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Mandate

The Department of Foreign Affairs, as the prime agency of the government
responsible for the conduct of Philippine foreign policy, commits to effectively and
efficiently deliver foreign policy, diplomatic, assistance to nationals, and consular
services that are responsive to the needs of our stakeholders here and abroad.

Vision

A resilient foreign service for a strong Philippines.

Mission

To promote and protect Philippine interests in the global community.
Service Pledge

The Department shall continually uphold the principles of good governance, improve
its quality management system and adhere to the highest standards of
professionalism.



LIST OF SERVICES

DFA HOME OFFICE

Bids and Awards Committee Secretariat
Submission of Bids

Board of Foreign Service Administration

Application for BFSA Clearance

Application for Certification of No Pending Administrative Case
Request for Certified True Copy of Case Documents

DFA Mindanao
Travels of Diplomatic Missions and International Organizations

Department Legislative Liaison Unit

Processing of Consular Endorsements from Legislators

Processing of Requests for Port Courtesies from Legislators
Processing of Endorsements of Visa Applications from Legislators
Coordinating DFA Attendance at Legislative Meetings/Hearings
Transmittal of DFA Recommendations to the Legislative
Processing of Assistance-to-Nationals Referrals from Legislators
Transmittal of Special Messages to and from the Legislative
Acquisition of Legislative Documents, Congressional Materials, etc.

Coordinating Submission of Inputs and Participation in the DFA Budget
Hearings by the Legislative

Facilitation of the Confirmation of DFA Officials during the Confirmation
Hearing of the Commission on Appointments

Human Resource Management Office

Processing of Application for Home-based Plantilla, Contractual, and
Contract of Service Position

Processing of Appointment and Office Order of Successful Applicants
(Contractuals)

Processing of Contracts of Successful Applicants (Contract of Service
[COS))
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Processing of Appointments of Successful Applicants (Home-Based
Plantilla Positions)

Compliance with Subpoenas Issued by Courts and Quasi-Judicial
Bodies

Opening, Expanding or Closing of the Partner Agency Office at FSP
Deployment of Partner Agency Personnel

Passport Application of Partner Agency Personnel

End of Tour of Duty of Partner Agency Personnel

Shipment of Household Goods and Vehicle, if any

Processing of Private Staff Application

Processing of Local Hire Application

Inclusion in the Pre-Departure Orientation Seminar of PARs

Updated Directory of Partner Agency Representatives with their
Dependents/ Household Members, and Local Hires (if any)

Application for Student Internship Program

Endorsement to Department of Finance and Bureau of Customs of the
Tax-Free Entry of Shipment (Household Goods and Personal Effects
with One Used Motor Vehicle) of Recalled Foreign Service Personnel

Availment of Financial Assistance through One Appeal Plan
Enroliment of children of DFA employees with the DFA Day Care Center
Enrolment and Updating of Records with PhilHealth

Revalidation of Official/Diplomatic Passports and Issuance of Travel Tax
Exemption Certificate for Foreign Service Post Personnel and their
Household Members

Endorsement for Issuance/Renewal of Official/Diplomatic Passports for
Foreign Service Personnel and their Household Members

Endorsement for Revalidation/Issuance/Renewal of Official/Diplomatic
Passports for Home Office Personnel Due to Official Travel Outside of
the Country

Issuance/Renewal and Revalidation with TECs of Official/Diplomatic
Passports for DFA Home Office Personnel Travelling to Assume
Post/Official Travel and Foreign Service Post Personnel

Issuance of Airline Tickets for DFA Personnel Travelling to Assume Post

Issuance of Transportation Order for Deployment and Travel of
Personnel

Issuance/Renewal of Diplomatic/Official Passport to Other Dependents
of Foreign Service Personnel

Issuance of an Official Passport to a Private Staff
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Approval of Leave Applications of Heads of Post

Approval of Leave Applications of Foreign Service Personnel other than

Heads of Post
Initial Terminal Leave Benefits (TLB) Claim
Issuance of Medical Clearance to DFA Personnel to be Deployed

Enrolment and Updating of Records with the Home Development Mutual

Fund (Pag-IBIG) and Government Service Insurance System (GSIS)
Issuance of an Authority for Limited Practice of Profession (ALPP)

Issuance of an Authority for Public Speaking Engagement / Delivery of
Public Speeches

Processing of Annual Personnel Movement
Issuance of Office Orders for Recallees

Processing of Authorization to Hire a Locally Hired Employee of Foreign

Service Posts (FSPs)

Processing of Requests from Foreign Service Posts and Consular
Offices for Authority to Implement GAD Activities

Verification of Status of Personnel Who are Due for Promotion,
Assignment or Possible Recipient of Awards in Relation to Pending
Administrative Cases

Provision of: A) Personnel Information Sheet (PIS), B) Service Record
(SR), C) Certificate of Employment (COE) and D) Other Documents
from 201 File

Processing of Appeals on IPCRF Ratings
Verification of Personnel’s Performance Ratings

Initial Establishment of a PH Consular Post Headed by an Honorary
Consular Officer

Initial Appointment of PH Honorary Consular Officer

Consolidate GAD Plans and Budgets and GAD Accomplishment
Reports of all offices, Consular Offices, and Foreign Service Posts for
onward submission to the Philippine Commission on Women

Conduct of Trainings for Capability Building on Gender and
Development of GFPOs and Alternates, and Department personnel

Conduct of L&D Training Programs (Competency Development
Programs; and Asynchronous Courses through DFA Learning
Management System)

Processing of Nominations for Gawad Mabini and Department-level
Awards

Intelligence and Security Unit
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Entry/Exit Permits to Foreign Ships 178

Landing/Overflight Clearances for Aircrafts 180
Security Coverage for Visiting Dignitaries and Embassies 182
Firearms Clearance for Security Officers of the Visiting Dignitaries 184
Radio Frequency Clearance 186
Background Check for Hiring DFA Personnel 189
Authority to Post to Issue Provisional Certificate of Philippine Registry 191

Office of Asset Management and Support Services

Return of Equipment 193
Transfer of Equipment 194
Clearance from Accountabilities 195
Request for Accountable Form 196
Request to Borrow Flag/s 197
Issuance of PAR/ICS 198
Signing of Inspection and Acceptance Receipt 199
Request for Approval of Gate Pass 199
Request for Disposal 200
Procurement from PS-DBM 203
Issuance of Non-Availability from Stocks 204
Issuance of Purchase Order / Job Order 205
Numbering of Purchase Requests 206
Issuance of Supplies 207
Request for Issuance of Mobile Phones 208
Request for Use of Official Vehicle 209
Request for Use of Lease Vehicle on Holidays, Weekends, Overnight

and/or Out of Town 209
Request for Issuance of Unavailability of Official Vehicle 210
Request for Repair - Plumbing Services 212
Request for Repair - Electrical Services 213
Audio Visual Technical Support 214
Request for Furniture Building 215
Request for Civil Works 216
Request for Lay-out and Cost Estimates of Consular Offices, Embassies

and Offices 217



Reservation of Venue 219

Request for Repair - Airconditioning Services 220
IT Repair 221
Videoconferencing and Livestreaming Assistance 222
Website Assistance 223
8888 Hotline Technical Assistance 225
Processing of Electronic Communications 226
Transferring and Management of Calls 230
Records Disposal 231
Numbering and Releasing of Department Issuances 233
Certifying True Copies of Documents 234
Releasing and Numbering of Documents 235
Appraisal, Accessioning and Acquisition of DFA Records 236
Preparation of Finding Aids 238
Reference Service / Assistance to Researchers 240
Reference Service / Assistance to Researchers 242
Receiving and timely distribution and proper recording of incoming

documents sent by FSPs 243
Transmittal of documents and packages to FSPs and COs through

diplomatic pouch 245
Sending of letters, documents and parcels via PhilPost 249

Management and Monitor Support Services-Related Procurement
Documents and Contracts in the DFA Home Office in Manila, based on
the list of services provided by the Department and such other contracts

as determined by the Head of Procurement Entity 251
Building Fund Program (BFP) 252
Lease of Properties 253
Car Refleeting Program 255
Freedom of Information Request 258
Receiving of Documents 261

