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Chlef Education Supervlsors and Staff, CID & SGOD
Elernentary and Secondary Sdod Heads (tubllc and prlvate S6ools)
All Others concerned

FROM; OPEI{ARIA CESO VI

No. ltctx

TO

Dirrirron 9.Derhtender* \

Date September 25, 201 7

Folcy and Procedural GJlffnes on the Certlicatbn, Authentlcdon ard
verlftdim ICAVI of Bask Educdo.r Scl|ool Records

fursuant to the tErein DepEd Order No. ,+8, s. 2Ol7 rc: Policy and Procedural
Guidelines on the Cenificatioo Authentication and Verification (CAV) of Bask Education
School Recordt this Office hereby reiterates that processing of CAV requesrs is delegated
to the schod except ficr the icllowing cases which will be handhd in the Division Office:

I . I . Referral trom the school of the norFavailability of Academk S€hool Record;
L2. Results of rating on AlterrEtive Leaming Systems A&E Ten arld Phi,ippine

Educational Placement Test IPEPT); and
1.3. Schools that ceased operation for whatever causes wfierein the leamers'

school records are required to be surrendered to the DepED puBuant to
existing regulations under Department Order 88, s- 2Ol0 dated June 24,
20ro.

ln case of lost damaged or destroj€d documents, the applicant should be advised
to produce any of the frrlloring as maybe basis fior tlle reconstruction of Scfiool Records:

2.l.Swom Statement of any two 12) of the applicant's classrnatet principa,s or
teachers arld supported by e,ther the school graduation pfptqi, sowenir
program or graduation program; or

2.2.Duly cenified c@y if eittEr Form 137 a! Fo'm I38 of the leamer on file in
any Teniary Leaming lnnitutions; or diploma/transcript of records on file in
the,earner's currenvprevious employer^.
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3.

5.

6_

CAV Requests made through representatives should be accompanied with
Special Po\,ver of Attomey (SPAI if the learner is of legal age. For minor tearners, the
following documents should be presented by the representative:

3.l.lf parent Binh Certificate of parenys;
f.z.lf brother/sister Binh Cenificate of Ieamer and of brother^iner
3.S.lfcuardian: Court Order of guardian.

Attached herewith are Forms which shal, to be used in the processing of CAV
transactions. Approved CAV requests shall be released in two (2) copies and in a sealed
eruelope to the applicant together with the indoEement for transmittal to tfie Regional
Omce for issuance of CAV The School Head shall immedately inform the Regional Office
about the appro\red CAV requests through text message at 09173092042, tax at lO88]
88G7Ol 1/ AAG7O7 2.lc(.al 206 ot email at recotdsrcgiorlx@dqed.gouph

Moreover, all schools are directed to submit to this Omce Attention: Records Unit
the folc^ar'fng documen6 in soft cory at depedmalavbalav@gmail.com

5. , . Enrolment List per school within 60 days after the opening of classes;
5.2.List of School Graduates and School Form 5 lRepon on Promotion and

Learning Progress and Achievementl, not later than 30 da)6 from the date
of graduation; and in the case of graduates from private secoMary schoolt
List of Graduates with Special Order Numbec and

5.3.Updated list of school heads and their respective specinren signatures.
within 30 da)6 before the opening of classes.

Fo[ compliance
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A.yIblic ol trr prilippir.s

Dtpsrtment of @[utetior

POLICr .AIID PROCUDITR/iL GITIDEI'I tS OIt TEE CFTRfiFICATIOI{,
AI'TEEITTICATIOI{ AlsD VERIFICA'IIOI{ Or. BASIC

EDUCATIOX S'CE(X'L REOORI}B

To: Urdersecreta.ries
Assistalt Secretaries
Burcau and Service Dircctors
Regional Secretary, ARMM
Regional Directors
Schools Division Superintetdents
Public ald Private Elementary and Secoodary Schools Heads
Atl Others Concemed

1. The Department of Educetion (DepEd) issues the enclosed Poltcy .r!d
hoccdu.d Gddcllncs o[ the C€stlficatto!, AEttontlc.tlor ald Votlllcatlo!
ICAVI of B.!tc Educ.tlo! School Rocord..

2. This DepEd Order aims to provide proper and appropriate guidance and
direction to all concemed with a staidard and unifom policy, procedures, and
guidelines in the processing of cAv transactions pertatdng to Basic Education
School Records.

3. All other DepEd issuances, rules, and regulations, which are inconsistent
rdtl these guidelines and procedurcs aie deemed arnended accordingly upon its
elfectivity.

This Order shall take elfect immediatety upon its approval.

Im$ediate dissemination of and strict compliance with this Order is directed.

I.EOIIOR BRIOI|ES
Secretary

Encl.:
As stated

To be indicated in the Peroetual lndex
under the following subjects:

ff".dT
ORDER
, s. 2017

AUTHENTICATION
CERTTFICATION
LEARNERS
POLICY

PROCEDURE
RECORDS
RULES AND REGULATIONS
SCHOOLS
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POLICY AND PROCEDURAL GUIDELINES
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POLICY ANO PROCEDURAL GUIDELINES ON THE CERTIFICATION,
AUTHEIITICATIOT{ AI{D VERIFICATION OF BASIC

EDUCATIOIT SCHOOL RECORDS

I. RATIONALE

School records deftne and perpeluate the educationa, status of a person and, most
importantly, influence his / her future undertakings, regardless of professional, and / or
otheMise, levels. The availability and accessibility thereof must, therefore, be assured.
Foremosl is that its reliability and autherilicity should be guaranteed at all times.

The Department of Education, as the premier public institution with a pronourced
vision and mission and core values that are learner - centered, is the custodian ot the
school rec,ords of all learners in the basic formal and non-formal educational systems. As
such, it roceives requests from these former / cunent learners for the poduction and
certifcation of their school records in relation to valid purposes such as, but not limited to,
employment abrcad, 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 existlng national and intemational regulations.

This Department Order provides a unified and @mprehensive set of standards,
procedures, and guidelines in the processing of Certification, Authentication and Verification
(CAV) of school records. lt seeks to achieve th6 following objectives;

a. To give proper guidance and policy direction to all officials, officers and personnel
concemed io the proce$ing of requests for CAV;

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

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

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

e. To establish sustained mechanisms for moniloring and evaluation of the
efficiency and efiectiveness of this Policy and Procedural Guidelines (PPG), and
the appropriate elevation and resolution of interpretation and implementation
issues, problems and concerns.
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II. SCOPE OF THE POLICY

For the purposs of this Policy and Procedural Guidelines (PPG), the following shall b€
covered in its applicalion and implemeniation as defined under Section lll hereurder:

a. Academic School Records
b- Cerrifying Otrcers
c. Leamers
d. Public and Private Leaming lnstitutions on Basic Education

III. DEFIMNO OF TERMS

For the purpose of this Order, the following terms are delined / undeGtood as
follol,Ys

a. Acadomlc School Record! (ASR) - returs to difbrent educalion-related
documents attesting to the level of academic completion or a@omplishment
of a leamer in the formal system or Altemative Learning Slrstem (ALS) that an
applicart can request ior a Certification, Authentication and Verification (CAV)
as lequired for authentication by lhe Dopartment of Foreign Atrairs (OFA). lt
shall include any, or all of, the following:

i. El€mentary / Secondary Diploma
ii. Form 137
iii. Form 138
iv. Report of Rating in the Accreditation and Equival€nc1 (A&E) Test of the

Alternalive Leaming System (ALS) or Philippine Educational Placement Test
(PEPT)

b. Alternatlve Learning Systsm (ALS) Accrsditation and Equiv.lency Te3t
(A&E Test3) - refers to nationally-administered tests lhal aim to measure the
competencies and life skills of those who have not altended or finished the
formal elemontary or secondary education- These assassmonts allot . leamers
to obtain certification of completion at differed exi6 in Basic Education, which
may b€ us€d to access further education, iob promotion, entry to job training.
and employment.

