
Republic of the Philippines
Department of Education

Region VI - Western Visayas
DIVISION OF AKLAN

Kolioo. Aklan

December 28, 2017
DIVISION MEMORANDUM
No. 33(0 ,s. 2017

DIVISION ORIENTATION ON THEIMPLEMENTATION OF DEPEDORDER NO. 48, S.2017
(THE POLICY AND PROCEDURAL GUIDELINES(PPG) ON THECERTIFICATION,

AUTHENTICATION AND VERIFICATION (CAV) OF BASIC EDUCATION SCHOOL
RECORDS)

To: Chief Education Supervisors
Public Schools District Supervisors

Principals/Head Teacher In-Charge of the District
Heads of Public and Private Elementary, Secondary and Integrated
Schools
SHS Registrars
Others Concerned

1. The Department of Education (DepEd) Division of Aklan will conduct the
Division Orientation on the Implementation of the Policy and Procedural
Guidelines on the Certification, Authentication and Verification of Basic Education
(DepEd Order No. 48, 5.2017)on January 12,2018 at Gov.Corazon L. Cabagnot
Tourism and Training Center (previously Aklan Training Center), Old Buswang,
Kalibo, Aklan.

2. Thisorientation activity aims to provide proper and appropriate guidance
and direction to all concerned with a standard and uniform policy, procedures
and guidelines in the processing of CAV transactions pertaining to Basic
Education School Records.

3. The orientation isdivided in two sessions.The morning session(8am to 12pm)
iscomposed of the districts from the Eastern side namely: Altavas, Balete, Batan,
Bongo, Kalibo I and Kalibo 11, Libacao, Madalag and New Washington. The
afternoon session(1pm to 5pm) will include the districts from the Western side, to
wit: Buruanga, Ibajay West and East, tezo. Makoto, Molay, Malinao, Nabas,
Numancia and Tangalan.

4. Participants of this orientation are School Heads of Public and Private
Elementary, Secondary and Integrated Schools and SHSregistrars.

5. Expensesincurred shall be charged against local funds subject to the usual
accounting and auditing rules and regulations.

6. Immediate and widest dissemination of this Memorandum is earnestly
desired.

FORTHESCHO SDIVISIONSUPERINTENDENT:

M ~H::eL~:~~
Chief Ed cation Supervisor

School Governanc and Operations Division
In- Charge of the Division



Enclosure: as stated
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Republic of the Philippines

Department of Education

Region VI- Western Visayas
DIVISION OF AKLAN

Kalibo, Aklan

December 28,2017

Number of participants per District

District Elementary Secondary Private Schools SHS Registrar Total

Morning Session
Altavas 15 5 5 1 26
Balete 11 3 5 ; 19
Batan 22 8 3 33
Banga 18 6 3 27
Kalibol 10 2 31 43
Kalibo 11 10 3 0 2 15
Ubacao 16 5 3 24

Madalag 13 4 0 17
New wash. 17 3 7 1 28

Total 232
Afternoon Session

Buruanga 8 2 2 12
Ibajay East 11 2 1 14
IbajayWest 11 3 3 17

Lezo 9 2 0 11
Makato 13 3 3 19
Malay 13 4 22 39

Malinao 16 7 2 25
Nabas 13 4 5 22

Numancia 13 2 4 19
Tangalan 11 4 0 15
Total 193

Morning and Afternoon Session

SDO 10 10
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POLICY AND PROCEDURAL GUIDELINES ON THE CERTIFICATION,
AUTHENTICATION AND VERIFICATION OF BASIC

EDUCATION SCHOOL RECORDS

To: Undersecretaries
Assistant Secretaries
Bureau and Service Directors
Regional Secretary, ARMM
Regional Directors
Schools Division Superintendents
Public and Private Elementary and Secondary Schools Heads
All Others Concerned

1. The Department of Education (DepEdl issues the enclosedPolicy and
Procedural Guidelines on the Certification, Authentication and Verification
(CAV)of Basic Education School Records.

2. This DepEd Order aims to provide proper and appropriate guidance and
direction to all concerned with a standard and uniform policy, procedures, and
guidelines in the processing of CAV transactions pertaining to Basic Education
School Records.

3. All other DepEd issuances, rules, and regulations, which are inconsistent
with these guidelines and procedures are deemed amended accordingly upon its
effectivity.

4. This Order shall take effect immediately upon its approval.

5. Immediate dissemination of and strict compliance with this Order is directed.

Encl.:
As stated

To be indicated in the Perpetual Index
under the following subjects:

AUTHENTICATION
CERTIFICATION
LEARNERS
POLICY

PROCEDURE
RECORDS
RULES AND REGULATIONS
SCHOOLS

MeR/Do-policy and Procedural Guidelines ...
0784/August22.2017

DepEd Complex, Meralco Avenue, Pasig City 160011633-7208/633-7228/632-1361 ••636-4876/637-6209 4www.deped.gov.ph
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POLICY AND PROCEDURAL GUIDELINES ON THE CERTIFICATION,
AUTHENTICATION AND VERIFICATION OF BASIC

EDUCATION SCHOOL RECORDS

I. RATIONALE

School records define and perpetuate the educational status of a person and, most
importantly, influence his I her future undertakings, regardless of professional, and I or
otherwise, levels. The availability and accessibility thereof must, therefore. be assured.
Foremost is that its reliability and authenticity should be guaranteed at all times.

The Department of Education, as the premier public institution with a pronounced
vision and mission and core values that are learner - centered, is the custodian of the
school records of all learners in the basic formal and non-formal educational systems. As
such, it receives requests from these former I current learners for the production and
certification of their school records in relationto valid purposes such as, but not limited to,
employment abroad, migration to foreign land, travel to overseas, and other personal
reasons. The school records so requested are those required to be authenticated by the
Department of Foreign Affairs pursuant to existing national and international regulations.

This Department Order provides a unified and comprehensive set of standards,
procedures, and guidelines in the processing of Certification, Authentication and Verification
(CAV) of school records. It seeks to achieve the following objectives:

a. To give proper guidance and policy direction to all officials, officers and personnel
concerned in the processing of requests for CAV;

b. To simplify the requests, processes and procedures in handling CAV
transactions;

c. To identify the roles, responsibility and accountability of all personnel involved in
the processing of CAV requests;

d. To ensure a standard and uniform processing of CAV requests by personnel
concerned thru the step-by-step procedures set forth herein; and

e. To establish sustained mechanisms for monitoring and evaluation of the
efficiency and effectiveness of this Policy and Procedural Guidelines (PPG), and
the appropriate elevation and resolution of interpretation and implementation
issues, problems and concerns.



11. SCOPE OF THE POLICY

For the purpose of this Policy and Procedural Guidelines (PPG), the following shall be
covered in its application and implementation as defined under Section '" hereunder:

a. Academic School Records
b. CertifyingOfficers
c. learners
d. Public and Private Learning Institutions on Basic Education

Ill. DEFINITIONOFTERMS

For the purpose of this Order, the following terms are defined I understood as
follows:

a. Academic School Records (ASR) - refers to different education-related
documents attesting to the lev~1of academic completion or accomplishment
of a learner in the formal system or Alternative learning System (ALS) that an
applicant can request for a Certification, Authentication and Verification (CAV)
as required.for authentication by the Department of Foreign Affairs (DFA). It
shall include any, or all of, the following:

i. Elementary I Secondary Diploma
ii. Form 137
iii. Form 138
iv. Report of Rating in the Accreditation and Equivalency (A&E) Test of the

Alternative learning System (ALS) or Philippine Educational Placement Test
(PEPn

b. Alternative Learning System :(ALS) Accreditation and Equivalency Test
(A&E Tests) - refers to nationally-administered tests that aim to measure the
competencies and life skills of those who have not attended or finished the
formal elementary or secondary'education. These assessments allow learners
to obtain certification of completion at different exits in Basic Education, which
may be used to access further education, job promotion, entry to job training,
and employment. .

c. Applicant - refers to a person who applies for or requests for his I her
Academic School Records for. Certification, Authentication and Verification
purposes only; in any event of his I her physical absence, the applicant may
be substituted by a duly authorized representative as defined below.

d. Basic Education School Records - refers to any of the documents defined
under Section III (a) above evidencing the level of academic completion or
accomplishment of a learner which encompasses kindergarten, elementary,
and secondary education as w~1Ias alternative learning systems for out-of-
school- learners and those with special needs.I

I
I

t'
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e. Certification, Authentication, and Verification (CAV) - refers to an official
and formal processes and acts of checking, reviewing, and certifying to the
genuineness and veracity of available academic school records of a learner
duly performed by the Department of Education (DepEd) and the Department
of Foreign Affairs (DFA) pursuant to existing arrangements by the said
Departments; and shall be issued to the applicant only for any of the following
applicable purposes and as required by DFA:

i. Employment abroad
ii. Seaman's Bookl Seafarer's Registration Certificate
iii. Migration abroad
iv. Student visa
v. Tourist visa
vi. Fiance visa
vii. Descendant's visa
viii.Reimbursement of educational allowance I tuition fees of children of Overseas

Filipino Workers (OFW)
ix. Such other purposes as maybe required in writing by the DFA

f. Certification of Academic Level Completed - refers to a document issued
by duly authorized and competent authorities certifying to a learner's level of
academic completion in the formal education system.

g. Certification of English as Medium of Instruction - refers to a document
issued by duly authorized and competent authorities certifying that the
language used in teaching in a leaming institution is EngliSh.

h. Certification of English Translation of Diploma- refers to a document
issued by duly authorized and competent authorities certifying to the
translation in the English language of school records in non-English language.

i. Certification of Graduation - refers to a document issued by duly authorized
and competent authorities certifying, based on incontestable school records.
the name of the leamer, his t her year of graduation and Learner's Reference
Number (LRN) issued by DepEd; and. in the case of private schools. the
learner's Special Order Number upon graduation from secondary course.

j. Certification - refers to the official and formal process and act of attesting to
any relevant information pertaining to the academic level of accomplishment
of a learner based on his I her existing and verifiable school records as
certified to by duly authorized and competent authorities. The Certification
covers information as disclosed in the said school records and defined
appropriately in this Section, as follows:

i. Academic Level Completed
ii. English as Medium of Instruction
m. English Translation of Diploma
iv. Graduation



k. Certifying Officers- refers to those who are authorized by this Order to certify
to the Academic School Records of a learner as enumerated in this Section.
They are either appointed or designated by duly-constituted authorities, as
follows:

i. Records Custodian I Registrar
ii. School Heads
iiL Division Records Officer
iv. Administrative Officer V for Administrative Section
v. Assistant Schools Division Superintendent
vi. Schools Division Superintendent
vii. Regional Records Officer
viii. Regional Chief Administrative Officer, Administrative Division
ix. Assistant Regional Director
x. Regional Director

For the purpose of issuance of the Certification, Authentication and
Verification (CAV) Form, the signature and approval therein shall be by the
Regional Director or Assistant Regional Director or Regional Chief
Administrative Officer, Administrative Division, in the said signing authority
order.