Office of Financial Management Services

Payment Process Disbursement Voucher after Obligation and Request
Status - Contract based - Public Bidding and Other Modes of
Procurement - Fixed 264



Payment Process Disbursement Voucher after Obligation and Request
Status - Contract based - Public Bidding and Other Modes of
Procurement - Part of Lump Sum

Payment Process Disbursement Voucher before Obligation and Request

Status - Contract based - based on actual expenses

Application for Clearance from Financial Accountability (Form 1)
Issuance of Certificate of Last Payment

Issuance of Hotel Authority for Foreign Assignment (in lieu of LQA)

Office of Protocol

Provision of Protocol Assistance for Government-Hosted Events
Attended by Members of the Diplomatic Corps

Assistance during High Level Visits

Presentation of Credentials Ceremony

Airport Endorsements and Port Courtesy

Issuance, Renewal, and Lost Diplomatic, Official, and Consular IDs
Updating of the Office of Protocol’s Diplomatic And Consular List

Authority to Import or Local Purchase of Motor Vehicles for the Official
Use of the Foreign Missions And International Organizations and
Personal Use of their Qualified Personnel

Authority to Dispose of Official and Personal Motor Vehicle Through
Sale/ Re-Exportation/ Donation/ Destruction

Endorsement of Request for Initial Registration and Assignment of
Diplomatic/Consular and Other Exempt Vehicles

Endorsement of Request for Renewal of Registration of Official Motor
Vehicles

Endorsement of Request the Report of Sale of Official and Personal
Tax-Exempt Motor Vehicles

Endorsement of the Report of Sale of Official and Personal Tax-Paid
Motor Vehicles

Endorsement of the Report of Shipment/Re-Exportation of Official and
Personal Motor Vehicles

Endorsement of the Report of Donation of Official and Personal Motor
Vehicles

Endorsement of Requests for Tax-Free Importation of Goods for the
Official Use of the Mission and the Personal Use of their Accredited
Personnel
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Endorsement of Requests for Tax-Free Importation of Motor Vehicles for
the Official Use of the Mission and the Personal Use of their Accredited
Personnel

Endorsement of Requests for Exit Clearance of Personal Effects of
Accredited Personnel of Diplomatic Missions and International
Organizations

Endorsement of Requests for Exit Clearance of Motor Vehicles of
Accredited Personnel of Diplomatic Missions and International
Organizations

Endorsement of Requests for Issuance and Renewal of Driver’s License
of Personnel of Foreign Missions and International Organizations and
their Qualified Dependents

Endorsement of Request for Issuance and Renewal of VAT Certificates
(VCs) in favor of the Mission, their Accredited Personnel and/or their
Qualified Dependents

Endorsement of Request for VAT Refund Applications of the Mission,
Their Accredited Personnel and/or their Qualified Dependents

Endorsement of the Request for Issuance of BIR Ruling for the VAT
Exemption on the Local Purchase of Goods, Services, Lease of Office
Space, Documentary Stamp, etc. in favor of the Mission and/or their
Accredited Personnel

Endorsement of the Request for Issuance of BIR Ruling for the VAT
Exemption on the Local Purchase of Motor Vehicles for Official and
Personal Use of the Mission and Their Qualified Personnel

Issuance of Certificate of No Resident Embassy in the Philippines
Issuance of Certificate of Identity and/or Immunity

Turnover of License Plates Surrendered by Diplomatic and Consular
Missions and International Organizations and their Personnel

Assistance on Protocol Matters during Official Events

Office of the Undersecretary for Migrant Affairs
Whereabouts / Ascertaining Condition

Family Financial Support

Repatriation

Medical Repatriation

Provision of medical assistance

Shipment of Remains / Cremated Remains

Shipment of Personal Belongings of deceased OFs
Employment-related Concerns (where there are no MWOs)
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Jail Visitation

Compassionate Visit of the Next-of-Kin (NOK)

Request for Report of Death (ROD) and other Civil Registry Documents
Recommendation for Blacklisting

Monetary Claims/ Inheritance Claims

Assistance To Detained Ofs And Those Serving Prison Terms

Provision of Services of Lawyers

Provision of Other Legal Assistance for OF in Distress

Provision of Special ATN Assistance for OF in Distress Who are Victims
of Transnational Crime, Piracy, Maritime Issues, and other similar
concerns

Office of Consular Affairs
Authentication / Apostille Application
Issuance of Certification

e-Apostille

Apostille Receiving Centers (ARCs)
Paper Apostille for PSA Documents
Apostille for German Embassy Legalization
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process
Issuance and Renewal of Diplomatic and Official Philippine Passports
Revalidation of Diplomatic and Official Philippine Passports

Issuance of Notes Verbale and Letter Visa Endorsements to Holders of
Diplomatic and Official Philippine Passports

Renewal of 9(e) Visa of Foreign Government Officials & Staff and
Representatives of Accredited International Organizations, their
Dependents, Household Member/s & Newborn Child

Approval and Issuance of APEC Business Travel Card (ABTC)
Application

Authority to Issue Visas at Post — Of 9(f) Visa Endorsed by PH Schools
and Universities
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Authority to Issue Visas at Post — Of 9(g) Visa by Virtue of Bureau of
Immigration Endorsement

Authority to Issue Visas at Post — Of 9(a) Visa by Virtue of Philippine
Retirement Authority (PRA)

Authority to Issue Visas at Post — Of 47(a)(2) Visa by Virtue of
Department of Justice and PNVSCA Endorsement

Authority to Issue Visas at Post — Of 9(a) Visa by Virtue of
Philippine-People’s Republic of China Tour Groups

Issuance and Renewal of Diplomatic and Official Philippine Passports
Revalidation of Diplomatic and Official Philippine Passports

Issuance of Notes Verbale and Letter Visa Endorsements to Holders of
Diplomatic and Official Philippine Passports

Authority to Issue Visas at Post — Of Multiple-entry 9(a) and Single-Entry

9(a) visa for Category A Restricted Nationals

Authority to Issue Visas at Post — Of 9(a) Visa Convertible to 47a(2) by
Virtue of Philippine Economic Zone Authority (PEZA)

Authority to Issue Visas at Post — Of 9(e) Visa for Incoming Foreign
Government Officials and International Organizations

CONSULAR OFFICES

Consular Office Angeles

Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
Passport Certification Requirements and Process

Consular Office Antipolo
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process
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Consular Office Antique
Report of Birth

Report of Marriage
Report of Death
Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Bacolod
Report of Birth

Report of Marriage

Report of Death
Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Baguio
Report of Birth

Report of Marriage
Report of Death
Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Balanga
Report of Birth

Report of Marriage

Report of Death
Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process
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Consular Office Butuan

Apostille Receiving Centers (ARCs)
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Cagayan de Oro
Authentication / Apostille Application
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Calasiao
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Candon
Report of Birth