c. Applicant - refers to a person who applies for or requests for his / her
Academic School Records for Certification, Authentication and Verilication
purpos€s only: in any event of his / her physical absence, ths applicant may
be substituted by a duly authorized representative as defined bebw.

d. Basic Educelion School Records - rebrs lo any of the documents defined
under S€ction lll (a) above evidencing the level of academic completion or
accomplishment of a leamer which encompasses kindergarten, elementary,
and s€condary education as w€ll as alternative learning systems for out-of-
schooL learners and those with special needs-

4
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e. Certific.tlon, Authentlcation, and Vorificetion (CAV) - refers to an official
and fomal processes and a6{s of checking, reviewing, and certifying to the
genuineness and veracity of available academic school records of a learner
duly performed by the Dapartrnent of Education (D€pEd) and the Department
of Foreign Afiairs (DFA) pursuant to existing arrangements by the said
Deparnnents; and shall be issued to the applicanl only tor any of the following
applicable puDoses and as required by DFA:

i. Employment abroad
ii. Seaman's Book / Seafarer's Regbtration Certmcate
iii. Migralion abroad
iv. Student visa
v. Tourist visa
vi. Fiance visa
vii. Descsndant's visa
viii. Reimbursernent of educational allorvance / tuition iees of children of OveGeas

Filipino Workers (OF\ /)
ix. Such other purposes as maybe r€quired in writing by the DFA

f. Cedncauon of Ac.domic Levol Completod - refers to a document issued
by duly authorized and competent authorities cedirying to a l€ameds level of
academic completion in the formal oducation system.

g. Ce ificaoon of Englbh as lUlodium of ln8tucton - refers to a document
issued by duly authorized and competent authorities certifying that the
languag€ used in teaching in a leaming institution is English.

h. Certilicadon ot Englbh Tranlladon of Diploma- refers to a document
issued by duly authorized and compdent authorities certifying to the
translation in the English language of school records in non-English language.

i. Certificadon of Gradualion - refers to a document issued by duly authoized
and competenl authodties cedifying, based on incontestablo school records,
the same of the leamer, his / her y6ar of graduation and Learner's Reference
Number (LRN) issued by DepEd: and, in the case of private schools, the
leameis Special Order Number upon gEduation from secondary course.

j. Certificstion - refers to the official and fomal process and ad of attesting to
any relevant information pertaining to the acadomic level of accomplishment
of a lsarner based on his / her existing and verifiable school records as
ce ified to by duly authorized ard competent authorities. The Ce ification
@vers iniormalion as disclosed in the said school records and defined
appopriately in this Section, as follows:

Academic Level Compbted
Englbh as Medium of lnstruction
English Translation of Diploma
Graduation

/
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k. Certifying OfFcglB- refeB to thos€ who are authorized by this Ordar to cediry
to the Academic School Records of a leamer as enumerated in this S6c1ion.
They are either appointed o; designated by duly-constituted authorities, as
follo\,vs:

i. Records Custodian / Registrar
ii. School Heads
iii. Division Records Ofiicer
iv. Administralive Ofricer V for Administrative S€clion
v. Assistant Schools Oivision SuparintBnd€nt
vi. Schools Division Superintendent
vii. Regional Records Officer
viii.Regional Chief Administrative Ofiicer, AdminBfatve Division
ix. Assistant Regional Direc{or
x. Regional Direclor

For the purpose of issuance of the Certification, Aulhentic€tion and
Verification (CAV) Form, the signature and approval therein shall be by th€
Regional Director or Assistant Regional Director or R€gional Chief
Adminislratirre Oflicer, AdminEtralive oivision, in the said signing authority
order.

l. Element ry , Socondary Diploma - refers to the academic record issued by
a leaming institution which certifies thal a leamsr has successfully completed
the academic requirements for gEduation prescribed by the Depariment of
Education ,or Elernentary and Secondary Schools.

m. Foreign or lntgrmuonal Schoob - refe6 to schools duly establishod and
authorized in accordance with th6 existing Philippine laws to operate ceftain
educational programs that primarily and principally adhere to either universally
acrepled and recognized educational policies and standards or lhe unhue
difierentially prescribed system of education ol a parlicnlar country other than
th6 Philippines.

n. FoIm 137 - reiers lo the p€manent school learner record showing the
historical academic and cccurdcular records of the leamer.

o. Form 138 - rebrs to the document shor./ing the academic perfomance of a
leamer in a given school year.

p. L3amer - refers to a pupil or sludent in the lomal system, or in the
Altemative Learning System (ALS).

q. Lgarning lnsdtutons - refers to schools, both public and private, including
those Philippine Schools based ove6eas and Foreign or lnternatixal
Schools based in the Philippines, duly accredited and / or recognized by the
Departnent of Education authorized to ofier any of the follo,ving Basic
Education Program:

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

c 6



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

iii. Socondary education - refe6 lo the third stage of compulsory basic
education consisting of four (4) yeals of iunior high school education
and two (2) years of senior hilrh school education.

r. Philippine Schoob Ovo73oa3 . are duly registered educational institutions
operating outside the Philippines and implementing the basic education
cuniculum oi DepEd, purposely to address the educational needs of children
of Filipinos and eventually facilitate their raintegration into the Philippine
Education System

3. Philippine Education Placom€nt TeBt (PEPT) - refers to nationally-
administored assessment for leamers in special circumstances the result of
which allow leamers to access or resume schooling and / or obtain
certification of completion by grade level in the DepEd fomal system.

t Repr.rentadve - refers to a person duly authorized in writing through a valid
Special Povrer of Attomey (SPA) executed by the applicant specifically slating
the name of the representative and the purpoee for its issuance.

ln the case oi a minor bamer, the application may be filed by any of the
folloling, subiect to the presentation of a valid prmf of affinity to the minor
leamer as staEd hereunder:

i. Parcnt - Birth Certificrte of the minor leamer
ii. Brother or Sisbr of logal ago - Birth Certificates of the minor leamer

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

u, Secondary Eyidenca - refers to documentary evidences to support any
claim of graduation from, or completion of, any level in fornal educational
system when school records are reported lost, damaged or destroyed; in
which case, the applicant must submit any of lhe follq'ying to suppod his / her
claim:

i. Swom Statement of any trlro (2) of the applicanfs 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 1 37 or Form 138 of the leamer on file
in any Tertiary Leaming lnstitutions: or diploma / transcript of recotds
on file in the leamer's cunent / previous employer/s.

v. Speclal order (SO) - an authority issued by the Department of Education as
a requirement for the graduation of students from the lormal secondary level
in private schools, on a certain date, and is granted conditionalty upon the
successful completion of the requitements thsrefor.

A'J-
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IV. FOLICY STATEIIENT

It is the declared policy of the Oepartment of Education that leamers, regardless of
lheir level of educational accomplishments, whether in the fomal or infomal systems, have
the right to information on and acress to their basic education school records without
inconveniencing them. Further, it is also guarantB€d lhat the Depaitment shall afford full
protection to any learner's right to security and conlidenliality of his / her records. Finally,
these learners'school r6@rds must be protected and saieguarded in accordance with
standards on records management and custodianship in order to ensure the inlegrig,
accessibility and timely release thereof.

i
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V. PROCEDURES OI{ THE PROCESSII{G OF CAV

RAL II{STRUCTIOIIS:

1. An Applicant, or in his / her absence, his / her duly authorized repreaentative, shall fill-out
a CAV Request Form (RF) for any ot the following Academic School Records (ASR);

a. Elsmentary / Secondary Diploma
b. Form 137
c. Form 138
d. Report of Rating in the Accreditation and Equivalency (A&E) Test of the

Altemative L€arning Systom (ALS) or Philippine Educational Placement
Test (PEPT)

2. The issuance of CAV shall be for a sp€cmc purpose only as defin€d in Seclion lll (e) ot
this PPG.

3- Special Order (SO) Number must be indicated in the Diploma and Certificato of
Graduation issued by private secondary schools. ln any casa where SO No. is not
available, the School Head should not acd favorably on the RF of the Applicant.