I. Elementary I Secondary Diploma - refers to the academic record issued by
a learning institution which certifies that a learner has successfully completed
the academic requirements for graduation prescribed by the Department of
Education for Elementary and Secondary Schools.

m. Foreign or International Schools - refers to schools duly established and
authorized in accordance with the existing Philippine laws to operate certain
educational programs that primarily and principally adhere to either universally
accepted and recognized educational policies and standards or the unique
differentially prescribed system of education of a particular country other than
the Philippines.

n. Form 137 - refers to the permanent school learner record showing the
historical academic and eo-curricular records of the learner.

o. Form 138 - refers to the document showing the academic performance of a
learner in a given school year.

p. learner - refers to a pupil or student in the formal system, or in the
Alternative Learning System (ALS).

q. learning Institutions - refers to schools, both public and private, including
those Philippine Schools based overseas and Foreign or International
Schools based in the Philippines, duly accredited and I or recognized by the
Department of Education authorized to offer any of the following Basic
Education Program:

i. Kindergarten education - shall mean one (1) year of preparatory
education for children at least five (5) years old as a pre-requisite for
Grade 1.

6



ii. Elementary education - refers to the second stage of compulsory
basic education which is composed of six (6) years.

iii. Secondary education -refers to the third stage of compulsory basic
education consisting of four (4) years of junior high school education
and two (2) years of senior high school education.

r. Philippine Schools Overseas - are duly registered educational institutions
operating outside the Philippines and implementing the basic education
curriculum of DepEd, purposely to address the educational needs of children
of Filipinos and eventually facilitate their reintegration into the Philippine
Education System

s. Philippine Education Placement Test (PEPT) - refers to nationally-
administered assessment for learners in special circumstances the result of
which allow learners to access or. resume schooling and I or obtain
certification of completion by grade level in the DepEd formal system.

t. Representative - refers to a person duly authorized in writing through a valid
Special Power of Attorney (SPA) executed by the applicant specifically stating
the name of the representative and the purpose for its issuance.

In the case of a minor learner, the application may be filed by any of the
following, subject to the presentation of a valid proof of affinity to the minor
learner as stated hereunder:

i. Parent - Birth Certificate of the minor learner
ii. Brother or Sister of legal age - Birth Certificates of the minor learner

and the brother or sister
iii. Legal Guardian - Court Order

u. Secondary Evidence - refers to documentary evidences to support any
claim of graduation from, or completion of, any level in formal educational
system when school records are reported lost, damaged or destroyed; in
which case, the applicant must submit any of the following to support hisI her
claim:

I. Sworn Statement of any two (2) of the applicant's classmates,
principals, or teachers; and supported by either the school graduation
photos, souvenir program, or graduation program; or

ii. Duly certified copy of either Form 137 or Form 138 of the learner on file
in any Tertiary Learning Institutions; or diploma I transcript of records
on file in the learner's current I previous employer/s.

v. Special Order (SO) - an authority issued by the Department of Education as
a requirement for the graduation of students from the formal secondary level
in private schools, on a certain date, and is granted conditionally upon the
successful completion of the requirements therefor.

7



IV. POLICY STATEMENT

It is the declared policy of the Department of Education that learners, regardless of
their level.of educational accomplishments, whether in the formal or informal systems. have
the right to information on and access to their basic education school records without
inconveniencing them. Further, it is also guaranteed that the Department shall afford full
protection to any learner's right to security and confidentiality of his I her records. Finally,
these learners' school records must be protected and safeguarded in accordance with
standards on records management and custodianship in order to ensure the integrity,
accessibility and timely release thereof.

8



V. PROCEDURES ON THE PROCESSING OF CAV

GENERAL INSTRUCTIONS:

1. An Applicant, or in his I her absence, his I her duly authorized representative, shall fill-out
a CA V Request Form (RF) for any of the following Academic School Records (ASR):

a. Elementary I Secondary Diploma
b. Form 137
c. Form138
d. Report of Rating in the Accreditation and Equivalency (A&E) Test of t~e

Alternative Learning System (ALS) or Philippine Educational Placement
Test (PEPT) I

!
I

2. The issuance of CAV shall be for a speCific purpose only as defined in Section 11/ (e) of
this PPG.

3. Special Order (SO) Number must be indicated in the Diploma and Certificate of
Graduation issued by private secondary schools. In any case where SO No. is not
available. the School Head should not act favorably on the RF of the Applicant.

4. In case of lost, damaged or destroyed documents, inform the applicant accordingly.
However, the applicant should be advised to produce any of the following as maybe
basis for the reconstruction of Academic School Records:

a. Sworn Statement of any two (2) of the applicant's classmates, principals, or teachers;
and supported by either the school graduation photos, souvenir program, or graduation
program; or

b. Duly certified copy of either Form 137or Form 138of the learner on file in any Tertiary
Learning Institutions; or diploma I transcript of records on file in the learner's current I
previous employer/s.

5. In case of lost diploma, reconstructed diploma shall be issued for CA V purposes only
upon presentation of any of the abovementioned requirements under preceding item
number 4.

6. The reconstruction of a Diploma shall be subject to submission of incontestable proofs of a ..
Learner's completion of the academic requirements of the appropriate academic program;
provided that the contents of the diploma shall strictly follow the DepEd - prescribed
format.

7. The translation in English Language of a valid diploma stated in pure Filipino Version shall
be the function of the School concerned, subject to the approval thereof by the Division
Office.

8. No service fees shalt be Charged from any applicant for Certification, Authentication, and
Verification (CAV).

9. The issuance of CAV shall be the function and responsibility of the Records Section in
OepEd Regional Offices. I

I

/
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10. All Schools Division Offices shall submit the following documents (in soft and I or hard
copy) to their respective DepEd Regional Offices:

a. Enrolment List per school within 60 days after the opening of classes;
b. List of School Graduates and School Form 5 (Report on Promotion and Learning

Progress and Achievement), not later than 30 days from the date of graduation; and
in the case of graduates from private secondary schools, the List of Graduates with
Special Order Number; and

c. Updated list of school heads and their respective specimen signatures, within 30
days before the opening of classes.

11. All Regional Offices shall submit to the DFA thru its official e-mail accounts
(ff.fetalco@oca.dfa.gov.ph or authenticationdfa@gmail.com) its updated list of authorized
si natories on CAV with their specimen si natures.
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NARRATIVE PROCEDURES

A. AT THE SCHOOL

Tasks
Responsible Time Output FormProcess Unit I Person Frame

Records
Custodian I

1. Receive Registrar'" Two (2)
RF

CAVFonn "1"
Request Form Receive RF

minutes (Request Form)
(RF) "in his/her

Iabsence, the
School Head i

I

Records !

Check the completeness Custodian /
of information and Registrar'"
requirements required in

2. Review of the RF
Five (5) RF for

Request Form
·in his/her

minutes processing
(RF) Note:

If incomplete, return to the absence, the

applicant with proper School Head

advice; if complete,
proceed to No. 3

Search for the appropriate
Records

Thirty (30)Academic School
Custodian I

Records as requested by
Registrar·

minutes
the Applicant:

Requested

"in his/her
ASR

> If available, proceed to
absence, theNo. 4
School Head

3. Verification
of Records > If not available, check

availability of the records
in the Schools Division Records

Thirty (30)
Office (500) concerned Custodian /

minutes CAVFonn "2"
through School Referral Registrar* School

School Referral
Form*. Referral

Form to Division
Form

Office

"to be hand-carried by the "'in his/her
applicant / representative absence, the
to the SOO School Head

Check and validate the Records
correctness and Custodian / Not more
completeness of the Registrar* than ten

4. Evaluation information in the SRF (10)

of Records against the available minutes
school records. *in his/her

absence, the

> If matched, proceed to School Head

No. 5

(/
11
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Process Tasks
Responsible Time Output Form
Unit I Person Frame

:> If unmatched, perform
the followina:

» If unmatched as to
name ( date of birth /
place of birth, clarify the
descrepancy/ies with the
applicant and require
him/her to submit duly
authenticated Birth
Certificate (BC) issued by

\the Philippine Statistics
Authoritv'(PSA)'
>:> If the submitted BC is
matched, proceed to No.
5.
» If the unmatched CAVForm "3"

records persist, indorse Indorsement for
Correction of

the applicant to the legal Entries in the

Unit of the Regional Office Academic School
for proper disposition. Records

:> Prepare the Academic Academic CAVForm "4"
School Records and Records thirty (30) School Record Certification of
Certification and affix Custodian minutes and Enrolment/Complet
his/her initials. Certification. ion IGraduatlon
:> Review the accuracy
and veracity of the

ten (10)
Academic School School Head
Records and Request

minutes

Form.

5. Approval of » If in order. signs and
Approved ASR

and CAVForm"S"
the Request approves the ASR and

ten (10) Certification in School Transmittal
Certification and prepares School Head
indorsement for

minutes sealed to the Regional

transmittal to the RC. envelope with Office
indorsement

»If not in order, return to
Records Custodian for

Records ten (10)appropriate action until
the noted dicrepancy/ies

Custodian minutes

is clarified and rectifted

Release the approved
ASR and Certification in Approved
two (2) copies and in

Records three (3)
ASRand

sealed envelope tothe Certification
applicant together with the Custodian minutes

in sealed
6. Release of indorsement for envelope.
Certification transmittal to the RO:

:> Original and duplicate
copy of the Certification
> Two (2) Certified true
copies of the ASR

.



