portion shall cover the right side of the caskets. The flag shall not be lowered to the grave or
alfowed to touch the ground, but shall be folded solemnly and handed over to the heirs of the
deceased.

F. Pledge to the Flag
Section 25. The following shall be the Pledge of Allegiance to the Philippine flag:

Ako ay Pilipino
Buong katapatang nanunumpa
Sa watawat ng Pifipinas
At sa bansang kanyang sinasagisag
Na may dangal, katarungan at kalayaan

Na pinakikilos ng sambayanang

Maka-Diyos
Maka-tao
Makakalikasan at

Makabansa.

Such pledge shall be recited while standing with the right hand with palm open raised shoulder

high. Individuals whose faith or religious beliefs prohibit them from making such pledge must
nonetheless show full respect when the pledge is being rendered by standing at attention.
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G. Flag Days

Section 26. The period from May 28 to June 12 of each year is declared as Flag Days, during
which period all offices, agencies and instrumentalities of government, business
establishments, institutions of learning and private homes are enjoined to display the flag.

H. Specifications of the National Flag

Section 27. The flag shall have the following proportions. The width of the flag, 1; the length of
the flag, 2; and the sides of the white triangle, 1.

Section 28. The technical specifications shall be as follows:

The blue color shall bear Cable No. 80173; the white color, Cable No. 80001; the red
color, Cable No. 80108; and the golden yellow, Cable No. 80068.

Section 29. In order to establish uniform criteria in the making of our national flag and to
guarantee its durability by the use of quality materials, the following standards and procedures
shall be observed:

a) All requisitions for the purchase of the Philippine National Flag must be based on
strict compliance with the design, color, craftsmanship and material requirements of the
Government;

b) All submitted samples of flags by accredited suppliers offered for purchase for
government use shall be evaluated as to design, color and craftsmanship specifications
by the Institute, through its Heraldry and Display Sec., which shall stamp its approval or
disapproval on the canvass reinforcement of the flag sample submitted. The samples
shall be sent to the Institute by the requisitioning office, not by the flag supplier; and

¢) The Industrial Technology Development Institute (ITDI} or the Philippine Textile
Research Institute (PTRI) of the Department of Science and Technology (DOST) shall
evaluate the quality of material of all flag samples and certify whether the fabric for the
blue, white, red and golden yellow colors, including the canvas submitted, conforms to
government requirement as to quality of the material. The samples shall be sent
annually to the ITDI/PTRI by the manufacturer. The laboratory test results shall be
submitted by the said office to the Institute.

Section 30. All deliveries of the flags requisitioned by the government shall be inspected by
the requisitioning agency's internal inspector and by the Commission on Audit (COA) using the
flag stamped approved by the Institute as reference.

Section 31. In carrying out its responsibilities under Sec. 4 hereof, the Institute, COA, the
ITDI/PTRI shall prepare guidelines to be approved by the Office of the President.

Section 32. All government agencies and instrumentalities shall ensure that the requirements
under this Act with respect to the standards, requisitions and delivery of the national flag are
strictly complied with.

Section 33. All departments, agencies, offices, and instrumentalities of the government,

government-owned or controlled corporations, local government units, including barangays,
shall include in their annual budgets the necessary outlay for the purchase of the national flag.
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l. Prohibited Acts
Section 34. |t shall be prohibited:

a) To mutilate, deface, defile, trample on or cast contempt or commit any act or
omission casting dishonor or ridicule upon the flag or over its surface;

b) To dip the flag to any person or object by way of compliment or salute;
¢) To use the flag:

1) As a drapery, festoon, tablecloth;

2) As covering for ceilings, walls, statues or other objects;

3) As a pennant in the hood, side, back and top of motor vehicles;

4) As a staff or whip;

5) For unveiling monuments or statues; and

6) As trademarks, or for industrial, commercial or agricultural [abels or designs.
d) To display the flag:

1) Under any painting or picture;

2) Horizontally face-up. It shall always be hoisted aloft and be allowed to fall
freely;

3) Below any platform; or

4) In discotheques, cockpits, night and day clubs, casinos, gambling joints and
places of vice or where frivolity prevails.

