OFW SERVICES AND PROCEDURE

FRONTLINE SERVICE:
OFFICE/LOCATION:
CLIENTS/CUSTOMERS:

DOCUMENTARY
REQUIREMENTS:

VERIFICATION/CERTIFICATION OF OFW RECORDS
Central Records Division (CRD), 6" Floor

OFWs, OFW family/relatives; recruitment and manning agencies; private entities and other government agencies

Request by OFW himself:

1. Accomplished Verification Request Form

2. Identification document with picture (Passport. driver’s license, PRC card, NBI clearance, company ID, etc)
Request by members of the family or relatives of the OFW:

1. Accomplished Verification Request Form
2. Proof of relationship (original or authenticated or certified true copy)
a. Spouse - marriage contract
b. Children- birth certificate of the requesting party
c. Siblings - birth certificate of the requesting party and birth certificate of the OFW
d. Parents - birth certificate of the OFW
3. ldentification document with picture (Passport. driver’s license, PRC card, NBI clearance, company ID, etc)
Request by other parties:

1. Accomplished Verification Request Form/formal written request indicating the purpose
2. Other Requirements
a. Persons authorized by the OFW
- Special Power of Attorney
b. Government Agencies
- Proof of authority of representative to receive the record
c. Parties with case filed in court
- Court order to the POEA or

- Letter request from the law office with authorization from the complaining party
3. Identification document with picture (Passport. driver’s license, PRC card, NBI clearance, company ID, etc)



FEES: None
PROCEDURE:

Stepl: Get service number and Verification Request Form from the guard on duty at the CRD, 6" floor.

Step2: Fill out the Verification Request form and attach the requirements. Wait for your number to be called.

Step 3:  Proceed to the Service Window when your number is called. Submit the accomplished form and requirements
for evaluation. If documents are complete and in order, return to your seat and wait while your requested record
is being verified and printed. Otherwise, receive the Verification Status Form and comply with lacking
requirements.

Step 4. Proceed to the Releasing Window when your name is called.
= Certified printout of information sheet or certification of no record shall be released to you.
= |[f the record requested needs manual retrieval of contracts and/or OFW Information Sheets, receive the

Verification Status Form which indicates the date when you will return to get your requested record.
=  Sign on the Releasing logbook to acknowledge receipt of the record.
ROCESS CYCLE TIME: = 25 minutes - Electronic retrieval

= 7 hours - Manual retrieval of BM records
= 2 working days - Manual retrieval of LB and SB records
= 2 days - written or multiple request

PERSON IN CHARGE

Guard on Duty

Records Officer

Releasing Officer