Report of Marriage
Report of Death
Certificate of Filing
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Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Cebu
Authentication / Apostille Application
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Clarin
Report of Birth

Report of Marriage
Report of Death
Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Dasmarinas
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Davao
Authentication / Apostille Application
Report of Birth

Report of Marriage
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Report of Death
Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Dumaguete
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office General Santos City
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office lloilo
Authentication / Apostille Application
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Kidapawan
Report of Birth
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Report of Marriage
Report of Death
Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office La Union
Authentication / Apostille Application
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Legazpi
Authentication / Apostille Application
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Lipa
Report of Birth

Report of Marriage
Report of Death
Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process
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Consular Office Lucena

Apostille Receiving Centers (ARCs)
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Malolos
Report of Birth

Report of Marriage
Report of Death
Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office NCR-Central
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office NCR East
Authentication / Apostille Application
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)
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Passport Certification Requirements and Process

Consular Office NCR-North
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office NCR-Northeast
Authentication / Apostille Application
Report of Birth

Report of Marriage

Report of Death

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office NCR South
Authentication / Apostille Application
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office NCR West
Authentication / Apostille Application
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing
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Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Olongapo
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Pagadian
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Pampanga
Authentication / Apostille Application
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Paniqui
Report of Birth

Report of Marriage
Report of Death
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Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Puerto Princesa
Authentication / Apostille Application
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office San Nicolas
Apostille Receiving Centers (ARCs)
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office San Pablo
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Santiago City
Report of Birth
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Report of Marriage
Report of Death
Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Tacloban
Report of Birth

Report of Marriage

Report of Death

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Tagbilaran
Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Tagum
Report of Birth

Report of Marriage
Report of Death

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

Consular Office Tuguegarao
Report of Birth

Report of Marriage

Report of Death
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Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process
Consular Office Zamboanga

Report of Birth

Report of Marriage

Report of Death

Certificate of Filing

Passport Services and Issuance and Renewal of a Philippine Passport
and Machine-Readable Convention Travel Document (MRCTD)

Passport Certification Requirements and Process

FEEDBACK AND COMPLAINTS MECHANISM

LIST OF OFFICES

ANNEX A - List of Accepted Government-issued Valid IDs

ANNEX B - Authentication / Apostille Requirements

ANNEX C - Civil Registration Services Requirements

ANNEX D - Passport Services Requirements
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Bids and Awards Committee (BAC) Secretariat

External Services
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1. Submission of Bids
Submission of Bids to the BAC Secretariat

Office or Division:
Classification:
Type of Transaction: \ G2B - Government-to-Business
Who may avail: | General Public/Bidder
CHECKLIST OF REQUIREMENTS

Official Receipt
Bids

\ BAC Secretariat
\ Simple

WHERE TO SECURE

DFA-Cashier’s Office
Bidder

CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCES
SING

PERSON
RESPONSI

. Bidder submits bid
documents together
with the Official
Receipt for the bid fee

1. BAC Secretariat
receives and inspects
the bid documents and
official receipt

None

2 minutes

BAC
Secretariat

1.1 BAC Secretariat
stamps the bid

submissions (indicating

the signature of the
receiver, date and time
of receipt of bid
submissions)

None

3 minutes

BAC
Secretariat

B aV:\M None

1.2BAC Secretariat
reminds the Bidder
with information for the
Opening of Bids.
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None

5 minutes

BAC
Secretariat

10
minutes




Board of Foreign Service Administration
(BFSA) Secretariat

Internal Services

26



1. Application for BFSA Clearance

DFA personnel or their representatives present their clearance forms to the BFSA
Secretariat when applying for terminal leave, retirement, vacation exceeding 30 days,
maternity leave, study leave, or foreign service assignment. The BFSA Secretary signs the
appropriate area in the clearance form if the personnel has no pending case, or annotates
the clearance form if there is a pending case against the personnel concerned.

Office or Division: \ UA - BFSA Secretariat

Classification: | Simple

Type of Transaction: \ G2G - Government to Government

Who may avail: \ DFA Employees
CHECKLIST OF REQUIREMENTS

1. Clearance Form HRMO

WHERE TO SECURE

2. Supporting Documents depending on the Purpose
for the Clearance:

e Assignment Order (for Foreign Posting) HRMO

e Accomplished Leave Form (for Maternity Leave, | HRMO
Study Leave, Vacation Leave requiring

clearance)
e Endorsement from HRMO (for Application for HRMO
Loans)
FEES TO PROCES PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID SING RESPONSI
TIME BLE
1. Submit the 1. Receive the None 4 hours BFSA
accomplished accomplished Secretariat
Clearance Form and Clearance Form and staff or UA
supporting documents supporting documents Incoming
to the BFSA and advise the Communic
Secretariat. applicant that the ations
signed/annotated Officer

clearance will be
available within three
(3) working days.

1.1 Enter the application in | None 4 hours BFSA
the Clearance Log Secretariat
Sheet and search the staff

records to ascertain if
the applicant has any

27



pending administrative
case.
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1.2Endorse the None 4 hours BFSA
application to the Secretariat
BFSA Board Secretary staff
or Asst. Board
Secretary together with
any result of the
records search.

1.3 Validate the search None 4 hours BFSA
result and sign or Board
annotate the clearance Secretary
form, whichever is or Asst.
applicable, and return Board
the form to the staff for Secretary
release.

. Applicant or authorized | 2. Release the signed/ None 1 day BFSA
representative picks up annotated clearance Secretariat
the signed/annotated and request the staff
clearance. applicant or authorized

representative to sign
the receiving column of
the Clearance Log
sheet, together with
the date of receipt.
o aV:\S None 3 days




2. Application for Certification of No Pending Administrative Case

DFA personnel

or their representatives apply for a Certification of No Pending

Administrative Case, which is a requirement for their other transactions, such as application
for Terminal Leave Benefits, processing of resignation and early retirement, as well as for
other legal purposes. In some instances, these applications are endorsed to the BFSA

Secretariat by the HRMO.

Office or Division:
Classification:

Type of Transaction:
Who may avail:

1. Request Form; or

| UA - BFSA Secretariat

| Complex

\ G2G — Government to Government

| DFA Employees
CHECKLIST OF REQUIREMENTS

UA

WHERE TO SECURE

Request Letter for Certification of No Pending
Administrative Case addressed to the BFSA
Secretariat, indicating the following:

e Name of the Applicant

e Purpose of the Certification

CLIENT STEPS

AGENCY ACTIONS

Applicant

FEES TO
BE PAID

PROCES
SING
TIME

PERSON
RESPONSI
BLE

1. Submit the request . Receive the request None 1 day BFSA
with complete personal form and advise the Secretariat
details to the BFSA applicant that the staff or UA
Secretariat Certification will be Incoming
available within seven Communic
(7) working days. ations
Officer
1.1 Enter the application in | None 2 days BFSA
the Certification Log Secretariat
Sheet and search the staff

records to ascertain if
the applicant has any
pending administrative
case. If in the
affirmative, the staff will
review the records to
ensure its accuracy
and determine the
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latest stage of the

case.

1.2Endorse the None 1 day BFSA
application to the Secretariat
BFSA Board Secretary staff

or Asst. Board
Secretary together with
the result of the
records search and
draft the Certification.

1.3 Validate the records None 1 day BFSA
search result, review Board
the draft certification, Secretary
and return the draft or Asst.
Certification to the staff Board
for finalization. Secretary
1.4Finalize the None 4 hours BFSA
Certification and Secretariat
submit it to the BFSA staff

Board Secretary or
Asst. Board Secretary
for signature.