4. ln 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 RBcord3:

a. Swom Statement of any two (2) of the applicants class[nates, principals, or teaehers;
and supported by either the school graduation photos, souvanir program, or graduation
program; or

b. Duly certified copy of either Form '137 or Form 138 of the leamer on file in any Terliary
Leaming lnstitutionsi or diploma / transcript of records on file in the learne/s current /
previous employer/s.

5. ln case of lost diploma, reconslrucled diploma shall be i$ued for CAV purposes only
upon presentation of any of the abovementioned requirements under precading item
number 4.

6. The reconstruction of a Diploma shall be subrect to submission of incontestable proofs of a
Laarnar's completion of the academic requiremenE of the appropriate academic program;
providod tha the contents of the diploma shall striclly 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 concernd, subject to the approval thereof by the Oivision
Oflice.

8. No service fees shall be charged from any applicant for Certification, Authenticaton, and
Verification (CAV).

9. The issuance of CAV shall be lhe function and responsibility of the Records Sec{ion in
Oe Ed Offices.

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

a. Enrolment List p€r school within 60 days after the opening of classes;
b. List of School Graduates and School Form 5 (Repod on Promolion and Leaming

Progress and Achbvement), not later than 30 days from the date of graduation; and
in the case of graduales from private s€condary schools, the List of Graduates with
Special Order Number; and

c. Updated list of school heads and their respeclive specimen sonatures, $rithin 30
days before the opening of classes.

11. All Regional Offices shall submit to the OFA thru its oftcial e-mail accounts
(fi.fetalco@oca.dfa.gov.ph or authenticationdla@omail.com) its updated lbt of authorized
g atories on CAV with their natures.

I
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NARRATIVE PROCEDURES

A. AT THE SCHOOL

Ptocgas Te3ks Re3ponslble
Unil / Pollon

flmo
Frame Ou$ut Form

l. Receivs
Requegl Forn
(RF)

Receive RF

Records
Custodian /
Regisfar.

'in hidher
absence, the
School Head

Two (2)
minutes

RF CAV Form "l "
(Request Form)

2 Review of
Roquest Form
(RF)

Check the complebnesg
of infomation and
requiroments required in
th€ RF

Note:
lf incompleb, return to the

applicant wilh prop€r
sdvice; if complete,

pIOC€ed lO NO. 3

Records
Custodian /
Rcgistr"ar'

'an hi6,/her
abaence, the
S.,lool Heed

Five (5)
minutes

RF for
procesging

3. verifcation
of Recordg

Segr.h br he appopriaG
Academic School
Recodg aE r€questad by
the ADplicsnt:

Records
Cusbdian /
Registraf

.in hi8,,hgr
absence. th€
School Head

Thirty (30)
minutes

RequesGd
ASR

> lf avaihble, proceed b
No. 4

> lf not availabls, check
avaihbility of the records
in the Schoob Division
Offce (SOO) coficemed
through School Retu ral
Fom*.

.to be hand-c€nied by tfie
applicant / repreEentativs
to the SDO

Records
CustodBn /
Regidlar

'in his/her
absence, the
Schml Head

Thirty (30)
minutes

School
Referal

Form

CAV Forfi "2"
Sciool Rebnal
Form to Oivision

Ofice

4. Evalualion
od Records

Check and validate the
conEc{ness and
complsbnsss of the
inbnnatioo in the SRF
againsi the available
sc+lool record6-

Records
Custodian /
Reghlrer'

'in hi6/hsr
ab3ence. the
School H€ad

Not more
than En
(10)
minut€s

> lf mabhed, proceod to
No. 5

,l
I
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Process Tiakg Reapon3ible
Unit / PeEon

Tlme
Freme Ouhut Fo]m

> lf unmatched, perform
the iollowinq:

>> lf unmalchod as b
name / dat6 of badh /
place of birth, clarify the
descae9ancy/ios wih Ure
applicant and Equire
himfrer to submit duly
auth€nticated Birtr
C€rtjfrcate (BC) issued by
h€ Philippine Stalistics
tuttEritv (PSA).
>> lf the submined BC i8
matched. proceed to No.
5.
>> lf the unmabhed
r6cods per8i8l indorse

bhe applicant to the Legal
Unit ot the R€gional Offce
br Drooer dbpositbn.

GAV Foirn "3"
lndoBement for

Coreclion of
Entries in the

Acadetnic School
Records

5. Appmval of
the R€quest

> Prepere thg Academic
School Recods and
Cedifcalion ard affx
his,/her iniliels.

Records
Custodian

thirtY (30) School Record

end
certification.

CAV Forn "ia'
Certiicatlonof

Enrolftenvcomplet
ion /Graduation

> Review the accuracy
and v6racity of he
Acadomic School
Records and Request
Form

School He6d ten (10)
minubs

>> lf in order, signs and
approves tho ASR and
Certifi cation and prepareg
indoGement foa
transmittal b the RO.

Slool Head ten (10)
minutes

Approved ASR

and
Certification ln

sealed

CAV Fo,m "5"
School Transmiual
to the R€gronal

Offic€

>>lf not in order, retum t0
Records Custodian ,or
appropriata aclion until
he noted dicropancyres
b chrifed and rcclified

Records
Custodian

bn (10)
minutes

6. Releas€ of
Cedification

Release the approv€d
ASR and C€.tifcation in
two (2) copies and in
sealod envelopo to the
applicant togelher with the
indorsement br
transmital to the ROI

Records
Custodian

lhreo (3)
minutes

Approved
ASR and

Cedification
in sealed
envelope.

> Original and duplicate
copy of the Certifcation
> Tno (2) C€difed fue
copies ot the AsR

ri
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Proco88 T.3kg Reaponsible
Ljnit, PoEon

Time
Framo Oulput FoIm

CAV Foirn '$"
List of Approved
CAV Request

> The School H.ad shall
imfiEdi.iely iniorm the
Regional Office about the
CAV ,equgsb duly
appoved in the Davision
thru any of the bllowing
m@ns:
1 E-mail
2. Text Message
3. Fax
NotC:

Scfiools and Regbnal
Office3 shall provide
updat€d li8t ot duly
authorized +mail
address and contact
numbets

School H€ad

Five (5)
minuies isJued and the

rec€ivin8 copy
of

7. Recording
and
Maintenance
of Cenifcation

Reco.d the rol€a$ end
maanbins fi1€3 of ASR
and Cerlification duly
&lnov edged by ltE
applicant.

Records
CuBtodian

/'J.
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B. AT THE SCHOOLS DIVISIOI{ OFFICE
Note: Only the following cases shall be handl€d in the Division Ofrcei
1. Rotenal from the school of tt!€ non-availability of Academic School Record.
2. Resulb ot rating on Atbrnative Leaming Systems A&E Test and Philifinne Educational Placement Test
(PEPT),
3. Schools that ceasod operelion br f,,hatever causes wherein the lean€ls' sarrool records are Gquircd to be

sufiendered to the Departmenl of Educaton pursuent to eristing regulations under Deparfnent Ord€r 88 s.
2010 dated June 24, 2010.

1, Refunal frlm the school of lhe non-evailability of Acadomic school Recoid

Procola fBkt R..pon!IbL
lrnft , P.Eon

Thrlo
Fnfit

par
Aoolicaart

OuOut Fom

1. Receive of
School
R6foi-al Form
(sRF)

Rec€iw SRF

Division
R€cords O{licef

'in hadher
abs€nce, the
AO V for the
Administ-ative
Seclion

Trro (2)
minute6

SR
CAV Form "2'
School Refenal

Form (SRF)

2. VErification
ot Records

Search ior the
appropriate Academic
Sarlool Records as
rcoue6ted bv the School:

Otvbion
Records Officel.

