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SUBJECT - SUBMISSION AND VERIFICATION OF APPLICATIONS OR
CORRECTION OF ENTRIES 1N THE SCHOLASTIC RECC DS
IN THE DIVISION OFFICES

0ct a5 2856
DATE . } )
To faciitate fhe isuance of Orders directing schoot heads o make he
NECRSIY CORSCHOn in the scholoshio moords of an {:.-:;;3?.%1:1 ot for the

asrhanced delivery of rontine serdces, this Office hos oreated the 'Cwu:tf ne
for fhe Submission of Applicaolion for Correction of Enfries in the Scholgdic
Records in the Division Offices”.

The guidslines ore herslo sef | o

with

1. The Centol and Regionol Offices e tatked 10 evoiuale :t]g:b;;)-’él{:r::ﬂ@-,r*ss for

Carection of wmr@s in fhe Scholastic Records of appiicants v

recorck contain discrepancies;

Due 1o distance and fime consteaints, applicants are constraingd to trovel
and spend much only (o process thelr applications for corection of en':
with the Ceniral Office or the Regionol Ofice; :

ha

3. With the

corraeciion with the Division OMices of his '»’e»r;rv‘; s brer

s auidelines, applicants Py LW file thelr respeciive application for

: sehiool fngt sseac

wloshic records souaht fo be corected i Nooated:

¢ s e e et awedit e boes eed
& the ighowing documenisieguirements st e submified with the e

Section of the Division Office for verification:
al Ongingl Birkh Cedificole bom the Mationa! Staofistics Office;
a. Birth Cafficglte bom e Locol Civil Regisiry shalt not be
cansidered.
Assistant Schoolis Division Superintendent ) July 22, 2016

CIC, Office of the Assistant Schools Division Supnrmfnndent
C"“ue'rs CID/SGOD

Fublic Schools District Supervisors
Elementary & Secondary School Heads

FOR INFORMATION AND GUIDANCE OF ALL CONCERNED.

CHERRYLCUD. DE MESA
QIC, Schools Division Superintendent




<j {riginal/Cerlified Copy of Diplomo;

o} i Diploma is tost, Affidavit of Loss must be presented;

b} Diploma shaoll noi be required for students who have not
groduaisd.

d) indosement from the scheot for corection of school enfries or
cetification from the school os 1o the date of graduation:

e} Letter reques! for correction of schoo! enfryfies by the applicant,
parent or guardian or Affidavil of Discreponcy addressed to the
Regiongl Director; .

f) Joint Affidavit of {2} Disinterested Persons: and
g} MNegolive Result rom the NSO

a.} Negative Resull shall only be requited should the
applied coneciion perioins o changes in the whaole
nome of fomily name of the applicant.

bl Negotlive Resulf may alse be reguired by the Regional
QOffice in special cases.

- Apglications with incomplete requiremenis must be relumed 10
ihe applicant with on advice o3 to how lo acquire nisfher
deliclency. - :

5. ' The Legal Seclionflegal Coardinaior of the Division Office, alter receipt
- of the complete requiremenis, must run the Origingl NSO Bith Cerlificate
under o UV Blue Lamp o determing the existence of NSO seafwaler monks;

- Should it be reveaied that the NSO Birth cerlificate contains no NSC
seal/water marks; the Legal Section shall retum the cpplication with an
advice thot the gpplicant must secure g new Birth Cerlificote from the
Nationgl Sialisfic Office.

b. After veriving the authenticity of oll documents required, the legal
Sechion musi il o venhicobon fomm.
- Template of the Verdfication form & berelo altoched oz Enclosure 1.

7. The Legal Sections/Legal Coordinator must subrnit ondine a copy of the
" Verification Form, NSO Birth Certificate ond front Page of the Form 137 in POF
format o legalunit caloborzon@amail. com within the doy the compieie
requirernents were verified;

8. The Order directing the school head to moke the necessory corechions
in the schalastic recaords of the applicant shall be emailed bock affer 2 doys
fram submission of the Verification Form ond depending on the availabiity of
the signing cuthornly, and

9. The Central Office ond the Regiona! Office shall stilf enferiain wali-in

applicanis applying for correction of enfries in thelr scholastic records.

WIDE DISSEMINATION OF THIS MEMC)RENBHM i$ DEMRED




VERIFICATION FORM

MNome of Applicant |
Schoot Issuing scholastic Recmf:xg

Nome of schoot Principai/ Regisiror

Applicant filed for comaction of rhe foll meg enfries in his/her scholastic
records: _

Porficulars : Fromy - To:

Remaorks, if gany:

That { aitest 1o the foc! that applicant has submilted his/her compigie
reguirements for correclions of entries in his/her scholastic records before This
Office. Thal | hove vedfied ofl the records presented ond certities that the
some gre genuine, complete ang comect 1o the best of my knowledge and
befief and | undestand  that any fose nlomalion given or ony hue
information withheld from soid documents may provide @ounds  for
as:im%ﬂigsm five discipinary aclion.

it s recommendead thot f"e application filed be granted by fhe
Regional Office.

Altormey Hi/legol Coordinator

Noted by: '

schanis mvmiaﬁ &ug&rmi&ndanﬁ
- Avthorized Representalive