Process Tasks
Responsible Time

Output Form
Unit I Person Frame

> The School Head shall
immediately inform the
Regional Office about the
CAV requests duly
approved in the Division
thru any of the following
means:
1. E-mail CAVForm "6"
2. Text Message School Head List of Approved
3. Fax CAV Request
Note:

Schools and Regional
Offices shall provide
updated list of duly
authorized e-mail
address and contact
numbers

7. Recording Record the release and Records Five (5) list of ASR
and maintains files of ASR Custodian minutes issued and the
Maintenance and Certification duly receiving copy
of Certification acknowledged by the of

applicant.
Indorsement

13



- - - - - - - -- - - - - - - - - - - - - - - - - - --

Note: Only the following cases shaUbe handled in the Division Office:
1. Referral from the school of the non-availability of Academic School Record.
2. Results of rating on Alternative learning Systems A&E Test and Philippine Educational Placement Test
(PEPT).
3. Schools that ceased operation for whatever causes wherein the learners' school records are required to be

surrendered to the Department of Education pursuant to existing regulations under Department Order 88 s.
2010 dated June 24,2010.

1. Referral from the school of thenon-availabilitv of Academic School Record
Time

Process Tasks Responsible Frame
Output Form

Unit I Person per
Applicant

Division
Records Officer·

1. Receive of CAVForm "2"
School

Receive SRF
*in his/her Two (2) SR School Referral

Referral Form absence, the minutes .Form (SRF)
(SRF) AOV for the

Administrative
Section

Search for the
appropriate Academic Division Thirty (30) Requested
School Records as Records Officer· minutes ASR :

reouested by the School:
*in his/her

> If available, proceed to
absence, the
AO V for the

No. 3
Administrative

2. Verification Section
of Records

Division
CAV Form "7"> If not available, inform Records Officer"

Certification Certification ofthe requesting School Fifteen
of Non- Non~availability of

that it has no record thru *in his/her (15)
a Certification of Non- absence, the minutes

availability of Academic School

availability of ASR. AOVforthe
ASR. Records in the

Administrative Division Office

Section
Checks and validates the
correctness and Division
completeness of the Records Officer"
information in the RF.

Ten (10)
Validated RF3. Evaluation > If matched, proceed to *in hislher

minutes
of Records No. 4 absence, the

> If unmatched, indicate AO V for the
the discrepancy/ies noted Administrative
during the evaluation of Section
records.

B. AT THE SCHOOLS DIVISION OFFICE

(( 14I



Process Tasks
Responsible Time

Output Form
Unit I Person Frame

CAVFonn "S"
> If matched,' release the

Fifteen Validated
Return

ASR to the requesting Division (15) ASRwith
Indorsement of

school with proper Records Officer Schools Division
Indorsement. minutes Indorsement Office to the

School

Division
Records Officer*

> If unmatched, issue the
*in hislher

Fifteen CAV Form "9"
Certification stating the absence, the

(15) Certification (~rtification of
noted discrepancy/ies.

AOYforthe
minutes Dis repancy / ies) .

Administrative I
Section

4. Release of > The Division Records
Results of Officer shall immediately
Verification inform the Regional Office Division

about the CAV requests Records Officer*
duly approved in the CAVForm "6"
Division thru any of the *in his/her

List of Approved
following means: absence, the

AO V for the
CAV Request

1. E-mail Administrative
2. Text Message Section
3. Fax

Note;
Divisions and Regional
Offices shall provide
updated list of duly
authorized e-mail address
and contact numbers

Division

5. Recording Record the release and Records Officer'

and maintains files of Results *in his/her Five (5) List of ASR

Maintenance of Verification duly absence, the minutes issued and

of the Results acknowledged by the AO V for the
the receiving

of Verification applicant. Administrative
copy of

Section
Indorsement

15



2. Results of Rating on Alternative Learning Systems A&E Tes~
and Philippine Educational Placement Test (PEPT) !

Responsible Time i
Process Tasks

Unit I Person Frame
Output : Form

Division
Records Officer" Upon C~VForm "10"

1. Receive of "in his/her presentatio Request ~equest Form
Request Form Receives RF absence, the n of the Form

(RF) for ALS A&E
(RF) AO V for the Request and PEPT

Administrative Form Ratings
Section

,
:

Check the completeness
..

of information and Division
requirements required in Records Officer"

2. Review of
the RF

RF forFive (5)
RF Note: if incomplete, return '"in his/her minutes processing

to the applicant with absence,the
proper advice; if AO V for the

complete, proceed to No. Administrative
3 Section

Search for the Result of Division
Rating as requested by Records Officer·
the APplicant

win his/her Ten (10) Requested
absence, the minutes ASR

> If available, proceed to AO V for the
No.4 Administrative

Section

> If A&E Rating is not
Division3. Verification available. inform the

of Records Applicant that the Division Records Officer·

Office has no record; and
coordination will be made ·in his/her
by the Division Records absence, the
Officer with the Division AOVforthe
ALS Coordinator who, in- Administrative Within one
turn, will make the Section (1) hour
necessary verification
with the Bureau of
Education Assessement
(SEA), DepEd Central
Office

16



Process Tasks
Responsible Time

Output Form
Unit I Person Frame

>If PEPTRating is not
available inform the

Division
Applicant that the Division

Records Officer"
Office has no record; and
coordination will be made
by the Division Records
Officer with the Bureau of

"in his/her
Education Assessment

absence, the
(BEA), DepEd Central

AOVforthe
Office

Administrative
Section

> If with positive
Division

Records
verification, proceed to

Officer/ALSNo.4
Coordinator

> If with negative Upon CAV Form "11"
verification, inform the receipt of Certification of
Applicant accordingly and the Non-availability of
issue a Certification of information the Rating (A&E I
Non-availability of Rating. from SEA PEPT)

Division
Records Officer· Not more

Academic
> Prepare the Academic

than thirty
School

School Records and *in hislher (30)
Record duly

Certification and affix certified
his/her initials.

absence, the minutes
and sealed.AO V for the

Administrative
Section

> Check the accuracy
and veracity of the ASR SOS

and RF.

CA V Form "Uu

» If in order. sign and
Certification of

4. Approval of Rating A&E /PEPT
RF

approve the ASR and Not more Approved
Certification and prepares SOS than five ASRand

CAV Form "13"indorsement for (5) minutes Certification
transmittal to the RO. Division Office

Transmittal to the

Regional Office

Not more
Division than ten

»If not in order. return to Records Officer* (10)
Division Records Officer minutes
for appropriate action until
the noted dicrepancy/ies *in his/her

is clarified and rectified absence, the
AOVforthe
Administrative
Section

17



Process Tasks
Responsible Time Output Form
Unit I Person Frame

Approved
Release the approved ASR and
ASR and Certification in

Not more Certification
two (2) copies and in Division

than 15 in a sealed
sealed envelope to the Records Officer"

minutes
envelope

applicant for transmittal to and

the Regional Office: indorsement
to the RO

> Original and duplicate
*in his/hercopy of the Certification
absence, the
AO V for the

I> Two (2) Certified true Administrative
copies of the ASR Section

5. Release of > The Division Records
Certification OffICer shall immediately

inform the Regional Office
about the CA V requests
duly approved in the

Division
Division thru any of the

Records Officer"
following means:
1. E-mail

*in his/her
CAV Form "6"

2. Text Message
absence, the

List of Approved
3. Fax

AO V for the
CAV Request

Note:
Administrative

Divisions and Regional
Section

Offices shan provide
updated list of duly
authorized e-mail
address and contact
numbers

6. Recording Record the release and List of ASR
and maintain files of ASR and

Division Five (5)
issued and CAV Form "14"

Maintenance Indorsement duly the receiving List of Approved
of Certification acknowledged by the Records Officer· minutes copy of CAVRequest

applicant. Indorsement

*in his/her
absence, the
AO V for the
Administrative
Section
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3. Schools that ceased operation

Process Tasks
Responsible Time

Output Form
Unit I Person Frame

Division !
Records Officer" i

CAV Form "1"

1. Receive RF Receive RF ·in his/her Two (2) RF ~equestForm
minutes I (RF)absence, the !

AOVforthe i

Administrative
Section.

Search for the Division
appropriate Academic Records Officer"
School Records. Thirty (30)

"in his/her minutes Requested

> If available, proceed to absence, the ASR

No. 3 AO V for the [

2. Verification Administrative I

of Records Section. !

Division i
Records Officer* cA-v Form "7"

Certification Certification of
> If not available, inform

·in his/her
Fifteen

of Non- Non-availability of
the applicant accordingly

absence, the
(15) availability of Academic School

and issue Certification.
AO V for the

minutes ASR. Records in the
Administrative Division Office.
Section.

Check and validate the
correctness and Division
completeness of the Records Officer*
information in the RF.

3. Evaluation > If matched, proceed to
*inhis/her

Ten (10) Validated RF
of Records No. 4

absence,the minutes

> If unmatched, indicate AOVforthe
the discrepancy/ies noted Administrative
during the evaluation of Section.
records.
>If matched, release the Division Fifteen Validated CAV Form "13"

ASR to the Regional Records Officer (15) ASR with (Division Office
Office with proper minutes Indorsement transmittal to the

indorsement. *in his/her Regional Office)

4. Release of absence, the

Results of AO V for the
Verification Administrative

Section

Division
Records Officer

> If unmatched, issue the Fifteen CAVForm "9"
Certification stating the *in his/her (15) Certification

(Certification of
noted discrepancy/ies. absence, the minutes

Discrepancy / ies)AOVforthe
Administrative
Section
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Responsible Time Output FormProcess Tasks Unit I Person Frame
> The Division Records

.Officer shall immediately
inform the Regional Office .
about the CAV requests
duly approved in the

Division
Division thru any of the

Records Officer"
following means:

CAV Form "6"1. E-mail
*in his/her List of Approved2. Text Message absence, the CAV Request3. Fax
AOVfortheNote:
AdministrativeDivisions and Regional Section

Offices shall provide
updated list of duly
authorized e-mail
address and contact
numbers

Division
listofASRRecords Officer5. Recording Record the release and

issued andand maintain files of Results
*in his/her Five (5) the receivingMaintenance of Verification duly
absence, the minutes copy of iof the Results acknowledged by the AO V for the Indorsementof Verification applicant.
Administrative i
Section

20



C. AT THE REGIONAL OFFICE

Process Tasks Responsible Time Output Form
Unit I Person Frame

1. Receive of
Regional

Upon
CAV Form "15"

CAV presentati
Application ReceiveCAF Records Officer

on of the
CAF CAV Application

(RRO) Form
Form (CAF) CAF

> Review the
completeness of
information in the CAF

> Open the sealed
envelope containing
requirements required in
the CAF
> Validate CAF against
the message received

2. Review of
from the School Head Regional

20 CAFfor
CAF

concerned Records Officer minutes processing
> Check veracity of the (RRO)
signature of the School
Head
> Proceed to No. 3