'in his/her
absence. the
AOVturule
Adminisbative
Seclion

Thirty (30)
minuie3

RequesGd
ASR

> lt svailable, proceed to
No. 3

> lf not avsilabl€, inbrm
th€ requesling School
that it has no recoad thtu
a C€rtiric€tion of Non-
availability of ASR.

Division
Records Offcef

'in hisJher
abs€nce, the
AO V lor the
Administrative
Secrion

Fift€en
(15)
minutes

Certitication
ol Noo-

availability ot
ASR,

CAV Fo.r'l "7"
Certification of

Non-availability of
Acad€mic School

Records in the
Division Olfce

3. Evalualion
ol REcordB

Chocks and validate8 the
coarechess and
compleEn€ss of the
information in the RF.

Oivision
Records officef

T6n (10)
minuteS

Validated RF
> It matched, proceed to
No. 4

'in hiYher
absenc€. thg
AO V for lhe

Administ ativ€
Section

> lf unmatched, indicate
the discEp€ncyfea noted
dudng the €valualion of
recods-

14



PloGeas T.3ks Ra3ponaiblo
Unit, P€Eon

Tim6
Freme Ouhut Form

4. R6lea6e of
Rosulls of
Ve,ilicetion

> lf matched, rel€ase the
ASR lo th€ requesting
school wih proper
lndoEemgnt.

Division
Records Offaer

Fifreen
(15)
minutes

validat6d
ASR wiur
lMoEement

CAV Form '8"
Retum

lndoEemont of
Schools Davision

Office b the
&hool

> lf unmatched. issue the
Cortificatlon otating the
rEted discrepancy/ies.

Division
Records Offic6f

'in hi8/her
absenc€, the
AO V for the
Adminbtrative
Secliolt

Fifleen
(15)
minutes

Certifoaiion
CAV Foirn '0"
(Certification of

Dascrepancy / ie3)

> The Divisio R€co.ds
Offcer shall immediately
intom th6 Regional Offce
about fl€ CAV Equ€ets
duly approved in th€
DivEion thru eny of the
following mgans:

1. E-meil
2. T6xt Mes8age
3. Fax

Oivision
Recods Ofrcer'

'in hi./her
absenco. lh6
AO V for the
Administ'ative
Seclion

CAV Form n8'
List of Approved
CAV Request

Nobi
Divbron8 and Regional
Ofices shall provid€
updated list ot duly
authorized e-mail address
and contaqt nurhbers

5. Recg.ding
snd
iilaintenance
of lhe Results
ot Verification

Record the release and
rneintaans fil6s of Resllts
of Ve.ification duly
ackno.,l9dg€d by lhe
applbant

Division
Records Ofiicef
.in his/her
abs€nce. the
AOVbrtl6
Administrative
Sec{ion

Five (5)
minutes

List ot ASR
issued and
the l€c€ivang
copy of
lMoBement
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2. Ro.ulB of R.ting on Albrnatvo Lesming Syatrm3 A&E Test
and Philippins Educrtionrl Phcsment T.ar (PEPT)

Proce3s Task3 R$pomiblo
Unit, Pel1Bon

Tlmo
Framg Ouhut Form

1. Receive of
Requ6t Form
(RF)

Receives RF

Oivision
Records Offce|,
'in his/her
ahenca, the
AO V for tle
Adminbtrative
Seclion

Upon
Prg3entatio

n of the
Request

Foam

Req!es{
Fom

CAV Foim nlo"
Request Form

(RF) for ALS A&E
ANd PEPT

Rafngs

2. Review of
RF

Check the completeness
of iniormalion and
.equirem€nts required in
the RF

Note: if incomplete, l€tum
to tho applicant with

proper advace: if
complete, procoed to No.

Division
Records Offic€t'

Five (5)
minutes

RF for
processing'in his/her

absen@. the
AO V for the
Adminislrative
Sedioh

3. Verifcation
ot R6cords

Search ior the Regult of
Rating as rsqugsted by
the Apglicant

Divisbn
Records otficer"

'an his/her
absence, the
AO V for the
Administrative
Seclion

Ten ('10)
minutes

Requested
ASR

> If available, proceed to
No. 4

> It A&E Raling is not
available, inform the
Applirant that the Oivisaon
Ofrce has no record; and
coordination will be made
by the Divisioi R.cords
Offcer with ttr€ Divbion
ALS Coordinalo. who, in-
tum, will make the
necessary verification
with the Bureau of
Education Ass€gsement
(BEA), DepEd Central
Office

Division
Records Officef

'in his/her
absence, lhe
AO V for the
Administrative
Section

Wllhin one
(1) hour

)
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Process Teak3
R63ponsible
Unlt / Pe6on

Tlme
Frame Ouhut Form

>lI PEPT Rating i6 not
availabks inform fle
Appli€nt that the Divbbn
Otf@ ha3 no Gcord; and
coordinaton will be made
by the Oivbioi Recods
Ofrcer with the Bureau of
Educadon Agsessment
(BEA), DepEd Cental
Otrce

Division
R€cords Otficef

'in hi!y'het
ab3€nco, the
AO V for lhe
Admihistrative
section

> Itwilh pcitjve
verifcation. proceed b
No,t

Ovisbo
Rocords
Otrcer/ALS
Coordihator

> lI with n€getive
vefifrcelion, intorm the
Applic€nt accordingly and
bsue a Ceatification of
t{on-av.ilability of Rating.

Upon
receipt of
the
information
from BEA

CAV Fofin "lt"
Cedifrcation of

Non-availability of
the Rating (A&E /

PEPT)

/t. Approval of
RF

> P.epare ttle Academic
Sc-hool Records and
Cenificalioo and aff,
hiE/her inilials

Division
Records Officer'

'in his/hor
abssnc€, the
AO V for the
Administralive
Section

Not rlore
tlan $irty
(30)
minutes

Acadcmb
School
Record duly
certif€d
aM ssalsd.

> Chect the a6uracy
and veracity of the ASR

ANd RF,
SDS

>> lf in oader, sign and
appDw lhe ASR and
Certification and prepares
indorsemenl ior
hansmitlal to lhe RO.

sos
Not firoae
than five
(5) minutes

Approved
ASR and

Csrtific€tion

CAV Foin'1?
Grtification of

RatinS A&E /PEPT

CAV ro.m '13'
Division Ofrice

Transmittal to the
Resional Offlce

>>lf nol in order, retlrm to
Division Records Offcer
for appropriate aclior! until
tlr€ notsd dbrepancyfi es
is cliarified and reclifed

Division
Recor& Otficer"

'in hiYhsr
absence, the
AO V for the
Adminbtrative
Seclion

Not more
than len
(10)
minutes

n
;J-
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Ptocega Tsskg

Ralease lhe approved
ASR and Cen icaton in
two (2) clltios and in
s€aled envelope to the
applicant tor transmittal b
the Regional Offc€:

> Original .nd duplicate
copy of the cert rrcalion

> Tno (2) Cenified truo
cDpies ol lhe AsR

Re3ponsible
Unit / PeEon

Division
Reco.ds Officef

'in hi8/her
abs€nc6. lhe
AO V ior th6
Administrative
Sec{ion

Tlme
Framo OuSut Form

5. Release of
Cenifrcation

Not more
than 15
minules

Approvod
ASR and
Cortiflcalbn
in a s€al€d

.nd

to lhe RO

> The Davi6ion Recoads
Offcer shall immediately
inturm the Regional Ofic€
abolt lhe CAV requests
duly apprcved in the
Oivbion thru any of the
follo,,ving means:
1. E mail
2. Text M*sage
3. Fax
Note:

DiviBions and Regional
Otrlcos shall provide
updated list of duly
authodzed e-mail
addresg and contact
numbera

Oivbion
Recoflts Offcef

'in hb/her
abs€nce, the
AO V for th6
AdminisHive
Section

CAV Fonn "6"
List ol App.ov€d

CAV Requesl

6. Recording
and
Mainbnanc€
ol Certification

Racord lhe releEso and
maintain files of ASR and
lndolsemeot duly
acknodedg€d by the
applicant.