e) To wear the flag in whole or in part as a costume or uniform;

f) To add any word, figure, mark, picture, design, drawings, advertisement, or imprint of
any nature on the flag;

g) To print, paint or attach representation of the flag on handkerchiefs, napkins,
cushions, and other articles of merchandise;

h) To display in public any foreign flag, except in embassies and other diplomatic
establishments, and in offices of international organizations;

i) To use, display or be part of any advertisement or infomercial; and

i) To display the flag in front of buildings or offices occupied by aliens.
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CHAPTER I
THE NATIONAL ANTHEM

Section 35. The National Anthem is entitied Lupang Hinirang.

Section 36. The National Anthem shall always be sung in the national language within or
without the country. The following shall be the lyrics of the National Anthem:

Bayang magiliw,
Perlas ng Silanganan
Alab ng puso,

Sa Dibdib mo'y buhay.
Lupang Hinirang,
Duyan ka ng magiting,
Sa manlulupig,

Di ka pasisiil.

Sa dagat at bundok,
Sa simoy at sa langit mong bughaw,
May dilag ang tula,

At awit sa pagfayang minamahal.
Ang kislap ng watawat mo'y
Tagumpay na naghiningning,

Ang bituin at araw niya,

Kaifan pa ma'y di magdidilim,
Lupa ng araw ng luwalhati't pagsinia,
Buhay ay langit sa piling mo,
Aming ligaya na pag may mang-aapi,
Ang mamatay ng dahil sa iyo.
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Use of wet.Seal:

To seal formal documents, agreements

Use of Dry Seal:

To seal fotanar documents
for consular use
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DEPARTMENT OF FOREIGN AFEAIRS
OFFICE OF PERSONNEL AND ADMINISTRATIVE SERVICES
PROPERTY MAINTENANCE AND TRANSPORTATION DIVISION

JERMS OF REFERENCE
PROCUREMENT OF OFRICIAL SEAL FOR FSPs

I~ OBJECTIVE

To achieve a uniform and standard design of the Officlal Seal compliant with the Department of

Foreign

Affairs Corporate ldentity Guldelines on tha use of the Official Seal and Coat of Arms,

{1~ SPECIFICATION

H

MAwep

Material ; Brass material and finish, suitable for outdoor installation
Brass thickness : Minimum 4mm

Shape : Qual

Dimension : 80cm x 64cm

Sidings Thickness : Sem

Addltiona! Informations:

‘%parts or itams on the Seal including texts shall ba offset to its base. The Color of the Coat of Atms

1all be in accordance with the table below:
ae eolars trust be appiied as fellows:
Color Cable No. Pantone  CMYK(Print RGB{Web)
BLUE B0173 TEE C CHO-MBO-Y6. KAz  O-d3-T14 -
RED 80108 155 < CT2-MIK-YES-KS  200-16-96 N
YELLOW  $006§ 123 ¢ CO-MIDYEO KO 255_[9V.a4
WHITE 80001 N.A. NLA. 2S5-Z55-253 ]:|
[ —~TERMS AND CONDITIONS
1. The Contractor shall he reguired to provide z mock up sample of the actuaf design /

appearance of the Seal / Coat of Arms of any materlal convenient for the contractor for the
purpose of inspection / examination by the Department of Forelgn Affairs Technical Waorking
Group, DFA-TWG for its final approval. This process shall be undertaken before proceeding
with the production of the Seals,

The Contractor must be able to comply with all the specification provided by the DFA-TWG
on the design of the Seal.

The quotation shall not irclude the installation cost of the Official Seal. However, the sesl
shall come with the provision of Integrated mounting bolts and nuts for a secure instaliation
or grouting and/or hanging into concrete walls, fences or posts.

The Seals shall be delivered in appropriate individual heavy duty crates to protect them from
damage during transport to Pasts.