Note: School Heads shall
submit yearly their
specimen signature cards
to their respective
Division Offices
> In cases of Diploma
and Certificate of
Graduation, check the
Special Order No.
indicated therein against
the records on file in the
Regional Office

3. Validation » If matched, proceed to Regional Ten (10) Requested
No. 4 Records Officerof Records

(RRO)
minutes record

» If unmatched, inform
the Applicant accordingly
with proper advice as to
other courses of actions
he/she may take
> If available, proceed to
No. 4

> Prepare the CAV RRO Thirty (30)
CAV

CAV Form "16"
minutes CAV

4. Approval of
> Check theCAF Applicant I Five (5)completeness and
accuracy of the CAV RRO minutes

if
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Process Tasks
Responsible Time Output Form
Unit I Person Frame

> If the Applicant finds
some .information lacking
and/or inaccurate, the

RRO
Ten (10)

RRO shall make the minutes
necessary
update/correction

> If in order and the
Applicant is
himself/herself the subject
of CAV, the RRO shall
capture his/her photo: If in
order but the Applicant is

RRO
Ten (10)

represented by an minutes
authorized representative, :

attach the picture or
photo in the CAVand the
RRO shall scan the
photo;

> Affix initial in the GA V
RRO

Form ,

> Issue Claim Stub for
DFA Authentication

DFA Claim Stub
Note: The date otretess«

Five (5)at the DFA that must be RRO
indicated in the Claim minutes

Stub should be eight (8)
working days from receipt
of the application in the
regional office.
> Forwards GAV to the
Approving Officer as

Two (2)
defined under Section 11/ RRO GAV
of this PPG in the order of minutes

their authority

Within
Approved> Sign the CAV RD/ARD/CAO Two (2)

hours
CAV

> Prepare Master List of
duly approved CA Vs.

CAV Form "17"

5. Release of Note: Within Certification of

Certification
Original copy - DFA; RRO Two (2) Master List English as
Duplicate copy -Regional hours Medium of

Office Instruction

I
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Responsible Time
Output FormProcess Tasks

Unit J Person Frame

> Receive the original
copy of Master List and
GAVs for transmittal to
DFA
> Check completeness of Master Lists Master List of
the documents against DFA official

Daily of approved Documents for DFA '
the Master List courier CAVs Authentication

» If complete, seal the
envelope
» If incomplete,

5. Release of reconcile with the RRO

Certification > E-mail to OFA
(ff.fetalco@oca.dfa.gov,p
h or
authenticationdfa@gmail.
com) the Master List of
duly approved CAVs.

RRO
Within the Master List

>Filing and Storage of e- day . of CA Vs

Documents/Photocopy of
Approved CAV

>Update register CAV
. reauests

6. Recording Record the release and
CAVfileand maintains files of CA V Records Five (5)

copies IMaintenance duly acknowledged by the Custodian minutes
Master listof Certification official courier.

(

£



FLOWCHART OF PROCEDURES

PROCESS flOW

PROCEDURES ON THE PROCESSING OF CAV ..SCHOOL LEVEL
RES.PONS.IBIUTY/OUTPlJT PROCESSING R£.OutR£D

TIME FORM/DOCUMENT

RECORDS CUSTODIAN/REGISTRAR: 1lfO (2) CMf1JI/ ','
• RECEIVE REQUEST FMIoI-SCHOOL (RF) IIH\IIES (I£IlIm RIll)

STEP 3

STEP 4

YES

RECORDS CUSTODIAN/REGISTRAR: m£ ~5}
• CHECK THE COMPlmNESS OF \OOlfS

INFORMATIONAND R£.QUIREM£NTS
REQUIRED IN THE Rf.

RECORDS CUSTODlAN/RECISTRAR: lHR'lY (JO)
• SfARCH FOR THE APPROPRIATE IotiMJIES

AeADEUIC SCHOOl RECORDS (ASR) ~
REQUESTEO BY N'PUCANT.

• IF NOT AVAIlABLE, CHECK
AVAllABlUlY OF THE RECORDS IN
THE SCHOOLS DIVISION OffiCE
(SOO) CONCERNED ~THROUGH
SCHOOL REFrRRAL FORM.. (NOTt:
TO SE HANO-CARRlED BY THE
APPlICANT I REPRESENTATIVE TO
THE SDO.

RECORDS CUSTODlAN/REGISTFAR; NOT&m: TlWI fIJ fRI';J'
• CHECK It4D VAUOATE 'THE CORRECTNESS lEH {ID} (IORilm RI!

AND COt4Plm:NESS Of THE lIiNllTB mm If
INFORIlATION IN THE SRF AGAINST THE £IillI.S 1111£
AVAIlABlE SCHOOL RECORDS. milt. som.

• IF UNIU.TCHED IS TO NNJf./ DATE OF .1IImJS)
BIRTH, Cl.ARIFY THE DESCREPm:Y/IES
WITH 1HE APPlICANT AND REQUIRE
HIli/HER 10 SUBMIT DULY
AUTH£NTlCATED BIRTH CERTlFlCATE (BC)
ISSUED BY PHIUPPlNE STATISTICS
AUTHORflY PSA.

PAGE 1 OF3



PROCEDURES ON THE PROCESSING OF CAV - SCHOOL LEVEL

PROCESS FLOW RESPONSIBIUlY /OUTPUT
PROCESSING REOUIRED

TIME FORI.I/DOCUt.lENT

STEP .4 RECORDS CUSTODIAN/REGISTRAR: C4¥mII j'
Cont. from pqge I Cant from page 1 • IF THE UNMATCHED RECORDS PERSIST. {l!IIXJlSam FOR

•
INDORSE T~ APPlICANT TO lHE lEGAl.. aRI£CIlJI (f
UNIT or THE REGIONAl OFFICE FOR ElilRlIH 1l(ISECURiNG/SUBMISSION I PROPER OISposmO'i. KJm1C !OOl

or 91RlH CERnFlCAlt I(COOi)

•I~-EV~UATION I
OF RECORDS

,m+ !
l

NO i
i
!

~l£GAl UNIT or TH9 ;

REGIONAl OFfICE

<b
i

STEP 5 .RECOROS CUSTODIAN/REGISTRAR: HOT r.KlIlE lHNi
fAI RRi '.'

• PREPARE THE AC'.Ail9MC SCHOOl lHRlY' (30) (aRIIDn: (f
RECORDS AND CERTIfICATION AND AFFIX UfWTES ENnOTI

IAPPROVAl Of RFI HISjHER INITIAlS. ~I
.GRIIll.lWl)

I SCHOOL HEAD: TEK (10)

I • REVIEW THE ACCURACY AND VERACIlY IOOTES

~

OF ·111£ ArJ.IlEMIC SCHOOl RECORDS
AND REQUEST FORU.

RECORDS CUSTODIAN/REGISTRAR: T£N (10)
• IF INOROER.$IGNS AND ,ijlPROVES THE IIItIJiES

IAPPR(MJ) i\<iR AND I ASR AND CERTlF1CATlON AND PREPARES
CERllflCA1lON INDORSEMENT fOR lRNiSNITIAl TO THE

I
RD.

SCHOOL HEAD: lEN(10) I'MRJIIl'

~
·IF NOT IN ORDER; RETURN TO RECORDS ~MJTES (!Dm..llWBIITM.

CUSTO!lIAN/ REGISTRAR FOR 10 11£ Ii£bIIWl

I.«SR DULY CERllAEn I APPROPRlAI£ ACTION UNTIl111E NOTED !lit£)

AND SEAI.EO DISCREPANCY /IES IS CLARIflED AND

I
RECTlFIED.

i
I ,
i

I
1

<§nt. to page3· PAGE20F3
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PROCEDURES ON THE PROCESSING OF CAV - SCHOOL LEVEL

PROCESS FLOW RESPONSIBIUTY/OUTPUT
PROCESSING REQUIRED

TIME FORU/OOCUMENT

STEP 6 RECORDS CUSTODIAN/REGISTRAR: nm(3) CAll RRI '6'
~t. from poge.J> • RELEASE THE N'PROVEO ASR ~O IIN\ITES (lm Of N'I'fi(M])

CEIUlFlCATION IN "!WO (2) COPIES AND rNlf:OOESI)

SfAlfIl EtMlOPETO TIlE APPOONT
1 TOG£THER WITH THE INOORSEMOO FOR

lRANSMlTTIL TO THE REGlotW.. OrnCE:

I~LEASE OF 11
CERTJFlCAllON > ORIGItw. ~D DUPUCATE COPY OF

THE CERllFICATION

I .-(REmw)
~_.lKi OFFICE > TWO (2) CERTIFIED TRUE COPIES

or CAVI[QI!ST OF lIlE ASR.

*lJPIl..IJE LIST or APPROVED CAV
REQUEST.

SCHOOL HEAD:
• 1HE SCHOOl Hf:AO SHAlL lM11EOlATELY

lNfDlUI tHE REGlOHM. OFACE ABOUT
THE CAV REOUESTs DUly APPROVtD .IN
THE SCHOOl lIlRU AN( OF THE
FOllOWING MtANS: ,
1. E-UAIL
2. TOO MESSAGES
3. FAX
NOTE:
SCHOOLS AND REGIONAL OFFICES SHAI..l
PROVIDE UPDATED LIST OF OUlY
AU1HO~ZED E-MAIL ADDREss .aND
CONTACT NlJt4B£RS~

STEP 7 RECORDS CUSTODIAN/REGISTRAR:

RECORDING AND
• RECORD THE RElEASE ~D LWNTMNS

AlES Of ASR AND CERllflCATION DULY
MAINTENANCE OF ACIOOWlEDGE BY THE APPUCANT.
crnnFlCAll.ON

( END-

PAGE30F3
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PROCEDURES ON THE PROCESSING OF CAV - DIVISION LEVEL

PROCESS FLOW RESPONSI81UTY j(JUTPUT
PROCESSING REQUIRED

TIIoAE FORt.I/Docut.IDIT

STEP I
<START> DMSION RECORDS OFFlCER: l'IIO (2) CNlRIIi"f

~ RECENf soex ~ I.IMIII5 {00l1!JER III, FORN (SRf) 1MiDI_

I~ECEMHG Of SOiOOL I
Rff£RRIIl (SR)

STEP 2
,

DMSKlN RECORDS OFFlCER: THIRTY(;ID) WIlIII"I'

I~~=DN orl ~ srARCH fOO lHE APPROPRIATE NtlII1tS (aRfFlcAlKH IT
~ SCHOCt. RECORDS (.4SR) PS 1QI-!'IIMJ8II\'( Cf

REQUESTED ay 1HE SCHOOL ~1tC SlliIXl, -1~Of l I< IF AVNIJBlL ~ED TO SlIP 3
PIcrmS N 1£..--.--. NO. cmTtflCAllON Of 1MSD11Jm)~---AV~utII..l'iY-'~-----.-..-- .. ItON-AVI'IIJBlJIY DlYlSK>N RECORDS OfflCER: fIFlEEN {IS)

YES , .f! ASR - -IF NOT AW.IABI£, INFORt.i THE MNU1I5
RE{M:STlNC SCHOOL T,""T IT w.s NO

IRFISR roR PROCfSSlNC/ R£Caw lMRU A CERTIFICATIONOf
NON-/MtJUlBIlITY OF A">R.