Division
Records Offc€l.

Five (5)
minutes

Lllt ofASR
b3ued rnd

tl}8 r€ceMng
CAV Form'14'
Lirl of App.oved

CAV R€quest

'in higher
absence, tha
AO V fo{ ths
Administrative
Seclion

rltL
1-l
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3. Sehools that ceasod operation

Procg!s Ta3ks Re!ponaible
Unlt / P.[on

Time
Frame

OuQut Fom

1. Receive RF Receive RF

Oivision
Recods Offc6a

Two (2)
minutes

RF
CAV Fo.m "l"
Request Fom

(RF)
'in hidh6r
absenca. ho
AO V for th€
Administrative
Section.

2. Verifcalion
ot Recoads

Search ior the
apprcpdate Academic
SclDol Records.

Oivision
Recordg Ofic6f

'in hirher
abs6nc€, the
AO V br th6
Adrninisratrw
Sedbn.

thi.ty (30)
dinubs Requesbd

ASR> lf availabb, proc€ed b
No. 3

> lf not avaibbie, iniorm
the applicant accordingly
and issue Cefffcation.

Division
R€cords Offrcef

Fifr6en
(t5)

minubs

Certifcation
of Non-

availability of
ASR

CAV Fonn "7'
Cedilication of

Non€vsilability of
Academic School

Records in the
Oivision Offic6.

'in hb/her
absenco, lh6
AO V br the
Administrative
S€ction.

3. Evaluetion
of Recods

Check end validate the
@n€ctn6ss and
completeness oI th€
inbmatioa in lhe RF.

Division
Records Otficer'

'in hb/lr€r
absonc6, lhe
AOVbrhe
AdminisFative
S€clion.

Ten (10)
minuieS

Validated RF
> lf matched, proceed lo
No- 4

> ll llnmah$ed, indicate
the discrepancyles nobd
during the e\Eluation ot
aacotds.

4 Rebese of
Resulb oI

Verification

> lf matched. release the
ASR to the Regbnal

Offtce with proper
indorsernent

Divbion
Reco.ds Officer

*in his/her
absence, th€
AO V for the

AdminBtletave
Section

Filteen
(1s)

minuies

Valilated
ASR with

lndorsement

cAV Fo]m "t3"
(Divirion Offce

transnittral to lhe
Regional Otlice)

> lf unmalched, issue the
Cart'fi cat'ron slEting lhe
nobd discrepancy/ies.

Division
Records Oflicer

'in hir,/har
absenca, the
AO V br the
Adminislralive
Seclion

Fifregn
(15)
minutes

Certification
CAV Form €"
(CertificEtion of
Oiscrepancy / ios)

il /1s



Prcc€r Teska R.sponsiblo
ljnit, PeBon

Time
Fl?me OuSut FoIm

> The OivBbn Records
Oficor 6hall immedbtoly
intorm the Regional Oftce
about the CAV rEqu€ts
duly approved in the
Division thru any of the
iollowing mean8:
1. E-maal
2. Texi irossage
3. Fax
Note:

Divisiong and Regional
Oftces shall provide
updeH list oI duly
authodaed 6mail
addresS and contact
numbeB

Oivisron
Records OIficer'

'in higher
absence, the
AO V for the
Adminbtrellve
S€ction

CAV Form '6"
List of Approved

CAV Requsst

5. Recording
and
Maintenance
ofthe Results
of Vedfc€Uon

Record thE releas€ and
maintain fil€s oI Results
ot ve.ifrcatbfi duly
acknowledged by tle
applicant.

Division
Records Officer

'in his/her
ab6enc6, the
AO V for the
Adminbhalive
S€c{ion

Five (5)
minuGs

List of ASR
is$ed and
tha receiving
copy ol
lndoaEemenl

/t 
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C. AT THE REGIOI{AL OFFICE

Proc€8s Ta3kt Rsaponalble
Unit, PeBon

Timo
Fram€ Oubut Form

1. Receive of
CAV
Application
Fonn (CAF)

Receive CAF
Regional

Records Offcer
(RRO)

upon
presentati

CAF

CAF
CAV Form '16'
CAV Applicatjon

Fom

2- Revien ot
CAF

> Revierv the
compl€loness of
infofihalion in he CAF

Region.l
Records Offcer

(RRO)

20
minules

CAF ror
plOCeSSing

> Open th6 sealed
eovelopa conteining
r€quiaaments requircd in
the CAF
> Validab CAF ag€inst
the mesgage rec€aved
from the School Head
@nc€tned
> Check veracity of the
3unatu.e oI Ole Schod
H€ad
> Proce€d to No. 3

Ivorr- Schoo, Heads slrarl
subnit Wady theit
spacrrna, sirraturp cards
to thet @spealive
Oivisb, Orf,oes

3. Validation
o{ Records

> ln cases of Oiploma
and Ceftficate of
Graduation, dleck th6
Special Order No.
indicated ther€in against
th6 ecords on file in the
R€qional Office

Regional
R€cords Officer

(RRO)

Ten (10)
minutes

R6quested
rccod

>> lf matched, proceed to
No. 4

>> lf unmgtch€d, inlorm
the Applicant accordingly
sith prop€r advice as to
othea @uraos of actaons
h6/she may take
> lf avaihble, pEceed io

4. Appmval of
CAF

> Prepare lh€ CAV RRO Thidy (3o)
minubs CAV

CAV Fonn "t6"

> Check the
complet9ness 8nd
acdrra6, of the CAV

Applicant /
RRO

Five (5)
minute8

rllfl
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Proce3a Task3 Ro!pomible
Unit/ Pe]lon

Time
Frama OuQut Form

> lf tte Applicant fiMs
so,ne informatftrn lacking
and/or inaccurate. the
RRO shall make the
n€ce65ary
update,/conection

RRO
Ten (10)
minuEs

> lf in ord€r and th€
Appli€nt ls
hims6f/hersef the suti6ct
of CAV, ti€ RRO shall
capture hidher photo; lf in
order but the Applicant is
represented by gn

auflo,ized EpreSentalive,
attaah lh€ pic{re or
photo in the CAV snd the
RRO shall scan lhe
phoro;

RRO Ten (10)
minutes

> Affix inilial in the CAV
Form RRO

> lssue Claim Stub frcr
DFA Authentication

Note: The date d release
at tho DFA that must be
ind*ntod in the Clairn
Stub *toud be euht (8)
wo*ing days non rc@N
of the applilation in the
rcqbhal oftc€.

RRO
Fi\€ (5)
minut6s

DfA Clalm Stsb

> FoMards CAV to the
Appoving Otrrcar as
defned undd Seclion lll
of thig PPG an the order of
their gutho.ity

RRO
Tu/o (2)
minubs

> Sign be CAV RO/ARD/CAO
Wlhin
T,ao (2)
hours

Approved
cAv

5. ReleEse of
Cedfcation

> Prepare Masler Li5t ol
duly approved CAVS.

Nolel
Orktihal copy - DFA;
Duplicate cqy -Regkjnal

Ofrca

RRO
Wflin
Twe (2)
hours

t,3ster List

CAV Form "17"
Certifcatbn of
English as
Medium of
lnsfudion
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Proc€38 TaskB Rosponiible
unit, PeEon

Tim6
Framo OuFut Form

5. Release oI
C€rlificalion

> Rec€ive the original
copy of Masbr List and
CAV3 for Fansmithl to
DFA.
> Check complet9ness ol
th€ documenta agBinst
tte Mester List

>> lf complete, seal the
envglop€
>> lf incompl€te,
r€coicile with the RRO

DFA otficial
@uder

Daily
Mastar Lists
of approved

CAVs
Docum€nts for oFA

Authenticatlon

> Efailto oFA
(nfoblco@oce.dfa. gov. p
hor
auhenticalioMra@gmail.
com) the Masier List of
duly approved CAVS.