1.5Sign the Certification None 4 hours BFSA
and return the same to Board
the staff for release. Secretary
2. Applicant or authorized | 2. Release the None 1 day BFSA
representative picks up Certification and Secretariat
the Certification request the applicant staff

or authorized
representative to sign
the receiving column of
the Certification Log
sheet, together with
the date of receipt.

loaV:\MN None 7 days
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3. Request for Certified True Copy of Case Documents

The BFSA Secretariat, serving as the custodian of documents related to administrative
cases brought before the Board of Foreign Service Administration, is authorized to certify
case records or specific files included in these records as Certified True Copy. This is done
upon the request of the parties or their representatives, the courts, the Civil Service
Commission, or the Office of the President, among other relevant offices. Case records are
generally confidential so only parties-in-interest, their counsels or representatives, and
relevant offices may be provided with Certified True Copies of these documents.

Office or Division: \ UA - BFSA Secretariat

Classification: | Complex

G2C — Government to Citizen

G2G — Government to Government

Parties or their representatives, the courts, the Civil Service

Who may avail: Commission, or the Office of the President, among other relevant

offices
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Request Letter for Certified True Copy of the Applicant

Documents addressed to the BFSA Secretariat,

indicating the following:

Name of the Applicant

Purpose of the Request for Certified Documents

Type of Transaction:

PROCES PERSON

CLIENT STEPS AGENCY ACTIONS II:BTEEIEATI-I(D) SING RESPONSI
TIME BLE
1. Submit the request 1. Receive the request None 1 day BFSA
with complete details and advise the Secretariat
to the BFSA applicant that, if the staff or UA
Secretariat request is approved, Incoming
the certified documents Communic
will be available within ations
seven (7) working Officer
days.
1.1 Enter the application in | None 2 day BFSA
the Request for Secretariat
Documents Log Sheet. staff
Evaluate the standing
of the applicant to
request the certified
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true copies of case
documents if the
applicant is neither a
party nor a counsel of
record in the case.

Thereafter, search the
records to ascertain
that the official custody
of the original of the
requested documents
is lodged with the
BFSA Secretariat.

representative to sign

1.2Endorse the None 4 hours BFSA
application to the Secretariat
BFSA Board Secretary staff
or Asst. Board
Secretary together with
the result of the
records search, along
with recommendations/
remarks, if any.

1.3 Validate the records None 4 hours BFSA
search result and Board
evaluate the request Secretary
prior to clearing the the or Asst.
reproduction of the Board
requested documents . Secretary

1.4 Reproduce the None 2 days BFSA
requested documents Secretariat
and certify as true staff
copies those whose
original is officially in
the custody of the
BFSA Secretariat.

. Applicant or authorized | 2. Release the None 1 day BFSA
representative picks up Certification and Secretariat
the Certified request the applicant staff
Documents. or authorized
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the receiving copy of
the requested
documents and the
receiving column of the
Certification Logsheet,
together with the date
of receipt.

joaV:\® None

7 days
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DFA Mindanao

External Services
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1. Travels of Diplomatic Missions and International Organizations

DFA Mindanao coordinates with government agencies and local governments
regarding travels of officials and representatives of diplomatic missions and
international organizations to areas in Mindanao that are included in the list provided
by the Security Sector Agencies particularly Conflict-Affected Areas in Mindanao
(CAAM).

Office or Division: DFA Mindanao

Classification: Highly Technical

Philippine Government to Diplomatic Mission/ International

Organization

Who may avail: Diplomatic Missions and International Organizations

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Note Verbale indicating purpose of travel, date, person From the Requesting Diplomatic

traveling, security arrangement request, itinerary of travel, | Mission/ International Organizations

scanned copy of identification card or passport of the
person traveling, contact person and its contact number

Type of Transaction:

PROCE PERSON

CLIENT STEPS AGENCY ACTIONS FBITEElfA.II-g SSING RESPON
TIME SIBLE
1. Submit the Note 1. Receive the Note Verbale None DFA
Verbale and other and advise the applicant Mindanao
requirements to DFA that the travel clearance Staff
Mindanao will be available within 15
working days.

1.1 DFA Mindanao will None DFA
forward the Note Verbale Mindanao
to the concerned DFA Staff
Geographic Office for the 15 days
approval of the travel

1.2DFA Mindanao will None DFA
endorse to concerned Mindanao
Philippine authorities the Staff
travel of the diplomatic
mission/international
organization to CAAM and
its request for security
assistance.
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1.3DFA Mindanao will
release the travel
clearance to the
requesting diplomatic
mission/international
organization through
email

None

DFA
Mindanao
Staff

15 days

joaV:\® None
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Department Legislative Liaison Unit
(DLLU)
External Services
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1. Processing of Consular Endorsements from Legislators
Vet congressional endorsements for consular services (i.e. passport, authentication, visa, et
al) and ensure their timely transmittal to the concerned office of the Department, i.e. the
Office of Consular Affairs (DFA-OCA) and/or the Office of the Undersecretary for Civilian

Security and Consular Affairs (DFA-OUCSCA).

Office or Division:

Classification:
Type of Transaction:
Who may avail:

\ G2G — Government to Government

CHECKLIST OF REQUIREMENTS

Congressional Endorsement with Email Copy Congressional Offices

CLIENT STEPS

1. Client sends consular
endorsements via
email addressed to the
DLLU Assistant
Secretary.

(Consular
Endorsement Services
are done via email)

AGENCY ACTIONS

. DLLU sends to

OCA/OUSCSA the
endorsement
transmittal containing
several individuals
endorsed by endorsing
parties. Email
responses and also
sent to the client.

\ All Congressional Officials, Staff, and PLLO

WHERE TO SECURE

PROCES PERSON
FBEEEIEA-II-I? SING RESPONSI
TIME BLE

None Within 24 | DLLU

hrs Consular

Team
Within 24
hrs

FoaV:\M None
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2. Processing of Requests for Port Courtesies from Legislators

Vet and endorse requests for port courtesies from Legislators, and ensure their timely
transmittal to the concerned Foreign Service Post and/or the concerned Geographic
Offices.

Office or Division: | DLLU

Classification: \ Simple

Type of Transaction: \ G2G — Government to Government

Who may avail: \ All Congressional Officials, Staff, and PLLO
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Congressional Endorsement with Email Copy Congressional Offices

PROCES PERSON

FEES TO

CLIENT STEPS AGENCY ACTIONS BE PAID SING RESPONSI
TIME BLE
1. Client sends requests | 1. DLLU sends to the None Within 24 | DLLU
for port courtesies via concerned foreign hrs Legislative
email addressed to the service posts, copy Team
DLLU Assistant furnished the
Secretary. concerned geographic

offices, the request
letter, flight and hotel
details of the client.
DLLU then forwards to
the client the contact
details of the protocol
officer in charge of the
port courtesy.

FeJV:\M None Within 24
hrs
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3. Processing of Endorsements of Visa Applications from Legislators

Vet and endorse visa applications from Legislators, and ensure their timely transmittal to
the concerned Geographic Offices and/or Foreign Service Posts.

Office or Division:

Classification:
Type of Transaction:
Who may avail:

\ G2G — Government to Government

CHECKLIST OF REQUIREMENTS

CLIENT STEPS

. Client-legislator sends
visa applications of a
named endorsee via
email addressed to the
DLLU Assistant
Secretary.

