NATIONAL ADMINISTRATIVE REGISTER - JANUARY 3, 2005

GUIDELINESON THE IMPLEMENTATION AND OPERATION OF SKIP
TRACING AND ADDRESS CHECK SERVICE

PHILPOST ADMINISTRATIVE ORDER NO. 05-01, January 03, 2005

Read online (full-text search, related cases, audio case brief): https://batas.org/library/5fe217ef32e2/

1. Purpose

1.1 To particularly address the growing incidence of Return To Sender (RTS) mails of our clients, particularly
bulk Mailers.

1.2 To effect an improvement in the efficiency of our mailing service not to mention the creation of additional
revenue-source for the Corporation.

2. Definition of Terms

2.1 Skip Tracing — In this kind of mail service, Philpost shall locate, verify, and confirm address or addresses
endorsed or requested by clients for a fee. This shall also include the provision of information on the aternate
address or addresses as may be requested by the client.

2.2 Address Check Service — In this kind of mail service, Philpost shall identify and correct wrong or insufficient
address or addresses found to be deliverable or rectifiable by Letter Carriers as may be requested by the client.

3. Policy Guidelines on the Implementation of Skip Tracing/Address Check Service
3.1 Service Fees
3.1.1 Php 5.00/address service fee for correction of address only

3.1.2 Single Address Verification

Within Metro Manila Php 15.00
Outside Metro Manila Php 30.00

3.1.3 Dua Address Verification

Within Metro Manila Php 30.00
Outside Metro Manila Php 60.00

3.2 Pilot Offices
For itsinitia implementation, the service shall be piloted in National Capital Region (NCR) post offices.
3.3 Operational Guidelines

3.3.1 Acceptance and Distribution
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3.3.1.1 Clients availing the service shall submit the names and addresses of accounts or addressees using the
prescribed Skip Tracing Slip (Annex A[*]) with transmittal to the Office of the Regional Director.

3.3.1.2 The Regiona Office shall forward the submitted slip/s and transmittal to the concerned post office,
attention the Postmaster through the existing Manila CPO/BM SO Mail Network.

3.3.2 Post Office Verification

3.3.2.1 Upon receipt of the Skip Tracing Slip and transmittal, the Postmaster shall assign, either the Letter Carrier
(LC), LC Supervisor or Mail Operations Supervisor to conduct the verification. The checking of address can be
assigned to the letter carrier assigned in the area.

3.3.2.2 The assigned verifier shall request the addressee or the third party informant to counter sign on the Skip
Tracing Slip. The relationship and contact numbers of the third party informant to the addressee shall likewise be
indicated on the dlip.

3.3.2.3 If in case verification fails on the first address provided, the verifier shal get from the third party
informant the alternate and/or new address of the addressee.

3.3.2.4 If the verified aternate address is within the same locality or city, the Postmaster shall immediately direct
a verification of the second address. In the event that the second address is served by a different post office, the
Skip Tracing Slip shall be returned the following day to the Office of the Regional Director to be forwarded to the
concerned post office for verification.

3.3.2.5 All accomplished skip tracing and address check service dlips shall be returned to the Postmaster within
two (2) days from receipt.

3.3.2.6 The Postmaster shall return the same to the office of the Regional Director within four (4) days from
receipt through the assigned Liaison Officer of the office or through the BMSO Mail Network.

3.3.2.7 Feedback to clients to be observed are as follows:

Metro Manila - within five (5) days
Outside Metro Manila - within ten (10) days

All rules and regulations and other administrative issuance governing the same which are inconsistent herewith
are deemed revoked or modified accordingly.

Adopted: 03 Jan. 2005

(SGD.) DARIO C. RAMA
Postmaster General & CEO

[*] Text Available at Office of the National Administrative Register, U.P. Law Complex, Diliman, Quezon City.
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Study smarter at BATAS.org

The Philippine bar review and law-school companion built around how your brain actually remembers.

The complete Philippinelaw library - freefor 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 fromit.

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 al eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

Thefull 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 examsthat tell you whereyou 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 keepsyou 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.

© 2026 batas.org - Philippine Bar Review & Law-School Companion Page 3 of 3
Study hands-free: podcast-style lessons with read-along highlighting - batas.org