STEP J ,
DI\IISION REOORDS OFFICER: TfJI {to}

I~NOfI
* CHECK JtlD \Q01liIo.1ES TIlE WH!IIts

OO~CTNESS 1tIO. COIIIPl.EtENE:SS OF
TI"£ INf1JRIN.nON IN l11E Rf.

l r . •• IF t.iATCHED, PROCEEDTO STEP "~ NO ISSUANCE Cf -
'<~T~"">--"U:ERTIf:IQ!,TION OF • IF UNMATCHED,INOICA1t THE

YES . DESCR£P#lCY/lES i DESCREPANCY/1fS NOtED DURINC THE
EYAl..UAllONOF RECORDS.

STEP 4 , DMSION REOORDS OFFICER; RmEII {Iti} rJtIl~Rn-
" IF M'.TCHED, REl£"JS[ lHE ASR TO THE MNITlS (.DIIII NDIRBI£IITIRElfASE Cf RESUlTSI REQlJESTTNGSCHOOLWITH PROPER If mms arf:l)K

OFVfR~ INOORSD.iENl. G'IlCE 11)11£SCHJCt)

DlYlSKlN REOORDS OFFICER: RmfJI (15) !'.WittilY· 'F UHMATCH£O, ISSUE lME t.IlllTFS (CIIIIRA1ICM if
CERllACATION STATING THE NOTED m:1E1WC'tjls)
DISCREPANCY/B.

OIV1SKlN RECORDS OFnCER:
*11£. DIVlSK}N REOORlS OFfICER SHnL

IMMEDIATELY1NFORt.l lHE· 1lEOONM.
dFFlCE AOOOT lHE eAV REQUESTS DULY
APPRO\f]) IN TI£ DMSlON THRU flNY
Of THE fOlLClMNG M£#IS: f)1,IlTlII!'&'
L £-WJl (l&T IJ,lIlPRlMI
2. tsxr MESSAGES

("I REQUrn)3. FAX
NOTE:
OMSIONS III REGIONAl OFFlCES SH.Ill
I'R{JJIDE lJPI}ATED LIST or DUlY
MIlHORIZED E-lillll ~ESS AN!)
CONTACT NUMBERS.

srEP 5 , DIVISION REOORDS OfflCER: ~JJ rJtIl1lfi °14'

Rf.COIUlG AND • RECORD lME IEE"i& NlD MAINTAlN (W [f M'PRlMD

MAlNrnWiCE Of 1HE A l£S Of AS11 flNI) INDORSEMENT OO ..Y f1tI R[Qti~

RESULTS Of OF~1I0N ACKNOWlEIX£D BY THE APPUC6J'rr,,
~)

PAGE, OF 1

27



PROCEDURES ON THE PROCESSING OF CAV
RESULTS OF RATING ON ALTERNATIVE LEARNING SYSTEMS (ALS) ME TEST

AND PHILIPPINE EDUCATIONAL PLACEMENT TEST (PEPT)

PROCESS FLOW RESPONSIBIUTY /OUTPUT
PROCESSING REQUIRED

TIME FORM/DOCUMENT

STEP 1
<START>

DMSION RECORDS OFFICER (DRO): NPONrAlm CA\'fIHI '10'
* RECEIVES REOUEST FORM (RF)

Cf 1Hf I{QU[SI (Q£ST fllIII (RF]

T fIllU HI! liS M£ NlO
f{l'T RA1VIGS)I~ECEMNG OF REQUEST1~

fORM (Rr). r
STEP 2 DMSION RECORDS OffiCER (DRO): FM: (5)

• CHECK llir COMPlETENESS or MINIIIESIREVIEW or REQUtST I INFORMATION AND REQUIREMENTS

FORM (RF) REQUIRED IN THE RF.

~~-PROVE *R1!I.unlD tIIe~tOI1l
YES with \GI!!f ftCMce.

IRf fOR PROCESSING I

STEP 3 + DMSioN RECORDS OffiCER (DRO): 1tN (10)

IVERlFlCATION Ofl
• SEARCH FOR lliE RESULT or RATING MIMJlES

RECORDS ~ REQUESTED BY THE APPUCANT.

DIVISION RECORDS OffiCER (DRO): IIttI Q( (1)

~~
BURE:AlJ OF EDUCATION • IF ME RATING IS NOT AVAIlABlE. HOIJ{

WAIlAB7< ASSESSMENT (BEA) - INFORM THE APPUCANT TIiAT THE
DEPEO CEN1RAL OFFICE DMSION OFFlCE IWi NO RECORD; mD

YES

•
COORDINATION WILL BE MAOE BY lliE
DMSION RECORDS OFFICER WITH THE
DMSlON ALS COORDINATOR WHO,I~E -VERiFICATIONI IN-TURN. WlU. MAKE lHE NECESSARY

or RECORDS VERIFICATION WITH THE BUfIDIJ OF
EDUCATION ASSESSEMEHT (IlEA). O€PED
CEN11W. OFACE.

m~
• If PEPT RAllNG IS NOT AVAILABLE

APPROVED INfORM THE APPUCANT THAT THE

NO
DIVISION OFflCE ~ NO RECORD; AND
COORDINATION Will BE WADE BY lliE

< OMSlON RECORDS OFFICER WITH lHE
ISSUANCE OF llUREAU Of EDUCATION ASSESSEtoIOO
CtRllRCATE OF (BfA). OEPED CENTRAL OfFICE.
NON-AVAlLABlUTY Of
RATING DIVISION RECORDS OFfiCER (DRO): tfCJI ImfT Cf fJII FtRI '11'

• If WI1li NEGATIVE VERIFlCATlON•. INfORM 11£ IIIFIXiIWKJI (~(lf
lHE APPLICANT ACCORDINGLY AND ISSUEfROIIlD) IOHVAIIJ.BlU1YCf
A CERTlACAlION OF NON-AVAllABILlfI' IWlRC - At£/P(PI}
OF RATING.

STEP 4 DMSION RECORDS OffiCER (ORO): < NOT \lORE lli,I.M

IAPPROVAL OF RF I • PREPAR£ THE ACADEMIC SCHOOL TIIRlY (30)
RECORDS AND CERnFICATION AND AffiX MlWTtS
HIS/HER INITIALS.

(£on1. to page 2 PAGE 1 OF2
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PROCEDURES ON THE PROCESSING OF CAV
RESULTS OF RATING ON ALTERNATIVE LEARNING SYSTEMS (ALS) ME TEST

AND PHILIPPINE EDUCATIONAL PLACEMENT TEST (PEPT)

PROCESS FLOW RESPONSIBILl1Y /OUTPUT
PROCESSING REQUIRED

TIME FORM/DOCUMENT

([ont. from poge}:;> SCHOOLS DMSION SUPERINTENDENT Clf/flJN'lt

(SOS): (C£RJIlOOKlH (J

• CHECKS THE ACCURACY AND VERACITY
RAlIIIG-~

OFlHE ASR AND RF.

I~ROVED .1 SCHOOLS DIVISION SUPERINTENDENT NOT WORE lHAH
ASR AND RF (SOS): FM: (5) Clf/I1J\II'lr

• IF IN ORDER. SIGN AND APPROVE THE IINU1ES (1ltoWt 0ff1(I
ASR AND CffiTIflCATION AND PREPARES lIWISIITTAI. 10 THE
INDORSEMENT FOR TRANSMITT,tL TO. THE 1lGUW. Ofm)IASR DUlY CEJrnFiED I RO.

AND SEAlED
DIVISION RECORDS OmCER (ORO): NOT WORElHAN

• IF NOT IN ORDER. RET.tJRN TO ORO fOR TEN (to)
APPROPRIATE ACTION UMll ntE NOTED IINU1ES
DISCREPANCY/IES IS CtARlFIED AND
RECTIfIED.

,

STEP 5 DMSION RECORDS OFFICER (ORD): NOT UOR[ lHAN
• RElFASE THE APPROVED ASR AND FM: (5)

l~lEASE OF 11 CERTlACATlON IN 1WO (2) COPIES AND IIIWItS
CERTIFICATION IN SEA1.£\). ENVELOPE TO THE

APPUCANT FOR TRANSMirr,tL TO THE
REGIOIW.OFf1CE:

> ORIGINAL AND DUPUCAlE COPY OF
THE CERTIFICATION

> MO (2) CERllflED TRUE COPIES or
THE ASR.

STEP 6 DMSION RECORDS OFFICER (ORO): fNE (5) I'JIi f1RI14

RECORDING AND
• RECORD THE RELEASE AND MAINTAIN WINUTES (l.5f0f~

fll.£S OF ASR AND INDORSEMENT DULY tJ.vRW5l)
MAINTENANCE OF ACKNOWLEDGE BY THE APPUCANT.
CERnFlCAllON

( END)

PAGE 2 OF 2
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PROCEDURES ON THE PROCESSING OF CAV - DIVISION LEVEL
(SCHOOLS THAT CEASED OPERATION) !

PROCESS flOW RESPONSIBlUTY /OUTNT
PROCESSING R£WRtD

TII.lE fORY/OOC~T

STEP I
<START)

ElMSIOH RECORDS OfRCER: 00(2) flI'RRI r i
"RB:ENE REIUST FORN (RF) lit4IIlF.5 I(f.B! ftl¥ ~,

IRECEM: f!!QlJIm I
FORM (RF), QI\1Sl0H RECORDS OFRCER: lIII«lY (Jo) IlW I1'fi 'I' .

STEP. 2 1~~OfI " SfARGH roR 1HE AI'PROPRV\TE UN1J1I5
~If~ .SCHOCi.. f!!CORIlS.

