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Many changes have taken place in the Judiciary, not to speak of numerous Administrative Circulars and Orders
that have been issued. In light of the continuing demand to enhance the efficiency and effectiveness of our courts
and their personnel, there is now a need to revise the Manual for Clerks of Court, which was adopted by the Court
in 1991.

An Ad Hoc Committee, to be known as the Committee on the Revision of the Manual for Clerks of Court, is
therefore constituted and tasked to revise the present Manual for Clerks of Court. The following are hereby
appointed to compose the Committee.

Chairman : Justice Ameurfina A. Melencio-Herrera (ret.) Chancellor, Philippine Judiciary Academy

Co-Chairman : Justice Alfredo L. Benipayo, Court Administrator

Vice Chairman
: Atty. Luzviminda D. Puno, Clerk of Court

Members : DCA Reynaldo L. Suarez (ret.), PHILJA
ACA Antonio H. Dujua, OCA
Atty. Edna E. Dino, Chief Attorney, SC
Atty. Eden T. Candelaria, Deputy Clerk of Court and Chief Administrative Officer, SC
Judge Manuela F. Lorenzo, RTC, Manila
Judge Thelma Ponferrada, RTC, Quezon City
Judge Gregorio Dayrit, MeTC, Quezon City
Judge Ma. Theresa Arcega, MTC, Bustos, Bulacan
Atty. Tessie.L. Gatmaitan, CoC, Court of Appeals
Atty. Emma Rosario A. Lorbes, CoC, Sandiganbayan
Atty. Felizardo O. Consing, CoC, Court of Tax Appeals
Atty. Jesusa P. Maningas, OCC, Manila
Atty. Mercedes A. Gatmaytan, OCC, Quezon City
Atty. Engracio M. Escasinas, Jr., OCC, Makati
Atty. Raquel C. Lara, OCC, Las Piñas
Atty. Lelu P. Contreras, RTC, Iriga City
Atty. Adelaida Cabe-Baumann, Retired Chief Administrative Officer, SC, and OCJ Consultant
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Secretary : Atty. Myra Bayot-Quiambao, OCA

Asst. Secretary : Ms. Susan S. Caparros, PHILJA

2 Support Staff : By rotation, to be designated by the Chairman of the Committee

The Chairman, Co-Chairman, Vice Chairman and the members of the Committee, as well as the Secretary,
Assistant Secretary, and the Support Staff shall receive expense allowances per meeting at the rates allowable
under Administrative Circular No. 13-99 issued by the Chief Justice on 30 September 1999. It is understood that
the expense allowances shall not exceed those authorized under said Circular.

The members of the Committee who are assigned/stationed in the provinces shall receive, in addition to expense
allowance, transportation expenses whenever they attend meetings called by the Chairman.

The Committee shall submit its report and the Revised Manual for Clerks of Court not later than 31 December
2001, unless an extension of time would be necessary.

This Order shall take effect upon its issuance.

Issued this 8th day of January, 2001 in the City of Manila.

(Sgd.) HILARIO G. DAVIDE, JR.

Chief Justice

(Sgd.)JUSTICE JOSUE N. BELLOSILLO

(Sgd.)JUSTICE JOSE A.R. MELO

Chairman, Second Division

Chairman, Third Division

(per A.M. No. 99-12-08-SC)

BATAS.org - Philippine Law Library SC ADMINISTRATIVE CIRCULAR NO. 4-2001, January 08, 2001

© 2026 batas.org  ·  Philippine Bar Review & Law-School Companion Page 2 of 3

Bar review courses, mock exams and a study planner that keeps you on pace - batas.org



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.

BATAS.org - Philippine Law Library SC ADMINISTRATIVE CIRCULAR NO. 4-2001, January 08, 2001

© 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


