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Republic of the Philippines
OFFICE OF THE PRESIDENT

COMMISSION ON HIGHER EDUCATION

CHED MEMORAN DUM ORDER
NO. _ 14
Serlies of 2007

SUBJECT : AUTHENTICATION OF SCHOOL DOCUMENTS PER EXECUTIVE
ORDER NO. 582 AND EXPANDING THE COVERAGE OF HIGHER
EDUCATION GRADUATES DATABASE AS BASIS FOR
PRELIMINARY AUTHENTICATION OF SCHOOL DOCUMENTS

DATE : 20 FEBRUARY 2007

- In compliance with the Executive Order No. 582-otherwise known as “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”, and the implementation of “one day authentication process”, the
Commission hereby adopts the following measures to ensure the
authenticity/integrity of school diploma/transcript of records and other pertinent
school documents: _

1. The éuthenticity!integrity of school diploma/transcript of records and other
pertinent school documents shall be secured as follows:

a) From HEI to CHED:

a.1) If hand carried by student/graduate, the HEl's registrar shall properly
secure the transmittal of the diploma/transcript of records/other
pertinent school documents by affixing security sticker provided by
CHED on the container/enveiop.

a.2) if hand carried by the HEI's Liaison Officer, the HEI’s registrar shall
properly secure the container/envelop of the same documents by
affixing HEI sticker countersigned by the registrar.

b) From CHED to DFA:

b.1) The CHEDRQ shall issue claim stub/receipt in favor of the applicant but
will not release document to the applicamt. The applicant should be
advised to pick up the document authenticated by DFA after two (2)
working days.

b.2) The CHEDRO shall transmit all applications received through DFA's
official courier for DFA authentication. The schedule of pick up of
applications by DFA official courier from CHEDRO will be daily at 5:00
PM starting 02 Aprit 2007. (Refer to Annex A - New Authentication
Procedure).
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2.

»The issuance of Certification, Authentication and Verification (CAV) of
academic records follows the procedures specified in the CHED Manual of
Procedures and hereto attached as “Annex B".

. The CHED will provide DFA electronic access to the CHED Electronic Verification

and Certification System/Special ‘Order Application and Issuance System
(EVES!SOAIS) to verify CAY records issued through the system,

. ,The CHED will collect and store the list of graduates of all HEls based on the

attached template, Annex C, to expand the coverage of graduates database for
authentication purposes. HEls are enjoined to submit the said list in electronic
format stored in CD-ROM/optical media with cover letter signed by the
registrar one month after graduation date of each term/semester. This
requirement is in accordance with CMO No. 1, series of 2005, CMO No. 32, s, of
2001 and Manual of Regulations for Private Schools, 1992,

The said list shall also be used by the Professional Regulations Commission to
verify the legitimacy of graduates who will take licensure examinations,

The E.O. 582 mandates the DFA Office of Consular Affairs to be the sole agency
responsible for authenticating documents certified as authentic by the issuing
agencies such as CHED, TESDA and DepEd, effective Monday, 02 April 2007.As
such, the DAF Authentication Division will no longer require certificates coming
from the Malacafang Authentication Office, as it will close its operations on
Friday, 30 March 2007. )

Presidents/heads, registrars and concerned school officials are hereby urged to
give wholehearted cooperation. :

This CMO shall take effect immediately.

Pasig City, Philippines, _ March 19, 2007 ) "

Vo CARLITO S. PUNO
Chairman

Copy Furnished:

Presidents/Heads, registrars and concerned school officials of all HEls
CHED Regional Directars

Enclosed: As stated

References:

Nk W

Manual of Regulations for Private Schools, Bth Edition {corrected), 1992
CHED Memorandum Order No. 22, series of 2000 "
CHED Memorandum Order No. 32, series of 2001 N
CHED Manual of Procedures, 2004 v
CHED Memorandum Order No, 1, series of 2005 .

Memorandum from the CHED Chairman dated 28 December 2006

Executive Order No. 582, series of 2006
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“Annex A”

New DFA Authentication Procedures
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AGENCY -
(NSO, CHED, -
DepEd, TESDA,
NBI, Bt, DOH,
PRC, LTO, ATO,
DSWD, 8FAD,
BRI, RTC's

1

OFFICIAL
:COURIER
SERVICE

'

DFA
AUTHENTICATION

' Appiicant/Authorized
Representative/Courler

ArabApATaAAMESIYTESIOIRRR AR LS

Y R L N T T T

-u

magasseaatrnsaR

<ll..t.l.l.ll.!.l.ll..ll

STEP 1 :

Applicant files application with the concerned government agency/office for the issuance of
his/her document/certificate. Applications must indicate that the document will be submitted
to DFA for authentication.

STEP 2 -

Government agency/office shall instruct the applicants to accompllsh the DFA Claim Stub in
duplicate,

STEP 3

Government agency/office transmit all applications received within the day to DFA through
. DFA’s official courier. - to be picked up 5:00 PM dalily from CHEDRO N

STEP 4 | '

Applicant or authorized representative will go to DFA after two (2) working days from filing
with the issuing government agency. Authenticated documents will be released fo. the
appllcant on the same day upon payment of appropriate fee.




AnnexB -

CPRO #5: tssuance of Certification, Authentication and Verification (CAV) of
Academic Re;qrds

1,

LA

An individual applying for CAV submits his/her application to the Office of the
:Registrar of the HEI using the prescribed form {(Attachment 2) together with
the original copy of the documents to be authenticated or verified.

The Registrar certifies to the authenticity of the documents using the
prescribed Form (Attachment 3) and forwards the same to the CHEDRO by
himself or through the designated Liaison Officer.

The Records Officer receives the application forms.

H

The Registrar or Liaison Officer makes payment of the processing feé to the
Cashier.

The Records Officer prepares the certlflcallon and forwards the same to the
Administrative Officer.

The Administrative Officer signs the certification.

The Records Officer seals and releases the CAV to the Registrar of the
School Liaison Officer.

N.B.: In the case of school documents for DFA authentication,’the
CHEDRO must inform the applicant that school documents for:DFA
authentication shalli not be released -to them, and instead, these
documents shall be transmitted directly to DFA for authentication.

The Registrar releases the CAV to the applicant.
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ttachmenti to Annex B
CAV Request Letter

Date
Dr.

~ Regional Director

Regior : -
?HED X x -

birfMadam:

1, {print complete name, including middle initial}, would like 1o request your goed office for the

authentication of my academic records in (prin{ course/program), issued by [print college/university).
In this connection, | am submitting the following records through the Office of the Registrar.

Official Transcript of Records

Diploma

Cartification of Envolment {for undergraduate student only)
Certification of Ciinical Experience (if applicable)

Certified copy of Special Order

S

Thank you,

Respactiully yours,

Student
(Signature over printed name)

Attachment2
1" Indorsement

Name of Institution -

Date %
Raspactiully {orwarded 1o the Regional Director, Commission on Higher Education, the
request of (hame of student, status, etc.) for the authentication of his records, recommending

approval, with the certification that the documents* forwarded herewith are true and authentic
copies of the documents issued and/or kept by this institution.

Regislrar

. {Signature over printed name)
*Note: The following documents are attached:

Official Transcript of Records

. Diploma

Cenification of Enroiment (for undergraduate student only)
Cantification of Clinical Experience (if applicable)

Certifiod copy of Specia! Order
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