TOTAL R\l

AGENCY ACTIONS

. DLLU sends to the

concerned geographic
offices, copy furnished
the concerned foreign
service posts, the
request letter of the
client-legislator,
personal details and
other relevant
documents of the visa
applicants. DLLU then
sends regular updates
to the client-legislator
about the status of the
visa applications.

40

\ All Congressional Officials, Staff, and PLLO
WHERE TO SECURE

Congressional Endorsement with Email Copy Congressional Offices

PROCES PERSON
FBEEEIEA-II-I()) SING RESPONSI
TIME BLE
None Within 24 | DLLU
hrs Legislative
Team
Within 24
hrs




4. Coordinating DFA Attendance at Legislative Meetings/Hearings
Coordinate the attendance of the concerned DFA offices in Legislative meetings and
hearings; monitor the status of DFA-related bills and resolutions, and other acts of
Congress relevant to the Department.

Office or Division: | DLLU

Classification: \ Simple

Type of Transaction: \ G2G — Government to Government

Who may avail: \ All Congressional Officials, Staff, and PLLO
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Letter from Congress (i.e. Committee, etc.)

PROCES PERSON

FEES TO

CLIENT STEPS AGENCY ACTIONS BE PAID SING RESPONSI
TIME BLE
1. Client sends letter 1. Drafting and sending | None Within 24 | DLLU
request for DFA memos and/or verbal hrs Legislative
attendance at communications to Team
meetings and sessions the concerned offices
on DFA-related bills of the Department
and resolutions, regarding the
treaties pending schedule of meetings
Congressional and sessions on
concurrence, and other DFA-related bills and
acts of Congress, and resolutions, treaties
the status of such pending
measures/acts. Congressional
concurrence, and
(Coordination with DFA other acts of
Offices is done via Congress, and the
email and Viber) status of such
measures/acts.
Transmitting /
conveying the
attendance of
representatives from
the Department to
Congressional
hearings/meetings
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o V:\® None Within 24
hrs

5. Transmittal of DFA Recommendations to the Legislative
Transmit / convey the positions, comments and/or recommendations of the DFA on certain
legislative measures.

Office or Division: | DLLU

Classification: | Simple

Type of Transaction: \ G2G

Who may avail: \ All Congressional Officials, Staff, and PLLO
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Letter from Congress (i.e. Committee, etc.)

PROCES PERSON

CLIENT STEPS AGENCY ACTIONS FBTEElfA-II-I(J) SING RESPONSI
TIME BLE

1. Client sends letter 1. Transmitting / None Within 24 | DLLU
request for DFA's conveying the position, hrs Legislative
comments on comments or Team
DFA-related bills and recommendations of
resolutions, treaties the DFA on certain
pending Congressional legislative measures

concurrence, and other
acts of Congress, and
the status of such
measures/acts.

eay-\™ None Within 24
hrs
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6. Processing of Assistance-to-Nationals Referrals from Legislators
Transmit the ATN case referrals from the Legislative to the Office of the Undersecretary of
Migrant Affairs and/or concerned Foreign Service Post (FSP).

Office or Division:

Classification:
Type of Transaction:
Who may avail:

| G2G — Government to Government

CHECKLIST OF REQUIREMENTS

Congressional Endorsement with Email Copy Congressional Offices

CLIENT STEPS

AGENCY ACTIONS

\ All Congressional Officials, Staff, and PLLO

WHERE TO SECURE

1. Client sends letter
request for ATN
Assistance addressed
to the DLLU Assistant
Secretary.

(Referrals for ATN
services are done via
email)

joaV:\M None

. DLLU vets

Congressional
endorsement and then
forwards request for
ATN Assistance to
OMWA and/or
concerned FSPs

43

PROCES PERSON
II:BTEElfA-II-I(D) SING RESPONSI
TIME BLE
None Within 24 | DLLU ATN
hrs Team
Within 24
hrs




Department Legislative Liaison Unit
(DLLU)
Internal Services
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1. Transmittal of Special Messages to and from the Legislative
Transmit the special messages of SFA and other DFA officials to Legislative officials and
vice versa, as well as messages from the Legislative addressed to their foreign
counterparts and vice-versa.

Office or Division:

Classification:
Type of Transaction:
Who may avail:

\ G2G — Government to Government

CHECKLIST OF REQUIREMENTS

Special Message

CLIENT STEPS

1. Special
messages/letters are
submitted to the DLLU
for onward transmittal
to their intended
recipient/s.

(Transmittal of special
messages are done in
advance via email.
Physical copies of
letters are still
transmitted via DLLU'’s
messenger)

TOTAL R\l

AGENCY ACTIONS

. DLLU facilitates the

transmittal of the
special messages of
SFA and other DFA
officials to Congress
officials and vice versa,
as well as the
messages of Congress
officials addressed to
their parliamentary
counterparts, through
the FSPs and vice
versa.

45

\ SFA and Other DFA officials (Usually Asec level and above)
WHERE TO SECURE

Secretary of Foreign Affairs / Heads of
DFA Offices

PROCES

FEES TO

PERSON

SING RESPONSI
BE PAID TIME BLE
None Within 24 | DLLU
hrs Legislative
Team
Within 24
hrs




2. Acquisition of Legislative Documents, Congressional Materials, etc.
Coordinate with Congressional Committees / Offices having custody over legislative
documents and other materials that the Department may need.

Office or Division:

Classification:
Type of Transaction:
Who may avail:

CLIENT STEPS

1. Heads of DFA Offices
sends DLLU their
requests for Legislative
Documents and/or
other materials

(Acquisition of Legislative
documents, congressional
materials, etc. are done
via email)

| G2G — Government to Government

CHECKLIST OF REQUIREMENTS

Special Message

AGENCY ACTIONS

. DLLU coordinates with

the Congressional
Committees, offices
and/or individuals who
have custody over the
requested legislative
documents and other
materials (i.e. Minutes
of Meetings)

\ SFA and Other DFA officials (Usually Asec level and above)
WHERE TO SECURE

Secretary of Foreign Affairs / Heads of
DFA Offices

PROCES

FEES TO

PERSON

SING RESPONSI
BE PAID TIME BLE
None Within 24 | DLLU
hrs Legislative
Team
Within 24
hrs

FoaV:\M None
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3. Coordinating Submission of Inputs and Participation in the DFA Budget Hearings by
the Legislative
Monitor the status of the DFA budget in the proposed GAA, including the schedule of
budget hearings, DFA attendance and inputs, and conduct of deliberations.

Office or Division: | DLLU

Classification: \ Simple

Type of Transaction: \ G2G — Government to Government

Who may avail: \ SFA and Other DFA officials (Usually Asec level and above)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

None None

PROCES PERSON

FEES TO

CLIENT STEPS AGENCY ACTIONS BE PAID SING RESPONSI
TIME BLE
1. DFA offices submit 1. Convey information to | None Within 72 | DLLU
requests for alert the SFA and hrs Legislative
information to DLLU on concerned DFA offices Team
the status of the of the latest status of
deliberations on the the DFA Budget.
DFA Budget by the
Legislative Ensures the DFA's
timely and appropriate
intervention at all
stages of budget
legislation.

o aV:\® None Within 72
hrs
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4. Facilitation of the Confirmation of DFA Officials during the Confirmation Hearing of
the Commission on Appointments
Serve as communication channel between the appointees and the members of the
Commission on Appointments (CA), arrange the appointees’ courtesy calls on CA
members, as well as provide guidance and direction during the actual CA hearings.