>Filing aM Stor:age of e-
Oocumenb/Photocopy of
App.oved CAV

>Update r€gisler CAV
requeslS

RRO
Wthin the

day
Mastar List

of CAVS

6. Recording
and
Maintenanc€
of Certification

Record the relea6e and
maintains fil€s ot CAV
duly acknowl€dged by the
olficial courier.

R6coads
Cusiodian

Fir€ (5)
lninubs

CAV lile
copbs /
Master List

d
J"
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PROCEDURES ON THE PROCESSING OF CAV
REsLLTs OF RAI G ON ALTER ATTVE LEAR'{ING SYSTEMS (ALS) A'E TEST
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PROCEDURES ON THE PROCESSING OF CAV
FIESULYS OF RANNO O'{ ATER'IATIVE LEARNI{G SYSTEMS (ALS) A&E TEST
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PROCEDURES ON THE PROCESSING OF CAV. DIVISION LEVEL
(scHools THAT CEASED OPERATTON)
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PROCEOURES ON THE PROCESSING OF CAV. REGIONAL LEVEL
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PROCEDURES ON THE PROCESSING OF CAV. REGIONAL LEVEL
PR@ESS fLOU RESPOIGIBIJVOUTPUI PROC€SSING
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o ELEVATION A]{D RESOLUTIOI{ OF ISSUES, CONCERI{S A}ID PROBLE S
Any issues, concerns, or problems arisirE from lhe interpretatbn and / or implernentataon

of any provisions in this PPG, and thos€ that arc not propedy coverad harein, shall be
appropiately elevated to lhe Direclor of the Administralive Service, DepEd Central Office for
proper disposition.

For thb purpose, the elevation mechanisrn herein provided shall follow the proper level of
authority and cartilication laid do n in this PPG.

VI. fO ITORING AI{O EVALUATION

Stricl complianc6 of this polic, by all units and personnel concemed shall be
regularly monitored by the DepEd Central Oflice, thru its Proiec,t Manager - Records
Division, Adminisfative S€rvice. Proper coordination with the Department of Foreign
Affairs shall also be unde.taken by the said Office for the datemination of lhe level of
observance of lhe established protocols set iorth h€rein, specifically in the areas ot
proc€ssing time efec{venass and for any incidence of frardulent certilications.

Proper evaluation of the efiecliveness and efficiency of this PPG in
addressing all matters covered h€rein shall also be underlaken in order to further
improve its service mechanisms as appropriately provid€d.

It is herein provided lhat appropriate trainings and s€minara for all csr rying
offcers id€ntified in this PPG shall be conducted within two (2) months ftom the
efiectivity hereof. The Records Division - Adminbtrative Service, DepEd Central
Ofice shall exlend the necessary proper guidance and support accordingly.

VII. REFERENCES

Ropublic Act No, 10533, s. 2013 - "An Act Enhancing the Philippirc Basic
Educatbn syslen by Strengthening lts Cuniculum and lncrcasing tho Numbers of
Years lor Basic Education, Ap@priating Furd,s Thercfo,e and tor Other Puposas"

Executve Order No. 292. s. 1987 - '/nstituting the Adminisfiative Cod€ of 1987"

Erecudve Order l{o. 252. s. 2000 - "Establishing the lnter-Agency Committee on
mi ppine Schools Ovelsaas, Oerinring its Composrtion, St ucture, and Functions'

Exocutys Oder No. 582. s. 20OO - 'Streamlining the Procass of Authenticating
Documants lntended tor Usa Abrcad and T,/a,nsfefiing the Authentication Office from
the Office of the Prcsident to lha Deparfinent of Foreon Affai$'

vienna Convention of 1963 on conaul.r telation

/
J-

DepEd Ordar No. 61, s. 1975 - "rssuarc€ of S@cial Oider lor Gnduation"
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DopEd Order l{o. 16, 3. 2003 - 'lssuanca of T.alnsferoes ltom philippine Schools
Overseas"

DopEd O.der No. 63, s. 2004 - 'Revocatan Feos for Certification, Authentication
aN Vetification (CAV)'

DepEd Order No. 88, s. 2010 -'m10 Reised Manuat of Regulalons for Ptivate
Schools in Basic Education"

DepEd Order No.54, s. 2016 - 'Guidelines on the Request and Tnnsfer of
Laame,'s Schoo, Records'

D.pEd Order No. 55, 3. 2016 - 'Policy Guidelines on lhe Nelional Assessnent ot
Studenl Leaming {or the K to 12 Basic Education Pogram"

Ir.pEd Order No. 72, s. 20'16 - 'tupattment of Educaion Peqle's Fraedom of
lnfotmation Manual and lmpbmenting Datails'

OopEd Memonndum No. 53, !. 2007 - "Crcation of a task lorce on Cattiftcation/
Authenticatio,y' Vetifrcation (CAV) of Elementary and Se(,ndary Educatkm Diploma
anct Otrltr,ial Tnnsqipt of Reco|drs"

DspEd emorandum o.315, s. 2007 - Prientation on the use of the Records
Management Operations Manual and Standad P,oc€dwes on the Prcc.ssing ol
Cet fication, Authentication and Vorification (CAV) Of Sclpol Reco/ds'

DopEd Uomor.ndum No. 338, 3. 2007 - Addenda to DepEct Memonncrum No.
315, S. 2007 (Orbntation on the ue of the Records O!€/.Plions Manual and
Slandard Prccedures on the Pro@ssing of Codification, Authentbation, aN
Vefiicafan (CAV) of School Records)"

DepEd Memorandum No.381, s. 2007 - "Guidelines on tha lssuance of
Cettifrcation, Aulhenlication and Veiftcation, (CAV) of Elen entary and Secondary
Eclucation Dipbma, Oftcial Traoscript ot Recotds, and other School Records"

DepEd emor.ndum No. 62, s. 2016 - "Change in DepEd Memonndum No. 381,
s.2007 (Gui&lines on the lssuance of Ce ifrcation, Authenttcation and Verifrcation
(CAv) of Elenentary and Secodary Education Diploma, Ofrcial Tmnscipt of
Rec,,rds, and Other Schoo, Reco/ds)"

DopEd Memor.ndum No,'188, s. 2016 - 'Modified Fomat of the Claim Stub fol
Oepa,hant of Forcign Afrairs Authentication'

DepEdRecon!3 ensgomentOper.tons .nual

DepEd Virion end Mb3ion

DopEd lo+oint Agonda by S€delary Leonor Magtolis - Briones

d,
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v . EFFECTTVTTY

This PPG shalltake efiect immediately

/
'P
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rx. FoRrs

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

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

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

Anner C - CAV Form 3 - lndorsement for Corec{ion of Enlries in the
Academic School Records (ASR)

Anngx D - CAV Fom 4 - Certitication oi Enrolment / Completion /Graduation

Annex E - CAV Fom 5 -S{fiool Transmital to the Regional Offce

Annex F - CAV Form 6 - List of Approved CAV Request

Annor G - CAV Form 7 - Certification of Non-availability of Academic School
Records in the Division Ofnce

Annex H - CAV Form I - Return lndorsement ofthe Schools Division Office
to the School

Annox I - CAV Form I - Cedification of Discrepancy / ies

Annex J - CAV Form 10 - Requ€st Fom (RF) for ALS A&E and PEPT
Ratings

Annox K - CAV Form 1 l - Certitication of Non-availability of the Ratng (A&E
and PEPT)