Warranty shall be two {2) years from any manufacturing defect.
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REPUBLIC OF THE PHILIPPINES
Department of Foreign Affairs

Manila, 06 October 2017

Sir:

Pursuant to the provisions of Section 25, Part E, T I of Republic Act
ct:of 1991,:54;ou

No. 7157, otherwise known as the Philippine Foreign Servic

are hereby appointed as DESIGNATION, __nglgggwfgm of 't
Philippines in CONSULAR DISTRICT. ..

ubli the

This appointment shall be ej_fféé?ive until;;06 Oc 2020 subject to

extension, and to the existing: rules” ':"21!:_.regu"l'~ ons of the Department of

Foreign Affairs.

i Very truly yours,

ALAN PETER S. CAYETANO
Secretary of Foreign Affairs

NAME OF HONORARY CONSULAR OFFICER
- DESIGNATION, ad honorem -
- CONSULAR DISTRICT
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REPUBLIC OF THE PHILIPPINES
Department of Foreign Affairs
Manila

TOALL WHO SHALL SEE THESE PRESENTS, GREETINGS:

Know ye, that, reposing special trust and confidence in the integrity,
fi delnjy and ability of NAME OF HONORARY CONSULAR OFFICER Ido

him capaczty as

countenance and a‘ ‘tstance I oﬁ'er to do the same for all those who shall, in
like manner 'be': _commended to me by the said Government of COUNTRY.

imony whereof, I have caused these Letters to be made Patent,
and the Seal’ of the Republic of the Philippines to be hereunto affixed.

Done in the City of Manila, this 5" day of February in the year of our
Lord, two thousand and eighteen.

ALAN PETER S. CAYETANO
Secretary of Foreign Affuairs
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REPUBLIKA NG PILIPINAS
Kagawaran Ng Ugnayang Panlabas
Maynila

SA LAHAT NG MAKAKATUNGHAY SA KASULATANG ITO, BUMABATI:

Alamin nila na, dahil sa natatanging pananalig at pagtitiwala sa karangalan,
katapatan at kekayahan ni NAME OF HONORARY CONSULAR QFFICER ay

sa CONSULAR DISTRICT at pinahihintulutan ai-

blika ng Pilipinas

sasakyang dagat, nasasandatahan mar

ng Republlka ng Plhpmas, at gayaz‘a'-" ;

n, pintinong pambayan at panghukbo na
R f'E;.CONSULAR OFFICER sa kanyang

‘_.anum‘;ng kagambalaan o sagwil, at sa halip bigyan siya ng

.ilala at tulong Gayan din ang gagawin ko sa lahat ng

ipinakintal ko‘:ané Tatak ng Republika na Pilipinas sa Kasulatang ifo.

Isinagawa sa Lungsod ng Maynila ngayong ika-lima ng Pebrero sa taon ng

Ating Panginoon, dalawang libo’t labing walo.

ALAN PETER S. CAYETANO
Kalihim Ng Ugnayang Panlabas
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REPUBLIC OF THE PHILIPPINES
Department of Foreign Affairs
Manila
AGREEMENT

relating to the appointment of

NAME OF HONORARY CONSULAR QOFFICER
a citizen of Country !

:' under the direct
sy in _(;‘OUN TRY= “and imposes upon himself

ltppine Embassy in COUNTRY;

i:iln his capacity as honorary consular representative of the
Philippines, he is entitled to pursue his regular profession and to
engage in business, provided that such activities do not conflict
with the official character of an honorary consular representative
of the Philippines;

(e) He acknowledges that, as honorary consular representative of the

Philippines, he shall have no claims to any salary, emolument,
wage, or pension, and he waives the right to claim for any possible
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damage incurred in the course of exercising his function as
honorary consular representative of the Philippines;

() He pledges himself in the event of him removal as
DESIGNATION, ad honorem or of relinquishing his duties, or at
the end of her three-year tour of duty, fo hold at the disposal of the
Republic of the Philippines, through the Philippine Embassy in
COUNTRY, all items inventoried as Philippine Government
property as well as the equipment and records of the consular

office;
(g) He agrees that his right to the title of_QE.S'_LGMﬂILQM_ ad

honorem is dependent on the exercise of the coJ ular duti
that such right lapses in the event of rentoyt
relinquishment of duties or at the end of his three-ye:
on 05 February 2021, '