Office or Division: | DLLU

Classification: \ Simple

Type of Transaction: \ G2G — Government to Government

Who may avail: \ SFA and Other DFA officials (Usually Asec level and above)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

None None

PROCES PERSON

CLIENT STEPS AGENCY ACTIONS FBEEEIEA-II-I(D) SING RESPONSI
TIME BLE

1. DFA offices submit 1. DLLU creates a None Within 24 | DLLU
names of appointees centralized channel for hrs Legislative
who will be subject to communication, Team
confirmation by the usually a chat room in
Commission on an online messaging
Appointments. application, between

the appointees, the
DLLU Legislative
Team, and the relevant
staff of the members of
the Commission.
Courtesy calls on the
members of the
Commission are then
arranged. On the day
and time of the
scheduled confirmation
hearing, DLLU
personnel give
guidance and direction
to the appointees.

o1y \M None Within 24
hrs
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Human Resources Management Office

(HRMO)
External Service

49



1. Processing of Application for Home-based Plantilla, Contractual, and Contract of

Service Position

Hiring of home-based plantilla, contractual, and contract of service positions

Office or Division:

\ HRMO - Recruitment, Selection, and Placement Division

Classification: | Highly Technical

Type of Transaction:

| G2C — Government to Citizen

Who may avail:

CHECKLIST OF REQUIREMENTS
1. Duly accomplished DFA application form with
colored photo
2. Duly accomplished Work Experience Sheet
3. Updated resumé

Filipino citizen, and of good moral character;
e Has met the educational, work experience, and training
requirements of the vacant position; and

e Possesses the appropriate Civil Service eligibility or its
equivalent if required by the vacant position.
WHERE TO SECURE

Department of Foreign Affairs Website
Civil Service Commission Website

4. Copy of professional or second level civil service
eligibility (for contractual, casual, and Plantilla
positions, whichever is applicable depending on the
position requirements)

Civil Service Commission/ Professional
Regulation Commission/ Supreme Court

(whichever is applicable)

5. Copy of transcript of records
6. Copy of diploma
7. Copylies of relevant in-service training certificates

School / University

8. Valid NBI clearance (or proof of renewal or new
application)

AGENCY ACTIONS

CLIENT STEPS

National Bureau of Investigation

FEES TO
BE PAID

PROCESSI
NG TIME

PERSON
RESPONSI
BLE

1. Submit the complete 1. Acknowledge the None 5 minutes Recruitment
documentary email. Staff
requirements
(Applicants with
incomplete
requirements will not
be processed.)

1.1 Review the None One (1) to Recruitment
application five working | Staff
requirements (5) days
submitted vis-a-vis depending
the CSC Minimum on the
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results

Qualification volume of
Standards and the applications
Preferred received
Qualifications of the
Hiring Office
1.2Check the databases None 30 minutes | Recruitment
whether the applicant to 1 hour Staff
has taken the depending
employment on the
examinations or has V°'“T“e .Of
applications
a derogatory record received
in the Department.
If the applicant has a
derogatory record,
the application is
considered null and
void and the
applicant is informed
accordingly.
1.3Encode details of the | None 30 minutes | Recruitment
applicants in the to 1 hour Staff
database depending
on the
volume of
applications
received
1.4 Invite the applicant None 30 minutes | Recruitment
for examination, if to 1 hour Staff
he/she does not depending
have an existing on the
exam and he/she volume of
meets the applications
requirements and received
qualifications.

. Attend the 2. Administer the None 4 hours Recruitment
pre-employment pre-employment Staff
examination on the examination
scheduled date depending on the

position to be filled
2.1Check, encode and None 3 working Recruitment
inform the applicants days Staff
the examination depending
on the
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volume of

examinees
3 working
days
depending
on the
volume of
examinees
2.21If the applicant None 1 working Recruitment
passed the day Staff
examination,
schedule an HRMO
interview and invite
him/her through
email. (Applicants
who fail to respond to
the invitation may be
removed from the
pool of applicants)
3. Attend the HR initial 3. Conduct the HR None 1t03 Recruitment
interview interview and inform working Staff
the applicants of the days
result via email depending
: on the
accordingly. volume of
applicants
3.1 Coordinate with the None
hiring office the
shortlist of applicants
for final interview.
3.2Schedule and None 1t03 Hiring Office
conduct the final working
interview days
3.3Inform the HRMO on | None gﬁ‘?{ﬁgdmg
the result of the final volume of
interview applicants
3.4Inform the applicants | None 1 working Recruitment
on the result of the day Staff

final interview.

Email the applicants
on the documentary
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requirements to
submit
. Submit the complete 4. Review the None 1t03 Recruitment
documentary documentary working Staff
requirements requirements days
_ Submit to HRMO the 5. Upon receipt of the None 1t0 3 Recruitment
accomplished consent accomplished working Staff
form and list of consent form and list days
employers of employers, email
the employers of the
background check
form
5.1Upon receipt of the None 3 working Recruitment
result of Background days Staff
check, evaluate and depending
analyze the result on the
and if an applicant 2:32:221?;
has a derogatory
record, inform the
applicant and hiring
office of his/her
removal from the
shortlist of applicants

LIS 1 to 2 months depending on the number

of applications received and positions to

be filled




2. Processing of Appointment and Office Order of Successful Applicants (Contractuals)
Appointment of Contractual personnel

Office or Division: \ HRMO - Recruitment, Selection, and Placement Division
Classification: | Highly Technical
G2G — Government to Government
G2C — Government to Citizen
Filipino citizen, and of good moral character;

e Has met the educational, work experience, and training
Who may avail: requirements of the vacant position; and
e Possesses the appropriate Civil Service eligibility or its
equivalent if required by the vacant position.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

First set (to be submitted within 2 days from the
notice of hiring)

Type of Transaction:

1A. One (1) duly accomplished and notarized Personal
History Statement Recruitment Section
2A. Three (3) duly accomplished and notarized CSC
Personal Data Sheet with Work Experience Sheet
3A. Three (3) Notarized Sworn Statement of Assets,
Liabilities and Net Worth (SALN)

4A. Two (2) duly accomplished Report on Family

Status
5A. Valid NBI Clearance NBI
Second set (under normal circumstances, to be CSC/PRC/SC

submitted within 1 week from the notice of hiring)

1B. Two (2) hard copies (authenticated copy /
certified true copy / photocopy / scanned copy / or
site/screen capture using the Civil Service
Eligibility Verification System [CSEVS],
Professional Regulation Commission’s [PRC]’s
Licensure Examination and Registration
Information System [LERIS], or Supreme Court of
the Philippines [SC] Lawyer’s List) of Certificate of
Eligibility / Eligibility Card / Report of Rating /
License / Certificate of Admission to the Bar
whichever is applicable

2B. Original Certificate of live birth Philippine Statistics Authority
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3B. Original Marriage Certificate (if any) and Certified
true copy of Birth Certificate of Child/ren (if any)

4B. Certified true copy of Diploma and Transcript of School / University
Records (TOR)
5B. Duly accomplished CS Form No. 211 Revised Any hospital / clinic / laboratory
2018 Medical Certificate with the original results of
the following medical tests:

e Blood Test (CBC),
e Urinalysis,

e Chest x-ray,

e Drug test.

