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PRESCRIBING FORMS OF LETTERHEADS FOR USE BY
DEPARTMENTS, BUREAUS, OFFICES, AND SUBDIVISIONS OF THE
PHILIPPINE GOVERNMENT

ADMINISTRATIVE ORDER NO. 3, February 04, 1936

Read online (full-text search, related cases, audio case brief): https://batas.org/library/725a2f0b23c7/

In the interest of uniformity and economy, it is hereby ordered that in the future the following form and style of
printing letterheads shall be used by all departments, bureaus, offices, and subdivisions of the Philippine
Government:

COMMONWEALTH OF THE PHILIPPINES

DEPARTMENT OF ____________________

(Insert name of department)

BUREAU OF _________________________

(Insert name of bureau of office)

MANILA

The printing on letterheads for all offices of the provincial and municipal governments shall be:

COMMONWEALTH OF THE PHILIPPINES

PROVINCE OF ________________________

(Insert name of province)

________________________

(Name of provincial capital)

COMMONWEALTH OF THE PHILIPPINES

MUNICIPALITY OF ____________________

(Insert name of municipality)

_____________________

(Name of province)

The printing on letterheads for all Courts of First Instance shall be:
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COMMONWEALTH OF THE PHILIPPINES

COURT OF FIRST INSTANCE

PROVINCE OF________________________

(Insert name of department)

_________________________

(Name of provincial capital)

In the case of envelopes, another line shall be added with the words “Official Mail.”

The names of officials or employees may not be printed on official stationery.

This order is not to be understood to prohibit the use of forms now in stock or already ordered until exhausted.

The Director of Printing is hereby authorized to bring to my attention any pertinent matters affecting the forms
and style of printing other official stationery not herein included.

Done at the City of Manila, this fourth day of February, in the year of Our Lord, nineteen hundred and thirty-six,
and of the Commonwealth of the Philippines, the first.

MANUEL L. QUEZON
President of the Philippines
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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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