Annex L - CAV Form 12 - Certificalion of Rating (A&E / PEPT)

Annex ll - CAV Fom '13 - Division Office Transmittal to the Regional Office

Anner l{ - CAV Form 14 - List ot Appmved CAV Request

Annox O - CAV Form 15 - CAvApplication 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 lnstruction

All units and personnel concemed shall be povided with soft copy of the
Forms herein pr€scribed for uniform us€
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cAvFoR r - REOUEST FORX - SCHOOL (RF)

ANNEX A

Control No
Date of Application: _
Date of R6lease:

RepuHic of the Philippines
Depadm€nt of Education
Region_
Oivision

School Name
School lD:

REQUEST F(XM FOR ACADEMIC SCHOOT RECONDS

DATE & PI.ACE OF BIRTH

MME OF LEARNER

CONTACT NO

SCHOOL YEAR LAST ATTENDED / GRAOUATED

PRESENT ADDRESS :

PURPOSE: (Pleas€ ch€ck any otthe followingl:

EMPLOYMENT ABROAD

SEAMAN'S BOOISSRC

MIGRATION ABROAD

FIANCE VISA STUOENT VISA

TOURIST MSA SCENDAN'I-S VISA

REIMBURSEMEM OF EDUCATIONAL
ALLOWANCE,/ TUITION FEES OF
CHILDREN OF OFWS

SUCH OTHER PURPOSE AS MAYBE REQUIRED BY THE DFA

Signalure Over Printed Name
lApplicant / Representative)

,'t
U-
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ANNEX B

CAV FORII 2 . SCHOOL REFERRAL TO DIVISION OFFICE

Republic of the Philippines
Departmenl of Education
Region_
Division

khool Name

l3t lndorsemont
Date

ReEpectfully torwardod to the Schools Dvi8ion Superintender*, Divis-lon of

roqu$ling br assistancs in securing a ceatified true coPy of

Scbool Fo,m 18 (no Sdtcf,l Fom 5) for reconstruciion of Fo.m 137 in relation to the her€in

attached request of Name of Learnor, who claims to be a graduate of / student in

NgUg!L99b991during the School Y€ar 

-. 

The said record, despite diligent search, is

not available in this Office.

For th€ preferenlial appropriate 8c{ion of ths Schools Divi8ion Superinterdent.

Signature Over Printed Name
(School Head/Principal)

Atta.h€d: ai rlatcd.

I
h-
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ANiIEX C

CAV FORI 3 . II{DORSEIENT FOR CORRECTIOT{ OF EI{TRIES IN THE ACADE IC
SCH@L RECORDS

Republic of the Philippinss
Oepaimer{ of Education
Region_
Division
School Name_

I !t lndoElmont
Date

Respecttully ronvarded to ttle Regional DrBdor, OepEd Regional Ollice 

-,
(address) . (Atention:Attomey lV, Legal Unit) requesting tor

a8sistance in the Con6clion of Er ,ie6 in the Academic School Records of Name of
!94@!, a graduate of / studenl in Narn€ ol School during lhe School Year 

-.For ready rererence and p€rusal, attached are th6 rollowing doqJments / records:

1. C6rlificate of Live Birth (issued by Philippine Statistlcs Authorily);
2. Affidavit of Discrcpancy:
3. Aftdavit of two (2) Disinterested Persons;
4. Form-137; and
5. Diploma

For the preferertial apprqp.iats aciion of the Regional Director

Signature Ovsr Printed Name
(School Head/Principal)

Atteched: atat6d.
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AN'{EX D

CAV FOR 
' 

- CERTIFICATIOiI OF EiIROLIEITT 
' 

COTPLETION 
' 
GRADUATION

Republic ot th6 Ph iEines
Oegartment of Education
Region
Divirion
Scl|ool Nams

CERIFICAIIO'{ OF ENROL ENT'CO PLETION 
' 

GRADUATIOI{

TO VfiOtl tT AY CONCERiI:

This is to cortiry that, bas€d on availabls records in this school, lhe following
information pertaining to Name ot Leamer wilh Lsarn€r Rererence Number _ appear:

( ) enrollsd in Grade _ durirE tlle School Year _
( ) compleled Grade _ dunng the School Ysar _
( ) satisfadorily graduated from Elemenlary,/ Secondary Coursc for the School Year

_ a8 pr$cribed by the D€partm€nt of Education'.

This cedification is issu€d on upon the roquesl of Name of Learner in

connec{ion with his / her application ior Cert'fication, AuthEntication and Vermcatun.

Signature Over Pinted Name
(Scfi ool Head/Pnncipal)

'ff grrduatcct ftom socon@ry courto lnap.luatg school, lndlcat Spocir, Mq Numbor
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ANtit€x E

CAV FORI' 5 - SCHOOL TRANSIITTAL TO THE REGIONAL OFFICE

Republic of the Philippines
Departrnent of Education
Region_
Oivision
School Name

ld Indotlement
Date

Respecltully foMarded to the Rggional Director, OepEd Regional Otrrce _,
, the herein request of Name of Leamer for(

Certifcation, Authentication and Verification (CAV) of his / her Academic School
Records-

For ready rebrence and perusal, attached are the following
documents/€@rds marked ($ belou, properly enclosed in sealod envelope:

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

For the preiorenlial appropriate adion of the Regional Direclor

Attachsd: .3 stet d.

Sionature Over Printed Name
(School Head/Principal)
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AN EXF

CAV FOR 6. LIST OF APPROVED CAV REQUEST

Republic of the Philippines
Deparlrnont of Education

Division
School Name

CONTROL
NO.

NAME
DATE OF

APPLICATION
DATE OF

TRANSMIITAL

xr[ nolhlng follo*s xxxx

Prepared by

Sionature Over Printed Name
(School Records Custodian/R6gistrar)

Submined by:

Sionaturc Over Printed Name
(school Head/Principal)

,1L
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ANI{EX G

CAV FOR T - CERTIF|CANO OF NON.AVAILABILITY OF ACADE IC
SCHOOL RECORDS II{ THE DIVISION OFFICE

Republic of the Philippines
Department of Education
Region
Division

CERTIFICATIOI{

TOWHOX IT AY CONCERN

This is to certify that after due verification, there is no available records on file
in this Office of the requested Academic Scfiool Records (ASR) of Name of Leamer,

lssued this _ day of _, 20_ for whatever legal purpose it may
serve

Sionature Over Prir ed Name
(Division Certifying Ofiicer)
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ANNEX H

CAV FORU 8. RETURN INOORSE E T OF SCHOOLS DIVISION OFFICE
TO THE SCHOOL

Republic of the Philippines
Dopartment of Education
Region_
Oivbion

2nd lndoEement
Date

Respectfully retumed to Narn€ of School Pincioal, Narne of School, address

glsgb@l, the attached School Fotm 18 (now School Fom O in connection with th€

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

student in that school.

For the preferential appropriate aclion ot the School Principal.

Sionature Over Printed Name
(Division Cer$rying Ofiicer)

Attached: .s stabd.

nt& 44



ANNEX I

CAV FORM 9 - CERTIFICATION OF DISCREPANCY 
' 

IES

Ropublic of the Philippines
Deparfnent of Education
Region
Division

CERTIFICATION

TO YUHO IT AY COXCERI{

This is to certify that, based on the duly venfied School Fom 18 (now School

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

has / have been noted in the Academic Scfiool Records (ASR) of Name of Leamer,

that scfiool:

( ) Name
( ) Date of Bifih:
( ) Place of Birth
( ) School Year ofAtlendance

lssued lhb _ day of _, 20_ for whatever legal purpose it may
3erve.