6B. Clearance/certificate from a licensed
psychologist/psychiatrist to attest psychological

fitness.
FEES TO PROCES  PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID SING RESPONSI
TIME BLE
1. Receives Interview None 5 minutes | Recruitment
Rating Sheet and Staff

Certification of No Relative
with the recommendation
to hire from the hiring

office.
2. Informs the applicant None 1 minute | Recruitment
that they are Staff

recommended for hiring
and sends an email
containing the list of
documentary
requirements, the deadline
for submission, and the
soft copies of the required

forms.
3. Submits first and 3. Receives and reviews None 5 minutes | Recruitment
second set of the documents. Staff

documentary
requirements through
email for review
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4. Prepares memorandum
request to the Intelligence
and Security Unit (ISU) for
background check of the
applicant. Attaches the
PHS to the memorandum.

HRMO Director reviews
and endorses the
Memorandum to the
Executive Director for the
approval and signing of
the Assistant Secretary.
Documents are
transmitted to ISU.

ISU and National
Intelligence Coordinating
Agency (NICA) conduct
background check. ISU
transmits the result to
HRMO.

Prepares Appointment
Paper (in triplicate), Office
Order, Certification of No
Relative and transmittal
memorandum to the Office
of the Undersecretary for
Administration (UA)

HRMO-RSPD Director
reviews the memorandum
and signs the Appointment
Paper.

HRMO Executive Director
reviews the memorandum.

None

10to 15
working
days
(ISU
backgrou
nd check
and
preparati
on of
Appointm
ent Paper
are
processe
din
parallel)

Recruitment
Staff,

HRMO-RS
PD Director,

Executive
Director,

Assistant
Secretary

ISU

Recruitment
Staff

HRMO-RS
PD Director

HRMO
Executive
Director
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HRMO Assistant
Secretary signs the
memorandum.

Documents are
transmitted to UA for
signature.

Signed Appointment
Papers, Office Order,
Certification of No Relative
are routed to HRMO.

HRMO
Assistant
Secretary

Communica
tions
Officer, and
Undersecre
tary for
Administrati
on

57

5. Informs applicant of the | None 1 minute | Recruitment
date of assumption via Staff
email.
6. Appears in 6. Receives the None 30 Recruitment
HRMO-RSPD, submits documentary minutes Staff
documentary requirements and provides
requirements, and the onboarding kit
receives the onboarding including the deployment
kit including the checklist, signed
deployment checklist, Appointment Paper and
signed Appointment Paper | Office Order to the newly
and Office Order. hired personnel.
Deploys the newly hired
personnel to the hiring
office.
Accomplish the steps on Enrolls the newly hired
the deployment checklist | personnel to the Online
and accomplish the online | Onboarding Course.
onboarding course for
newly hired DFA
personnel.
None 16
working
days




3. Processing of Contracts of Successful Applicants (Contract of Service [COS])

Preparation of contracts of service

Office or Division: \ HRMO - Recruitment, Selection, and Placement Division

Classification: | Highly Technical

Type of Transaction:

G2G - Government to Government
G2C — Government to Citizen

Filipino citizen, and of good moral character;
e Has met the educational, work experience, and training

Who may avail: requirements of the vacant position; and

CHECKLIST OF REQUIREMENTS

First set (to be submitted within 2 days from the
notice of hiring)

1A. Two (2) duly accomplished and notarized Personal
History Statement

2A. One (1) duly accomplished - Temporary ID Form
with two (2) 1 x 1 ID pictures

3A. Valid NBI Clearance

4A. Valid government-issued ID/PRC License

e Possesses the appropriate Civil Service eligibility or its
equivalent if required by the vacant position.

WHERE TO SECURE

Recruitment Section
CSC, PRC, NBI

Second set (under normal circumstances, to be
submitted within 1 week from the notice of hiring)

1B. Duly accomplished CS Form No. 211 Revised
2018 Medical Certificate with the original results of
the following medical tests:

Blood Test (CBC),
Urinalysis,

Chest x-ray,

Drug test.

Any hospital / clinic / laboratory /
licensed govt physician

2B. TIN Number

CLIENT STEPS AGENCY ACTIONS

BIR

PROCE PERSON
SSING RESPONSI
TIME BLE

FEES TO
BE PAID

1. Receives Interview
Rating Sheet and
Certification of No Relative

None 5 Recruitment
minutes | Staff
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with the recommendation
to hire from the hiring
office.

2. Informs the applicant
that they are
recommended for hiring
and sends an email
containing the list of
documentary
requirements, the deadline
for submission, and the
soft copies of the required
forms.

None

1 minute

Recruitment
Staff

3. Submits first and
second set of
documentary
requirements through
email for review

3. Receives and reviews
the documents

None

5
minutes

Recruitment
Staff

4. Prepares memorandum
request to the Intelligence
and Security Unit (ISU) for
background check of the
applicant. Attaches the
PHS to the memorandum.

HRMO Director reviews
and endorses the
Memorandum to the
Executive Director for the
approval and signing of
the Assistant Secretary.
Documents are
transmitted to ISU.

ISU and National
Intelligence Coordinating
Agency (NICA) conduct
background check. ISU
transmits the result to
HRMO.

None

1-3
working
days

10to 15
working
days

Recruitment
Staff,
HRMO-RSP
D Director,
Executive
Director,
Assistant
Secretary

ISU / NICA
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Prepares COS contract (in 1t0 3 gteC;F uitment
. . aff,
duplicate copy) and working HRMO-RSP
memorandum days .
. D Director,
endorsement to Hiring Executive
Office, OFMS and OUA Director,
Assistant
Once the memorandum 1t03 Secretary
endorsement is signed, working
endorse the contracts to days
hiring office, OFMS and
OUA for signature
5. Informs applicant of the | None 1 minute | Recruitment
date of assumption via Staff
email.
6. Appears in 6. Receives the None 30 Recruitment
HRMO-RSPD, submits documentary minutes | Staff
documentary requirements and provides
requirements, and the onboarding kit
receives the onboarding including the deployment
kit including the checklist.
deployment checklist
7. Accomplish the steps 7. Deploys the newly hired
on the deployment personnel to the hiring
checklist and accomplish | office.
the online onboarding
course for newly hired Enrolls the newly hired
DFA personnel. personnel to the HCM
before endorsement to the
Time Keeping Section for
the enrollment in the
biometrics system.
[oXV:\S None 24 days
and 37
minutes




4. Processing of Appointments of Successful Applicants (Home-Based Plantilla
Positions)
Appointments of successful applicants to home-based plantilla positions

Office or Division: | RSPD
Classification: | Highly Technical
G2G - Government to Government
G2C - Government to Citizen
Filipino citizen, and of good moral character;

e Has met the educational, work experience, and training
Who may avail: requirements of the vacant position; and
e Possesses the appropriate Civil Service eligibility or its
equivalent if required by the vacant position.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

First set (to be submitted by the applicant within Forms are provided by HRMO via
two weeks from the notice of hiring) email.
For submission to the Civil Service Commission
for the validation of appointments:
1. Three (3) duly accomplished and notarized Personal
Data Sheet (CS Form No. 212) and Work Experience
Sheet (Attachment to CS Form No. 212);
2. Three (3) duly accomplished Position Description
Form (DBM-CSC Form No. 1);
3. Three (3) duly accomplished Oath of Office (CS
Form No. 32 Revised 2018); and
4. Three (3) duly accomplished Certificate of
Assumption to Duty (CS Form No. 4 Revised 2018).
5. Two (2) authenticated copies of Civil Service
Eligibility or Equivalent (Certified True Copy (CTC) of
Board Rating /CTC of Certificate of Registration/ CTC
of PRC ID);
6. Two (2) duly accomplished and notarized Personal
History Statement;
7. One (1) original and one (1) photocopy of valid NBI
Clearance
Second set (within two weeks after submission of
the first set of requirements)
1. Two (2) Notarized Sworn Statement of Assets,
Liabilities and Net Worth (SALN);
2. Two (2) duly accomplished Report on Family Status;