* If "WllJIlIL PROCfEI) to S1D' ;} IW£IIC 5aIIXl

, .~QF -,
I(QRlS N 11£
IMSllI (ff1I)

.~9Jt>NO ~ CERff~mN or j OI'Y1S1ONREOOfu.; OFFICER: flflEt)j {1~}~ NON-AVN!JW1Y
YES ,Of ASR J

-If NOT 1WMNl£.. 'NFORt.! THE IiNJ1tS

l N'Pt1CAtlT ACCORDtHGly .tHJ ISSIJE

IRI' /SR fOR PROCESSiNG!
crRlfICATlON.

, [)MSKlN REOORDS OFRCER: TEll {IO)

STEP J I~NOfI
* CHECK ,6k;D ~ lHE CORREC1l£SS t.ftJ1FS

,6Jl!) COI.IPLE1D£SS OF lHE
INfORI.lATfON IN THE Rf., "JF MAltHfI> r :PROGEID TO SIEP 4

.<~HO
ISSlWlCE OF

~ IF UNw.rCHID. INOICAlE THECfRTIfIC'J.lIONOf
OESCREPANCYjlES ; OE',CREPANCYJIES HOlE!) DURINGTHE

YES EVAI!JAllON OF RECORDS.
STEP 4- DM$lOH RECORDS CffiCER: mIDI. {IS) WfIU IT,

* IF IIWCHEl>. RDIAS£ lH£ ASR TO THE lIIIIS (01631 Ifll!IIRElDS£ OF RESll.lSl R£GlOt.W. (JFICE \¥IlH PROPER 1RIHSIITJ.lL 10 11[
OfVf~1ON IHOORSOOfl I(~IIM. oot!)

0I'Y1S10N RECORDS OFRCER: flflIElI (15) CMlttU'
* IF UNIllATCHED, ISSUE lHE IIItI!Jm ~tr

CERmCATIOH SfATIIG THE. HOlED ~1PM:T/ESl
OISCREPANcY/ES.

DMSlON RECORDS OFRCER: tlllttaT* lliE DIVISION RECOms OFFlCER SHAlL (tS" If APmtD
IMIIIED~lELY INfORM 1HE REGOOAL r:JIifl[QIJE51j
OFFltE. ABOuT 1HE {',AV REQUESTS DUlY
API'RO'ED IN THE OMSION THRU Af'lr
OF THE fOLl~ MUNS:
1. [-MAIL
2. 100 IiIESSAG£S
J. FA'(
NOTE:
OMSnlS & REGIOrW. OfFlCES stW.l
PRMlE UPIlAlDJ lIST OF DUlY
AUlHORIZID [-Wll ,.IOORESS AND
cooler IWBERS.

STEP 5 , 001S10N RECORDS OFflCER: Ft.{ (5} J:tItRlRll'I(

RE&0RtltIG AND
• RrolID lHE RElEASE AND MAINTAtlS MtIIJJ6 (lH tf A'I'I1l1!IB

w.tN1ttWICEOFlHE AlES OF'.RESUllSOF ~RlFICA1Kt4 at/fI[QU61)

REsuLTS OF DFIOillON
IJIJY ACKN<N!lEDGE BY 1HE APPI.Jr»{T.

,
(END)
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PROCEDURES ON THE PROCESSING OF CAV - REGIONAL lEVEL

PROCESS FLOW RESPONSIBILITY/OUTPUT
PROCESSING REQUIRED

TIME FORM/DOCUMENT

SfEP 1 <y REGIONAL RECORDS OFFICER (RRO): UPONI'I6NTATK* Q1IflR115
•. RECEIVE GAV APPUGATION FORM (CAF) IJ Jl(. Jt:1Wl (fIf !AU'.AlQI RaI)

fall

IRECEMNG OF (;AV I
APPUCAllON FORM (OO")!

SlIP z REGIONAl RECORDS OfFICER: lWOOY (20)
• REVIEW lliECOMPLElENESS OF WlNUTfS

IRNEW Of CArI INfO~TION IN lliE 00,

•..OPEN THE SEALID ENVELOPE
CONTAININGREQUIREMENTSREQUIRED IN+'0_ (ORIGlNATING)
THE CAF

PPROV£ "Return to the lSCHOOL .VAllDATE CAF AGAINTSTH[ MESSAGE
YES . Apllicont RtCEIVED FROII THE SCHOOL HEAD

CONCERNED.

leAf FOR PROCESSINGI •. CHECK VERACIlY OF lHt. SIGNAruRE OF
THE SCHOOL HfAll.
NOlI:
~ HFA/)S SH4lL St/aJIIJ" mRLY
1lIllH Sf'£CIJIENSltNf1lif£ 0fm}S TO
mm I?lSPEclM OMS'ION 0ItTCES

STEP 3 REGIONAL RECORDS OFfICER: TEN (10)

.IN CASES OF DIPLOMA.AND CEFmRCArE .MINUl£SIVAIJIlATIONOF I OF" ~1lON, CHECK THESPECW.IRECORDS ORDER (s.o.) NUMBER INDlGA1EO
lHEREIN N>AIHST THE RECORDS. ON

~NO_
fU IN THE REGIONAl OFfICE.

PPROVED· 'Return tothe • IF UNMATCHED,INFORM THE APPlICANT
ACCORDlNGlYWITH PROPER ADVISE/>S

YES Aplliconl TO OTHER COURSES OF ACTIoNs HE/
.SflE MAYTAKE.

STEP 4 REGIONAL RECORDS OFFICER: ll:IIRlY (30) fNRHlIt
•. PREPARE THE GAY WilllB (1'mItIlIW.

AlIIIfJl!r.OOj AND
IAPPROVAL OF CAFI WilflCA'OOH)

•. cHECK THE COMPLrnNESS AND AYE (5)

(~-APPjk;;t~~~ tit;') ACCURACYOF THE GAY, IJINUTfSIPREPARATIONOF -J completenllliS and accuracy I • IF THE APPLICANT RNOS 'So~E l£N (10)
CERTIFICATION l~~t-,~~~iI!l- ___ J INFORMATIONlACKING AND/OR iIfillTES

INACCURATE.THE RRO SHAll MAKE THE
NECEssARY UPDATE/ CORRECTION.

I ID PHOTO. r-- NON-APPENWICE OF lHE • IF IN DRam AND APPUCANT IS lEN (10)
CAPTURING APPI.JCANT HIMSELF/HERtSElFTHE SUBJECT OF ""lITES

Note: GAY, THE RRO SHAll. CAPruRE HIS/HER
To Slimtit I) pitture taken PHOTO; IF IN ORDER BUT IHE

IF1NAUZATIONOF f-- wiItoiiI the lost 3 1IIOI1tl\s APPlICANT IS REPRESENTEDBY AN
CERllFlGATION (J.5x4.!icm) passport siZe. AIJIHORIlED REPRESENTATIVE,ATTACHED

1HE PICTURE OR PHOTO IN THE CAY
AND THE RRO SHALL SCAN THE PHOTO.

• AFFIX INITIAl.IN THE CAV FORM.

~nt to poge 2 PAGE 1 OF2



PROCEDURES ON THE PROCESSING OF CAV - REGIONAL lEVEL

PROCESS FLOW RESPONSIBILITY (OUTPUT PROCESSING REQUIRED
TIME FORM/DOCUMENT

STEP 4 REGIONAL RECORDS ·QfFICER: FM: (5)
Ceont. from JlOge.J>

• ISSUE CtJJM STUB fOR OfA YINUlES of", C!.AIM STUB

AuTHENTICATION.
NOTE:
/!It 1JfTl: OF RO.EASE AT 11ft DFA
m4T ItIl/ST BE /NIJIC4lllJ IN lJ(£ ClAIII

IISSUIINCf OF
SllI8 SIIOlII.J) BE £/CHT (8) I#fJRKINC
IJ4YS fROJI NECEPT OF lJ(£

CLAlt.I sna APPU:ATKJNIf( lH£ ~ OFTK:£

REGIONAl RECORDS OFFICER: lWO (2)
• FORWMD THE GAV. TO. THE APPROVING UWtITES

IAPPROVEDCAV
OFFIcER IS DEFlNED UNDER SECTION 1\1
or THIS PPG IN THE ORDER or THEIR
Al,ITH()RflY.

RD. ARD ond CNJ: WIIlIN lWO (2)

"SIGN THE CAv. IIOIRS

STEP 5 REGiONAl RECORDS OFFICER: ~N 1WO (2) eIII ft8j 17

PREPARATIONOF .• PREPARE THE IIASTER LIST Of DULY HOURS {(lRIJ1OOOi Of
EIWilI JfI IielII IF

MASTER LIST: APPROVEDCAlls.
~)NO1£:

0RlCINAJ.... COPY ~ t)FA;
otJPIJCAlE COPY - ffEGICHW.. OFFICE

C ') REGIONAL RECORDS OFFICER: Wlll-DH Tl£ DAYISCANNING Of 14 .• E-t.fAIL TO DfA
APPRO'YEDCAYs I Tsua (ffJetalcoOoro.dfa.gol/ -,phor

authenticotiondfaOgmoil.com)
THE "'ASTER UST Of DULY.APPROVED
CAVs •

.• flUNG AND SToRAGE OF e-OOCUMENTS/
R£I.fAClE OF I PHOTOCOPY OF .APPROVrnCAV.
CfRTlFICATlON

• UPDATE REGISTER GAV REQUESTS.

orA OffiCIAL COURIER: Dl.tLY MAST£R LIST OF

• RECEIVE mE ORIGiNAl COPY OF w.sTE.R DOCUMENTSFo.R

UST AND GAYs fORlRANSMIITAL TO DFA

orA. AUTHENTICATION

(DEPARThlENT OF f"OREIGN)
.• CHECK COMPLETENESS or THE

DOCUMENTSAGAINSTTHE MASTER LIST.
AFfNRS(DFA) -If COMPlElI.SEAL mE ENVELIK •

.• If INCQijPlETE, RECONCIlE Wffii TIlE
RRO.

REGIONAL RECORDS OFFICER: FM: (5)

RECORDING AND RECORD THE RElfASE fINI} MAINTAINS NINIJIES
NlllNlENANCE OF FILES OF CAV DUlY ACKNOWlEDGE BY

CERllF1CAllON THE DF~ OFFICIAl COURIER.

( END)

PAGE 2 OF 2
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D. ELEVATION AND RESOLUTION OF ISSUES, CONCERNS AND PROBLEMS

Any issues, concerns, or problems arising from the interpretation and I or implementation
of any provisions in this PPG, and those that are not properly covered herein, shall be
appropriately elevated to the Director of the Administrative Service, DepEd Central Office for
proper disposition.