Sionature Over Printed Name
(Division Certifying Ofiicer)

Attached: as statod,
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A]{NEX J

CAV FORU 10 - REQUEST FOR (RF) FOR AUI A&E AND PEPT RAN GS

Republic of lhe Philippines
Department of Education
Region_
Division

Conlrol No.
Date of Application
Date of Release:

REQUEST FOR FOR RESULTS OF RATING O :

( ) Altamative Lsaming sll3t m3 Accr€ditadon & Equivelency Te3t

( ) Philippine Educati,on.l PLcsment Telt

i.IAME OF LEARNER:

DATE OF BIRTH:

PLACE OF BIRTH

PRESENT ADDRESS:

CONTACT NO.:

DATE OF EXAMIT.IATION:

PLACE OF EXAMINATION

PURPOSE: (Pbas€ check any of the following):

EMPLOYMENTABROAD FIANCE VISA STUDENT VISA

SEAMAN'S BOOI(SRC TOURISTVISA DESCENDANT'S VISA

MIGRATION ABROAD REIMBURSEMENT OF EDUCATIONAL
ALLOWANCE/ TUITION FEES OF
CHILDREN OF OFWS

SUCH OTHER PURPOSEAS MAYBE REOUIRED BY THE DFA

Sionature Over Print€d Name

rl
iL

(Applicant / Rep
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A NEX K

CAV FOR I' - CERNFEATION OF NOI{.AVAILABILITY OF RANNG
(A&E / PEPT)

Republic of the Philippines
Oeparlment of Education
Region
Division

CERTIFICATION

TO WHOM IT MAY CONCERN

This is to cer$y that after due veritication, there i8 no available r€cords on file

in this Ofhce of the requested Results of Rating on ( ) Altemative Leaming S)rstems

Acffeditation and Equivalency Test ( ) Philippine Educational Phcement Test of

Name of Learner-

lssued this _ day of _, 20_ for whatever legal pueose it may
serve

Sionafure Over Printed Name
(Division Records Ofncer)

/
-L
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ANNEX L

cAv FoRu 12 - CERTTFTCAT|o OF RAn G (A&E / PEPT)

Republic of the Philippines
Department of Education
Region
Division

CERTIFICATION

TO WHO IT MAY CONCER}'I:

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

(.i) belo,v p€rtaining to Name of Leamer appear in the records oI this Ofiice

( ) he / she passed the Altemative Leaming Systoms Accreditation and
Equivalency (ALS A & E) Test for Elementsry / S€condary Level administered
on and he / she has the competencies comparable to that of a
Elementary / S€condary graduate in the formal school syst€m and as such, is
elbibb to enler secondary / tediary education.

( ) hs / she took the lGa! Philippino Educational Placement Test (PEPT)
given at with Examinee Number which indicate
that he / she has me{ the basic academic requirements of Year Level in the
Elementary / Secondary Level: and he / she, th€reiore, is eligible for
admiss'ron to Yeer Lewl subiecl to the satisfaction of other school admission
requir€menta.

lssued this _ day of _, 20_ for whatever legal puryose it may
sarye

Sionature Over Printed Name
(Schods Division Superinlendent)

/
'^l-
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A NEX f,

CAV FORI 13 . DMISION OFFICE TRANSIIITTAL TO THE REGIONAL OFFICE

Republic of the Philippines
Dapartnent of Educ€tion
Region_
Division

ld lndoBement
Date

Respecttully foMarded to the Regional Director, DepEd Regional Offce _,
(address) , lhe h€rein request of Nams of Leamer for

For the preferential appropriate action of the Regional Oirec{or

Sionature Over Printed Name
(Schools Division Superintendent)

Cartification, Authentication and Veritication (CAV) of Academic School Records.

For ready reierence and perusal, attached are the following
documents,/records ma*ed (.J) below properly enclosed in sealed envelope:

( ) C6rtification of Results of Rating
0 ALS A&E
0 PEPT

( ) Diploma

( ) Form 137

( ) Others:

/

Attched: es 3taH.
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aatitEx N

CAV FOR I/t - LIST OF APPROVED CAV REQUEST

Republic of the Philippines
Departrnent of Education
Region_
Division
School Name_

CONTROL
NO.

NAME DATE OF
APPLICATION

DATE OF
TRANSMITTAL

xxx nolhlng iollow! [r

Submitted by

Sionature Over Printed Name
(Schools Divi8ion Superintendent)

/l-
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Al{itEx o

CAVFORI 15. CAV APPLICATION FOR

Republic of the Philipfines
Department of Education

Region_

CAV APPLICATIOI{ FORU

Control No
Date otApplication:

NAME OF LEARNER
DATE OF BIRTH:
PTACE OF BIRTHI
PRESENT ADDRESS:
CONTACT NO.:
NAME OF SCHOOL
ADDRESS OF SCHOOL:

PURPOSE: (Pba86 check any of the following)

EMPLOYMENT ABROAD FIANCE VISA

SEAMAN'S BOOK / SRC TOURIST VISA

MIGRATION ABROAD

STUDENT VISA

DESCENDANT'S VISA

Siqnature Over Printed Name
(Applicant / ReEesentativo)

REIMBURSEMENT OF EDUCANONAL
ALLOWANCA TU|TION FEES OF
CHILDREN OF oFws

SUCH OTHER PURPOSE AS MAYBE REQUIRED BY THE DFA

(TO BE FILLET}.I,P BY THE REGIOI{AL OFFICE}

GraduabsRsgultlmonta publlc prlveto
Under!raduab!
Public Pfvato

'1. Student Permanent Record (Form 137)
2. Diploma
3. CErtmcab ot Completion / Graduation
4. SpecialOder
5. C€rtificato of Acqeditation (for PAASCU

Accr€dit6d Schools)
6. Transmittal
7- ALSA&E/PEPT

a. Cartificaton trom BEA
b. Rating
c. Cartification from DMsion Ofice

8. Passport Size Pic{ure (2 p6.)'
9. Docum€ntary Stamp

A
u-

' lf tho rpplicant it not the leamer himselt, heBell
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ANNEX P

CAV FOR 16. CAV FORf,

CERTIFICATION, AUTHENTICATION AND VERIFIGATIOI{

DATE
CAV No.: _
Series of 20

TO WHOM IT MAY CONCERN:

This is to certify that, based on duly vsrified available records on file, the
following information p€rtaining to Name of Leamer appeat to wit:

( ) he / she completed the academic requir€ments of the D€partrnent ot
Educalion for graduation from the cours€ in the School

Republic of the Philippines
Depsrtment of Education

Region_

ATTACH PASSPORT

SIzE ID PTTURE

Year _ in Name of School. as evidencad by herein attached marked
({ belo ,:

Student Permanent Record (Form 137)
Diploma
Cerlirication ot Special Order

( ) he / she mmpbted the academic requirements of the Deparfnent of
Education for Grade _ / Year Level _ of the Elementary / Secrndary
cours€ in the School Year in Name of School.
as evid€nced by heroin atlached Student Pemanent Record (Form 137).

( ) he / stle passed the Atemative Leaming Systems Accredilation and
Equivalency (ALS A & E) Test for Elernentary / Secondary Level
administered on and he / she has the mmpetencies
comparable to that of a Elem€ntary / Secondary graduate in the formal
school system and a8 such, is eligible to enter secondary / tertiary education
as evidenced by herein attached Certification of Rating and Oiploma.

( ) he / she took the l&g! Philippine Educational Placement Test (PEPT)
given at with Examinee Number which indicate
that he / she has met the basic academic requirementB ot Year Level in the
Elementary / Secondary Le\rel: and he / she, therefore, is eligible for
admission to Year Level subject lo the satisfaction of olher school admission
requirements as evidencad by herein attached Certificele of Rating.

This Offce further certifies the veracity and authenticity of lhe attached
records herelvith; and issued in connection with the application of Name of Apolicant
for _ purposes.

Shnature Over Printed Name
(Regional Director)

o
o
o

,J-

Xot vrlu w io.{ olici.l ra.l,
*rlth el'cul. or altarrllol
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