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Pursuant to the thrust of the Administration to streamline the processes in the documentation of workers, the
e-Payment system shall be implemented in accordance with the following guidelines:

I. Coverage

All licensed Iandbased agencies that are currently enrolled in the electronic Contract Submission System (e-Sub
for brevity) shall enroll in the e-Payment System.

The e-Payment System is a component of the e-Sub which enables licensed recruitment agencies to submit online
24/7 their requests for processing (RFP) of contracts of their hired workers for their registered/accredited
principals/ employers. Once the RFP is approved (online), the agency shall pay the POEA processing fee and
OWWA membership fee online through the e-payment channel and print the corresponding Overseas
Employment Certificate (OEC) of the workers in the agency’s office.

II. Procedures for availing of the e-Payment system

- The agency shall open an account with the Landbank of the Philippines (LANDBANK), the payment service
gateway authorized by POEA to link with e-Sub and receive payments for POEA processing fee and OWWA
membership fee from agencies enrolled in the e-Payment System.

1.1

Requirements for enrollment in the LANDBANK e-Payment System (ePS):

1.1.1

An eligible LANDBANK Peso Deposit Account where payment shall be credited; and

1.1.2

Letter of Introduction. (Forms are available at the POEA ICT Branch.)

- Once enrolled with the LANDBANK ePS, the agency shall present a copy of the LPB-certified Letter of
Introduction to the POEA-ICT Branch, who will issue lndorsement Letter to the Apollo Technology Inc., the
official e-Sub system provider.

- The agency shall present the POEA lndorsement Letter to Apollo who will provide the agency access to the
e-Payment System upon signing of Apollo Service Agreement on e-the Payment System.

III. Documentation of Workers under the e-Payment system

Agencies shall process employment contracts and pay the fees online without presenting the contracts to the
POEA Landbased Center (LBC) except contracts for Household Service Workers (HSWs), drivers bound for the
Middle East, Overseas Performing Artists and low/semi-skilled Female Workers (LSFWs) listed in POEA
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Memorandum Circular No. 5, series of 2009. Agencies processing above-cited skills/categories will still be
required to present to the POEA-LBC for evaluation, duly accomplished Request for Processing (RFP) forms
indicating the employment details and insurance coverage of the workers together with the following
documentary requirements:

A. Household Service Worker

- Original copy of Employment Contract verified by the Philippine Overseas Labor Office (POLO) or the nearest
Philippine Embassy in case there is no POLO at the worksite;

- Copy of passport, valid at least 6 months from the date of intended deployment, indicating the age of worker
which is not less than 23 years old;

- Copy of valid work visa;
QOriginal copy of Comprehensive Pre-Departure Education Program (CPDEP) Certificate;

- Original Copy of Pre-departure Orientation Seminar (PDOS) Certificate (Supplemental PDOS for KSA bound
HSW); and

- Original copy of TESDA National Certification II (NC II) certificate for HSW

B. Driver bound for the Middle East

- Original copy of verified individual employment contract with notarized addendum pursuant to POEA
Memorandum Circular No. 4 series of 1996 re: insurance coverage for drivers and vehicles executed by the
agency and/or foreign principal;

- Copy of valid work visa; and

- Comprehensive insurance coverage for the vehicle and driver with 3 rd party liability

C. Overseas Performing Artist (OPA)

- Original copy of verified individual employment contract of the OPA bound for Japan, Korea and Taiwan;

- Original copy of passport, valid at least 6 months from the date of intended deployment, indicating the age of the
OPA which shall not be less than 21 years old;

- Copy of valid work visa / Certificate of Eligibility

D. Low/Semi-Skilled Female worker (LSFW)

- Original copy of valid work visa;

- Original copy of verified individual employment contract, if the principal is a foreign placement agency

The submitted documents are evaluated and if found to be in order, the RFP is approved online which will enable
the agencies to proceed with the online payment and printing of the DEC by clicking “View Status of
Application”.

IV. Amendment of OEC/Re-processing of contracts under the e-Payment System

The agency shall ensure the accuracy of OFW data and/or employment data which are electronically submitted to
POEA. If error is found after the OEC has been printed, the agency shall submit its request for re-processing to
the Landbased Center, for amendment of OFW records and issuance of new OEC.
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All landbased recruitment agencies have until 30 JUNE 2015 to enroll in the e- Payment System. Thereafter,
processing of contracts of agency-hired workers shall be done only through the e-Payment System.

This Memorandum Circular shall be effective fifteen (15) days from publication in a newspaper of general
circulation and filing with the Office of the National Administrative Register.

(SGD) HANS LEO J. CACDAC
Administrator
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ABOUT BATAS.ORG

Study smarter at BATAS.org
The Philippine bar review and law-school companion built around how your brain actually remembers.

The complete Philippine law library - free for everyone.
More than 100,000 Supreme Court decisions, Republic Acts, and executive issuances - full-text searchable, browsable
by category and year, and always free. No paywall, no login. This PDF came from it.

Audio case-brief lectures.
Any decision becomes a podcast-style lecture - facts, issues, ruling, and doctrine - with read-along highlighting and a
hands-free presentation mode. Study while commuting, working out, or resting your eyes.

Bar review built on the science of memory.
Complete, sequenced courses for all eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

The full law-school curriculum.
One subscription unlocks the entire J.D. curriculum - every subject, every lesson, with your progress tracked down to
the paragraph so you can pick up exactly where you left off, on any device.

Mock exams that tell you where you stand.
Timed multiple-choice exams graded instantly, with per-subject score breakdowns and focus suggestions that point you
at your weakest topics first.

A study planner that keeps you on pace.
Set your schedule and BATAS tells you every day whether you are on track for bar day - and exactly which lesson to
take next.

Start free at https://batas.org
The law library is free forever - and your first lesson is one click away.

The text of this document is an official public record and remains in the public domain. Formatting, presentation, and compilation © 2026
batas.org.

Downloaded free from the batas.org Law Library. Share it freely - the library is free for every law student, bar reviewee, and practitioner.
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