For this purpose, the elevation mechanism herein provided shall follow the proper level of
authority and certification laid down in this PPG.

VI. MONITORING AND EVALUATION

Strict compliance of this policy by all units and personnel concerned shall be
regularly monitored by the DepEd Central Office, thru its Project Manager - Records
Division, Administrative Service. Proper coordination with the Department of Foreign
Affairs shall also be undertaken by the said Office for the determination of the level of
observance of the established protocols set forth herein, specifically in the areas of
processing time effectiveness and for any incidence of fraudulent certifications.

Proper evaluation of the effectiveness and efficiency of this PPG in
addressing all matters covered herein shall also be undertaken in order to further
improve its service mechanisms as appropriately provided.

It is herein provided that appropriate trainings and seminars for all certifying
officers identified in this PPG shall be conducted within two (2) months from the
effectivity hereof. The Records Division - Administrative Service, DepEd Central
Office shall extend the necessary p~oper guidance and support accordingly.

VII. REFERENCES

Republic Act No. 10533, s. 2013 - "An Act Enhancing the Philippine Basic
Education System by Strengthening Its Cuniculum and Increasing the Numbers of
Years for Basic Education, Appropriating Funds Therefore and for Other Purposes"

Executive Order No. 292. s. 1987 - "Instituting the Administrative Code of 1987"

Executive Order No. 252. s. 2000 - "Establishing the Inter-Agency Committee on
Philippine Schools Overseas, Defining its Composition, Structure, and Functions"

Executive Order No. 582. s.2006 - "Streamlining the Process of Authenticating
Documents Intended for Use Abroad and Transferring the Authentication Office from
the Office of the President to the Department of Foreign Affairs"

Vienna Convention of 1963 on consular relation

OepEd Order No. 61, s. 1975 - "Issuance of Special Order for Graduation"
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DepEd Order No. 16, s. 2003 - "Issuance of Transferees from Philippine Schools
Overseas"

DepEd Order No. 63, s. 2004 - "Revocation Fees for Certification, Authentication
and Verification (CA V)"

OepEd Order No. 88, s. 2010 - "2010 Revised Manual of Regulations for Private
Schools in Basic Education"

DepEd Order No. 54, s. 2016 - "Guidelines on the Request and Transfer of
Learner's School Records"

OepEd Order No. 55, s. 2016 - "Policy Guidelines on the National Assessment of
Student Learning for the K to 12Basic Education Program"

DepEdOtder No. 72, s. 2016 - "Department of Education People's Freedom of
Information Manual and Implementing Details"

OepEd Memorandum No. 53, s. 2007 - "Creation of a task force on Certification/
Authentication/ Verification (CA V) of Elementary and Secondary Education Diploma
and Official Transcript of Records"

DepEd Memorandum No. 315, s. 2007 - "Orientation on the use of the Records
Management Operations Manual and Standard Procedures on the Processing of

Certification, Authentication and Verification (CA V) Of School Records"

OepEd Memorandum No. 338, s. 2007 - "Addenda to Dep£d Memorandum No.

315, S. 2007 (Orientation on the use of the Records Operations Manual and
Standard Procedures on the Processing of Certification, Authentication, and

Verification (CA V) of School Records)"

OepEd Memorandum No. 381, s. 2007 - "Guidelines on the Issuance of
Certification Authentication and Verification, (CA V) of Elementary and Secondary
Education Diploma, Official Transcript of Records, and other School Records"

DepEd Memorandum No. 62, s. 2016 - "Change in DepEd Memorandum No. 381,
s. 2007 (Guidelines on the Issuance of Certification, Authentication and Verification
(CA V) of Elementary and Secondary Education Diploma, Official Transcript of
Records, and Other School Records)".

OepEdMemorandum No. 188, s. 2016 - "Modified Format of the Claim Stub for
Department of Foreign Affairs Authentication"

DepEd Records Management Operations Manual

OepEd Vision and Mission

DepEd 10-Point Agenda by Secretary Leonor Magtolis - Briones
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VIII. EFFECTIVITY

This PPG shall take effect immediately.
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IX. FORMS

For the purpose of this Order, the following Forms shall be used in processing
of CAV transactions:

Annex A - CAV Form 1- Request Form (RF)

Annex B - CAV Form 2 - School Referral to Division Office

Annex C - CAV Form 3 - Indorsement for Correction of Entries in the
Academic School Records (ASR)

Annex 0 - CAV Form 4 - Certification of Enrolment I Completion IGraduation

Annex E - CAV FormS -School Transmittal to the Regional Office

Annex F - GAV Form 6 - list of Approved CAV Request

Annex G - GAV Form 7 - Certification of Non-availability of Academic School
Records in the Division Office

Annex H - CAV Form 8 - Return Indorsement of the Schools Division Office
to the School

Annex I - CAV Form 9 - Certification of Discrepancy lies

Annex J - CAV Form 10 - Request Form (RF) for ALS A&E and PEPT
Ratings

Annex K - GAV Form 11 - Certification of Non-avai1ability of the Rating (A&E
and PEPT)

Annex l- CAV Form 12 - Certification of Rating (A&E I PEPT)

Annex M - CAV Form 13 - Division Office Transmittal to the Regional Office

Annex N - GAV Form 14 -list of Approved CAV Request

AnnexO - CAV Form 15 - CAV Application Form

Annex P - CAV Form 16 - CAV

Claim Stub for DFA Authentication

Master List of Documents for DFA Authentication

Annex Q - CAV Form 17 - Certification of English as Medium of Instruction

All units and personnel concerned shall be provided with soft copy of the
Forms herein prescribed for uniform use.
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ANNEXA

CAV FORM 1 - REQUEST FORM - SCHOOL (RF)

Republic of the Philippines
Department of Education
Region, _
Division, _

Control No.: _-:-- _
Date of Application: _
Date of Release: _

School Name: _
School ID: _

REQUEST FORM FOR ACADEMIC SCHOOL RECORDS

NAMEOFLEARNER : _

DATE & PLACE OF BIRTH: _

SCHOOLYEARLASTATTENDED/GRADUATED: _

PRESENTADDRESS: _

CONTACTNO.: _

PURPOSE: (Please check any of the following):

DEMPLOYMENT ABROAD

DSEAMAN'S BOOK/SRC

D MIGRATION ABROAD

DF~ANCE VISA DSTUDENT VISA

oTOURIST VISA LFESCENDANT'S VISA

oREIMBURSEMENT OF EDUCATIONAL
ALLOWANCEI TUITION FEES OF
CHILDREN OF OFWs

oSUCH OTHER PURPOSE AS MAYBE REQUIRED BY THE DFA

Signature Over Printed Name
(AppHcant / Representative)
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ANNEXB

CAV FORM 2 - SCHOOL REFERRAL TO DIVISION OFFICE

Republic of the Philippines
Department of Education
Region _
Division _

SchoolName _

1st Indorsement
Date

Respectfully forwarded to the Schools Division Superintendent, Division of

___________ ',requesting for assistance in securing a certified true copy of

School Form 1.8(now School Form 5) for reconstruction of Form 137 in relation to the herein

attached request of Name of Learner, who claims to be a graduate of I student in

Name of School during the School Year __ ' The said record, despite diligent search, is

not available in this Office,

For the preferential appropriate action of the Schools Division Superintendent.

Signature Over Printed Name
(School Head/Principal)

Attached: as stated.



ANNExe

CAV FORM 3 -INDORSEMENT FOR CORRECTION OF ENTRIES IN THE ACADEMIC
SCHOOL RECOROS

Republic of the Philippines
Department of Education
Region _
Division, _
School Name, _

1st Indorsement
Date

Respectfully forwarded to the Regional Director, DepEd Regional Office __ '
(address) ! (Attention: Attorney IV, legal Unit) requesting for

assistance in the Correction of Entries in the Academic School Records of Name of
learner, a graduate of I student in Name of School during the School Year _

For ready reference and perusal, attached are the following documents I records:

1, Certificate of live Birth (issued by Philippine Statistics Authority);
2. Affidavit of Discrepancy;
3. Affidavit of two (2) DiSinterested Persons;
4. Form-137; and
5. Diploma

For the preferential appropriate action of the Regional Director.

Signature Over Printed Name
(School Head/Principal)

Attached: as stated.



ANNEXO

CAV FORM 4 - CERTIFICATION OF ENROLMENT I COMPLETION I GRADUATION

Republic of the Philippines
Department of Education
Region _
Divis.ion _

School Name,_· _

CERTIFICATION OF ENROLMENT I COMPLETION I GRADUATION

TO WHOM IT MAY CONCERN:

This is to certify that, based on available records in this school, the following
information pertaining to Name of Learner with Learner Reference Number appear:

( ) enrolled in Grade __ during the School Year __

( ) completed Grade __ during the School Year __

( ) satisfactorily graduated from Elementary I Secondary Course for the School Year

__ as prescribed by the Department of Education",

This certification is issued on u.pon the request of Name of Learner in

connection with his I her application for Certification, Authentication and Verification.

Signature Over Printed Name
(School Head/Principal)

*/, graduated from secondary course in private school, indicate Special Order Number
and date.
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ANNEXE

CAV FORM 5 - SCHOOL TRANSMITTAL TO THE REGIONAL OFFICE

Republic of the Philippines
Department of Education
Region, _
Division. _
School Name, _

1st Indorsement
Date

Respectfully forwarded to the Regional Director, DepEd Regional Office __ '
(address) , the herein request of Name of Learner; for

Certification, Authentication and Verification (CAV) of his / her Academic School
Records.

For ready reference and perusal, attached are the following
documents/records marked <..J> below properly enclosed in sealed envelope:

( ) Certification of Completion/Graduation
( ) Certification of English as Medium of Instruction
( ) Form -137
( ) Diploma

For the preferential appropriate action of the Regional Director.

Signature Over Printed Name
(School Head/Principal)

Attached: as stated.



ANNEXF

CAV FORM 6 - LIST OF APPROVED CAV REQUEST

Republic of the Philippines
Department of Education
Region _

Division.~----
School Name _

CONTROL
NAME

DATE OF DATE OF
NO. APPLICATION TRANSMITTAL

!
:

. Ixxxx nothing follows xxxx

Prepared by:

SignalureOver Printed Name
(School Records Custodian/Registrar)

Submitted by:

Signature Over Printed Name
(School Head/Principal)



ANNEXG

CAV FORM 7 - CERTIFICATION OF NON-AVAILABILITY OF ACADEMIC
SCHOOL RECORDS IN THE DIVISION OFFICE

Republic of the Philippines
Department of Education
Region __ -'-- __
Division -----

C E RT I F I CAT ION

TO WHOM IT MAY CONCERN:

This is to certify that after due verification, there is no available records onfte
in this Office of the requested Academic School Records (ASR) of Name of Learner.