3. This Agreement shall become valid as of "
Sunctions and shall be mutually revocab

official

Manila, Philippines

, 2018

NAME OF HONORARY CONSUL
~ DESIGNATION, ad honorem

on the

b ]

Administering Officer
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DECLARATION REGARDING LOYAL CONDUCT OF OFFICER

| pledge to administer the Consulate General/ Consulate of the Republic of the
Philippines at to the best of

my knowledge and conscientiously to safeguard and further theiinterests of the

(Place of Declaration)

(Date of Declaration)

(Signature)

Chief of Mission/Principal Officer/
Charge d’ Affaires, a.i.
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Republic of the Philippines
DEPARTMENT OF FOREIGN AFFAIRS

OATH OF OFFICE

I, NAME OF HONORARY CONSULAR OFFICER;
appointed to the position of DESIGNATION, qd honorem a

Philippines; that | will pursue its obje
| impose this obligation upon my:
purpose of evasion.

So help me Go

SCRIBED. AND SWORN TO before me this day of

Administering Officer
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GEMERat. Forum No, T8{4)
{Rorlsed June, 1048}

SIGNATURE AMD HANDWRITING SPECINIEN CARD

Of :
Burenu or Office
Municipality o CitY oo Province

Posifion or dutiyt — ... . y
Date ussuled ci:uty .

Date 1'elmquished duty ., 3 -
H&NI}VFRITE‘{G SPECHVIN

(¥

et L rendyan. - H -

----------

M .
P L L L L PP P L P TP ET PR

B G L R L L T T T P
.
.....
.
.
ln-nn---cs.ﬂn-u-qu-tu99‘4lt|tuu.4..““,.‘."““’ N
Gl R " -
—— 3 B L T T A —
. . .
e——a -
- -
———
e Ld L - =
== .

N > Official slgnaturs
Officiolinitial :

. Oj’ﬁcial czesi_é,mﬁon

M ~—
Eman e L e Y

-

_ (Signature) v prri e
(ORele) deaigntion) - T e
18——380
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INSTRUCTIONS

——tlp e —

1. All national, provincial, municipal and city officers and employees
]:tn.vmg to do with collections, and the keeping of money, property and ac-
countable form accounts, 5}19,]1 immediately accomplish their signature and
handwriting specimen eards on this form. Upon assumptionsgfisuch: duties
newly appointei officers and employees shall also accomghsl;\ is form.

"2, On the blank lines, under Handwriting Speczmen"‘(én 1he facg\\herenf
the following ‘eertificate shall be exeonted in the handwrifiig ofitiie officer
oy employee concerned: “7 hereby certzfy that my Bzymtufe-.dﬁ(’fhznztzafg ﬁ -
psmng on this ccwd are my own gentine s:gthure and zmﬂa‘& smdwthac

erfzfyt.tlmt this \.sg'J'ec‘amn iz
onsthle. wztne

.y "

handwnﬁng in the ordinary fo T
change of handwntmg:, shall ke Ti

and ha:ndwntxng spea;gne\_; Nggzggd, givi n};x ot
Al a Eg_oﬂicers and employées two copies of

this card shaIL he accompihs‘h , “on\‘_‘_-_éito be filed with the Bureau Auditor
= .al o,

\“3' \vt-

; ,ﬁﬁuth& caseimay be, and the other fo .be filed in the
office concerrigd, Hov frilthe case of those officers.and employees
tinters réasury warranis, eight additional cards should

Yen of which should be ﬁled with the Treasurer of ‘the
1. 6 other one with the representative of the .Auditor
Cash Division of the Treasury Bureaw. . In-the case of
proviﬁcxal o&i"t_srs ancI employees, three copiex Shall be accomphshed- one
to be filed in he office of the Provincial Treasurer, another to be fled in
the office of‘-:t]:e Provincial Anditor, and the third o be forwarded to the
Department of Finance, Manila, In tle case of municipal officers and
employees, three copies shall be accomplished; one to be filed ‘with the
Provineial Treasurer, another to be filed with £he Provinecial Auditoxr, and

the thixd fo be retained in the office of the Municipal Treasurer concerned.
18—-——390
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