Type of Transaction:
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3. Duly accomplished Temporary ID Form with 2 pcs.
1x1 photo;

4. Certificate of Live Birth duly authenticated by the
Philippine Statistics Authority (PSA);

5. Certified true copy of Diploma and Transcript of
Records (TOR);

6. Duly authenticated PSA Marriage Certificate (if any)
and Birth Certificate of Child/ren (if any);

7. Medical Certificate (CS Form No. 211) accomplished
by a government physician with attached original
results of Blood Test (CBC), Urinalysis, Chest x-ray,
and Drug test;

8. Clearance/certificate from a licensed
psychologist/psychiatrist to attest psychological fitness;
9. Certificate/s of previous employment (if applicable);
and

10. Clearance and Certificate of Leave Credits from
employer (if applicant has been a government

employee).
PERSON
FEES TO PROCESS
CLIENT STEPS AGENCY ACTIONS BE PAID ING TIME RESPONSI
BLE
1. Receives Interview None 1 minute Recruitment
Rating Sheet with the Staff

recommendation to hire
from the hiring office.
Endorses application
documents to
HRMO-Selection
Section for processing.

2. Consolidate candidates | None Within 1 Selection
to be endorsed to the month for | staff
Human Resources applicants
Promotion and 100 and
Selection Board below
(HRMPSB) for

deliberation or through
an Ad Referendum for
approval of the

HRMRPSB Members,
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whichever is applicable.
Prepares documents
and presentation for
HRMPSB meeting.

. Prepares HRMPSB 1 week Selection
Board resolution. depending | staff
on the
availability
of the
HRMPSB
members
who will
sign the
Board
resolution
. Prepares Memorandum 1 week Selection
for signature of the (including | staff
HRMPSB Chair, the signing
endorsing the of the
appointment of selected approval)
candidate/s for approval
by the Secretary for
Foreign Affairs.
5. Receives notification on . Informs the applicant 1 day Selection
recommendation for hiring and the hiring office the staff
and list of documentary recommendation for
requirements hiring and sends an
email containing the list
of documentary
requirements, the
deadline for submission,
and the soft copies of
the required forms.
Applicants are
requested to submit first
the set of documentary
requirements.
10 minutes | Selection
staff
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Notifies candidates who
are not recommended
for hiring.

. Submits the first set of . Receives and reviews 2 weeks
documentary the documents.
requirements
. Request background 1 week Selection
investigation of the including staff, ISU
candidate through ISU the receipt | staff
of result of
background
check
. Submits the second set | 8. Receives and reviews Within 2 Selection
of documentary the documents. weeks staff
requirements indicated
above.

8.1 Upon receiving the 2 weeks Selection
background check including staff
results, if no derogatory preparation
record is found, the until receipt
preparation of of signed
appointment papers and appointment
a transmittal papers
memorandum to the
Office of the
Undersecretary for
Administration (OUA) HRMO-RSP
begins. D Director
HRMO-RSPD Director
reviews and initials the
memorandum and signs HRMO
the appointment papers. Executive
HRMO Executive Director
Director initials the HRMO
memorandum and the Assistant
appointment papers. Secretary
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HRMO Assistant

Secretary signs the Communicat
memorandum and ions Officer,
appointment papers as Undersecret
the Chair of the ary for
HRMPSB Administrati
Documents are on
transmitted to UA
signature. Signed
appointment papers are
routed to HRMO.

8.2Upon receipt of the 1 week Selection
signed appointment including Staff,
papers, requests the receipt | Placement
Placement Section to of signed Staff
prepare the Office Office Order
Order of the candidate/s

8.3 Notifies the approved 1 day Selection
applicants on the date Staff

they can assume office
via email. (Note: As
prescribed by
ORAOHRA (Omnibus
Rules on Appointments
and Other Human
Resource Actions),
personnel may assume
office once their
appointment papers are
signed by the
appointing authority.
However, to avoid
conflicts with the Office
of Financial and
Management Services
(OFMS), we ensure that
the issuance of the
Officer Order takes
place before the
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personnel assume
office. New hires must
assume office within 30
days from the date of
signing of their
appointment papers.)

12. Completion of the
Onboarding Course

Submission of the
documentary requirements

12. Upon assumption of
office of new hire, updates
their record to HCM-PS;

Enrolment to the
Onboarding Course (Cast
LMS)

Informs the new hires of the
initial claim requirements
and enrolment to GSIS,
PAG-IBIG, Philhealth and
Health Insurance

1 day

1 day
enrolment; 2
weeks
duration of
the course
to finish

1 day;

2 weeks to
1 month
depending
on the
availability
of the
documentar
y
requirement
s of the new
hire

Selection
staff

Selection
staff

Selection
staff
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13. Receives signed and 13. Transmits signed 1 week Selection
approved appointment appointment papers and staff
papers. supporting documents to the
Civil Service Commission
for validation.
Provides candidates with 1 week
their signed and approved
(by UA) appointment papers
as well as the other Units of
the Department such as
GSIS, Pag-lbig, Philhealth
and Payroll Unit for the
initial claim of the personnel.
14. Validation of 1t02 CSC
appointment papers months NCR-Field
Office Desk
Officer
Receipt of validated 1 day Selection
appointment papers Staff
15.Transmits the 1 week Selection
CSC-validated appointment Staff
paper to the concerned
personnel
16. Transmits the
CSC-validated appointment
papers to RMS for 201 file
None Maximum
of 6
months;
Minimum
of 4
months
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5. Compliance with Subpoenas Issued by Courts and Quasi-Judicial Bodies

The Performance and Records Management Division, through the Administrative
Compliance Section, handles the first tier in administrative disciplinary proceedings. It
receives complaints against personnel and determines whether or not they are to be
elevated to the Board of Foreign Service Administration (BFSA) for prosecution. Its tasks
also include complying with subpoenas for cases filed against personnel in courts or
quasi-judicial bodies.

Office or Division: ‘ HRMO - Performance and Records Management Division (PRMD)
Classification: | Complex
Type of Transaction: \ G2G - Government to Government
Who may avail: \ Courts and Quasi-Judicial Bodies
CHECKLIST OF REQUIREMENTS
1. Subpoena containing list of documents requested

WHERE TO SECURE
From requesting court or quasi-judicial
body

HRMO-Records Management Section

2. CTC of Certified True Copy (CTC) of requested
documents

PROCES PERSON

CLIENT STEPS AGENCY ACTIONS FBITEEEA.II-EC)) SING RESPONSI
TIME BLE
1. Send subpoena 1. Receive subpoena from None 1 working | ACS Case
court/quasi-judicial body day Officer
2. Secure copies of the None 3 working | ACS Case
requested documents; days Officer

copy certified by
concerned offices

2. Receive Certified True | 3. Send letter of None 3 working | ACS Case
Copy of requested compliance, certification, days Officer
documents and Certified True Copy of

requested documents to
court/quasi-judicial body

None 7 working
days
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6. Service Attachés Unit — Opening, Expanding or Closing of the Partner Agency Office

at FSP

The Service Attachés Unit provides administrative support between 