Issued this __ day of __ ' 20_ for whatever legal purpose it may
serve.

Signature Over Printed Name
(Division Certifying Officer)



ANNEX I

CAV FORM 9 - CERTIFICATION OF DISCREPANCY liES

Republic of the Philippines
Department of Education
Region _

Division -~---

CERTIFICATION

TO WHOM IT MAY CONCERN:

This is to certify that, based on the duly verified School Form 18 (now School

Form 5) on file in this Office, copy attached, the discrepancy I ies marked (..J) below

has I have been noted in the Academic School Records (ASR) of Name of Learner,

that school:

()Name:~~ _

( ) Date of Birth: -'-- _
( ) Place of Birth: .-:-_-:-- _
( ) School Year of Attendance: __ ---.:.._--'-- _

Issued this __ day of ' 20_ for whatever legal purpose it may
serve.

Signature Over Printed Name
(Division Certifying Officer)

Attached: as stated.



ANNEX H

CAV FORM 8 - RETURN INDORSEMENT OF SCHOOLS DIVISION OFFICE
TO THE SCHOOL

Republic of the Philippines
Department of Education
Region, _
Division. _

2nd Indorsement
Date

Respectfully returned to Name of School Principal, Name of School, address

of school, the attached School Form 18 (now School Form 5) in connection with the

request for Academic School Records (ASR) of Name of Learner, a graduate of I

student in that school.

For the preferential appropriate action of the School Principal.

Signature Over Printed Name
(Division Certifying Officer)

Attached: as stated.



ANNEXJ

CAV FORM 10 - REQUEST FORM (RF) FOR ALSA&E AND PEPT RATINGS

Republic of the Philippines
Department of Education
Region __ ,- __
Division _

Control No.
Date of Application: _
Date of Release: _

REQUEST FORM FOR RESULTS OF RATING ON:

() Alternative Learning Systems Accreditation & Equivalency Test

( ) Philippine Educational Placement Test

NAMEOFLEARNER: ~

DATE OF BIRTH: _

PLACE OF BIRTH: ~~

PRESENT ADDRESS: _

CONTACT NO.: _

DATE OF EXAMINATION: _

PLACE OF EXAMINATION: _

PURPOSE: (Please check any of the following):

CJEMPLOYMENT ABROAD 0 FIANCE VISA CJ STUDENT VISA

oSEAMAN'S BOOKlSRC

o MIGRATION ABROAD

D TOURISTVISA D DESCENDANT'S VISA

o REIMBURSEMENT OF EDUCATIONAL
ALLOWANCEI TUITION FEES OF
CHILDREN OF OFWs

D SUCH OTHER PURPOSE AS MAYBE REQUIRED BY THE DFA

Signature Over Printed Name
(ApplicantI Represrn7
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ANNEXK

CAV FORM 11 - CERTIFICATION OF NON-AVAILABILITY OF RATING
(A&E I PEPT)

Republic of the Philippines
Department of Education
Region _
Division -----

CERTIFICATION

TO WHOM IT MAY CONCERN:

This is to certify that after due verification, there is no available records on file

in this Office of the requested Results of Rating on ( ) Alternative Learning Systems

Accreditation and Equivalency Test () Philippine Educational Placement Test of

Name of Learner.

Issued this __ day of __ ' 20_ for whatever legal purpose it may
serve.

Signature Over Printed Name
(Division Records Officer)
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ANNEXL

CAV FORM 12 - CERTIFICATION OF RATING (A&E I PE PT)

Republic of the Philippines
Department of Education
Region _...._._ _
Division-----

CERTIFICATION

TO WHOM IT MAY CONCERN:

This is to certify that, after due verification, the following information marked

<"1/) below pertaining to Name of Learner, appear in the records of this Office:

( ) he I she passed the Alternative Learning Systems Accreditation and
Equivalency (ALS A & E) Test for Elementary I Secondary Level administered
on : and he I she has the competencies comparable to that of a
Elementary I Secondary graduate in theformal school system and as such, is
eligible to enter secondary I tertiary education.

( ) he I she took the Year Philippine Educational Placement Test (PEPT)
given at with Examinee Number which indicate
that he I she has met the basic academic requirements of Year Level in the
Elementary I Secondary Level: and he I she, therefore, is eligible for
admission to Year Level subject to the satisfaction of other school admission
requirements.

Issued this __ day of __ I 20_ for whatever legal purpose it may
serve.

Signature Over Printed Name
(Schools Division Superintendent)



ANNEX M

CAV FORM 13 - DIVISION OFFICE TRANSMITTAL TO THE REGIONAL OFFICE

Republic of the Philippines
Department of Education
Region _
Division, _

1st Indorsement
Date

Respectfully forwarded to the Regional Director, DepEd Regional Office __ ,
(address) , the herein request of Name of Learner for

Certification, Authentication and Verification (CAV) of Academic School Records.

For ready reference and perusal, attached are the following
documents/records marked ("..J) below properly enclosed in sealed envelope:

( ) Certification of Results of Rating
( )ALSA&E
() PEPT

() Diploma

( ) Form 137

() Others: __ ~- -------------

For the preferential appropriate action of the Regional Director.

Signature Over Printed Name
(Schools Division Superintendent)

Attached: as stated.

I
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CAV FORM 14 - LIST OF APPROVED CAV REQUEST

Republic of the Philippines
Department of Education
Region _
Division -:-:------
School Name _

ANNEX N

CONTROL
NAME

DATE OF DATE OF
NO. APPLICATION TRANSMITIAL

.
xxx nothing follows xxx

Submitted by:

Signature Over Printed Name
(Schools Division Superintendent)
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CAV FORM 15· CAV APPLICATION FORM

Republic of the Philippines
Department of Education

Region _

!
i

ANNEXO

I
I

Control No.: --+_
Date of Application: __ .•••••._

CA V APPLICATION FORM
NAMEOFLEARNER: _

DATE OF BIRTH:. _
PLACE OF BIRTH:
PRESENTADDRES~S~:------------------------------------

CONTACT NO.:
NAMEOFSCHO-O~L-:-----------------------------------
ADDRESS OF SCHOOL: _

PURPOSE: (Please check any of the following):

CJ EMPLOYMENT ABROAD

CJ SEAMAN'S BOOK I SRC

CJ MIGRATION ABROAD

[:=J FIANCE VISA D STUDENT VISA

CJ TOURIST VISA CJ DESCENDANT'S VISA

CJ REIMBURSEMENT OF EDUCATIONAL
ALLOWANCEI TUITION FEES OF
CHILDREN OF OFWs

o SUCH OTHER PURPOSE AS MAYBE REQUIRED BY THE DFA

Signature Over Printed Name
(Applicant I Representative)

(TO BE FILLED-UP BY THE REGIONAL OFFICE)

Requirements

1. Student Permanent Record (Form 137)
2. Diploma
3. Certificate of Completion I Graduation
4. Special Order
5. Certificate of Accreditation (for PAASCU

Accredited Schools)
6. Transmittal
7. ALS A& E I PEPT

a. Certification from SEA
b. Rating
c. Certification from Division Office

8. Passport Size Picture (2 pes.)"
9. Documentary Stamp

* If the applicant is not the learner himself I herself

Graduates Undergraduates
Public Private Public Private

CJ
o

o
D

o
CJ
Cl
CJ
CJ

D
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AN~EX P

;

CAV FORM 16 - CAV FORM

ATTACH PASSPORT

SIZE IP PICTURE
Republic of the Philippines
Department of Education

Region. _

CERTIFICATION, AUTHENTICATION AND VERIFICATION

DATE: _

CAVNo.: .~_
Series of 20 __

TO WHOM IT MAY CONCERN:

This is to certify that, based on duly verified available records on file, ithe
following information pertaining to Name of Learner appear, to wit:

( ) he I she completed the academic requirements of the Department of
Education for graduation from the course in the School
Year in Name of School. as evidenced by herein attached marked
(v) below:

( ) Student Permanent Record (Form 137)
() Diploma
( ) Certification of Special Order

( ) he I she completed the academic requirements of the Department of
Education for Grade __ I Year Level __ of the Elementary I Secondary
course in the School Year in Name of School,
as evidenced by herein attached Student Permanent Record (Form 137).

( }he I she passed the Alternative Learning Systems Accreditation and
Equivalency (ALS A & E) Test for Elementary I Secondary Level
administered on : and he I she has the competencies
comparable to that of a Elementary I Secondary graduate in the formal
school system and as such, is eligible to enter secondary I tertiary education
as evidenced by herein attached Certification of Rating and Diploma.

( ) he I she took the Year Philippine Educational Placement Test (PEPT)
given at with Examinee Number which indicate
that he I she has met the basic academic requirements of Year Level in the
Elementary I Secondary Level: and he I she, therefore, is eligible for
admission to Year Level subject to the satisfaction of other school admission
requirements as evidenced by herein attached Certificate of Rating.

This Office further certifies the veracity and authenticity of the attached
records herewith; and issued in connection with the application of Name of Applicant
for purposes.

Signature.Over Printed Name
(Regional Director)

Not valid without official seal,
with erasure or alteration
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ANNEXQ

CAVFORM 17 - CERTIFICATION OF ENGLISH AS A MEDIUM OF INSTRUCTION

Republic of the Philippines
Department of Education
Region _
Division _

School Name _

CERTIFICATION

TO WHOM IT MAY CONCERN:

This is to certify that Name of Learner with Learner Reference Number

___ has satisfactorily completed / graduated from the Elementary / Secondary

Course as prescribed by the Department of Education, with the following particulars:

1. Name of School: _

2. School address: __ :-- ---::'__ ~---:__:___:_----
3. Grade level completed: --=-: .School Year completed: _
4. Graduated on: : School Year graduated: _
5. Special Order Number*: : Date: _

This is to further certify that English Language was used as the medium of

instruction in all subjects taught in the above-mentioned school, except for subjects

that require the use of Filipino language only.

This certification is issued on upon the requestof Name of

Learner in connection with his / her application for Certification, Authentication and

Verification.

Signature Over Printed Name
(School Head/Principal)

*"graduated from secondary course in private school, indicate Special Order Number
and date.
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