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For the effective enforcement of immigration and alien registration laws, the following procedure and guidelines
are hereby prescribed for compliance by all concerned, to take effect immediately.

A. Native-Born Indonesian Nationals Applying for Alien Certificate of Registration (ACR)

1. Documentary requirements:

a. Duly accomplished Application Form (AF Form No. 1)

b. Birth Certificate or Late Registration (Authenticated by NCSO) or in the absence thereof, any proof of birth
in the Philippines i.e. Baptismal Certificate; School Transcript; Marriage Contract, (alternate proof of birth in
the Philippines must be authenticated by the Local Executive of the Municipality/City of Birth) or;

c. An Indonesian national may submit a Joint Affidavit of two (2) persons who could attest to the fact of birth
certified by the local government head were he is presently residing or where is he/she was born
(Barangay/Municipality/City) or he/she may submit an Affidavit of the Barangay Captain were he/she was
born to the fact of his/her birth.

d. Official Indonesian Identity Card (Issued by the Indonesian Consulate General in Davao City)

e. Six (6) 2" x 2" latest color photographs (shall have been taken within 6 months prior to the application)

2. No certificate of registration shall be issued unless a corresponding application therefore shall have been
properly filled out and filed. The application shall be in duplicate, accomplished in the official form of the
Bureau, made under oath, and shall be accompanied by six (6) 2" x 2" size photos of the applicant. Applications
for the issuance of ACR shall be filed with the General Santos Immigration District Office.

3. Upon filing, the application (AR Form No.) shall be checked by the Alien Registration and Control Officer if
properly and completely accomplished, otherwise it shall be returned to the applicant. If found in order, the date
and time of receipts shall be indicated on the copies and initiated by the receiving clerk, and at the same time the
application shall be assigned a consecutive Control Number.

4. The Commissioner of Immigration or any official duly authorized by him to act in his behalf shall investigate
all applications and no ACR shall be prepared or caused to be prepared for signature and issuance unless a
thorough and complete investigation of the application has been made and the applicants found to be lawfully
entitled to the issuance of such certificate.
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5. ACR FEE

Every alien to be registered, those of fourteen years of age and above, shall pay FOUR HUNDRED TEN PESOS
(Ph410.00) as registration fee.

For Alien less than fourteen years of age, the amount of TWO HUNDRED TEN PESOS (Ph210.00) shall be
collected as registration fee or "ACert" Fee.

Renewal of ACR, regardless of age, shall be in the amount of ONE HUNDRED FIFTY PESOS (Ph150.00) and
should be paid directly at the General Santos City District Office of the Bureau of Immigration.

6. After completion of the requirements, an Order of Payment Slip (OPS) shall, after receipt of the application, be
given to the applicant with the instruction to pay the required ACR form fee in the amount of Ph 410.00 or Ph
210.00 as the case maybe. After payment, the fingerprints of the foreign national shall be taken on the prescribed
forms. Spaces on all the forms requiring the foreign national's signature shall be signed as prescribed.

7. The duplicate copy of the application shall be returned to the foreign national, with a written notice advising
applicant of the date to claim his/her ACR.

8. If the documents submitted by the foreign national are found in order, or the Commissioner after evaluation or
investigation directs the issuance of the "E" series ACR, the ACR shall be properly and completely filled out and
issued to the foreign national applying therefore.

9. After AR Form No. 3 currently used as ACR, shall continue to be used. This form should always be typewritten
and should never be made out in long hand. However, to distinguish the regular ACR holders from the
native-born Indonesians applying under this Memorandum Order, the phrase "ILLEGAL ENTRANT" shall be
typewritten on the face of the ACR.

10. After the official routines have been completed and the ACR has been issued, the following accomplished
document shall be forwarded to the Central Office (Record Section);

a. AR Form 1 (original copy)
b. AR Form 2 (alien Fingerprint Card);
c. AR Form 3 "E" series (Central Records File Copy)
d. AR Form 6 (Master Card of Registered Alien);
e. All other documents on file in connection with or relevant to the application.

Retained and kept on file in the Immigration District Office shall be the following;

a. AR Form 1 (duplicate copy)
b. AR Form 2 (2nd copy)
c. AR Form 3 (duplicate copy)
d. AR Form 6 (2nd copy)
e. Photocopy of ACR and
f. Other relevant documents

11. In case the application for the issuance of ACR is recommended for denial, the Immigration official, duly
authorized to investigate the application, shall without delay, immediately after the investigation, make his
recommendation and forward all the papers to the Commissioner of Immigration, for final decision. In case the
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application is finally disapproved, the applicant or his counsel shall be notified accordingly.

12. Any ACR obtained by fraud or misrepresentation, or issued erroneously, shall be ordered surrendered and
called, without prejudice to the appropriate criminal or administration action against the alien or party concerned.

13. Upon the death of an alien to whom an ACR has been issued, the parents, relatives, or any person in charge of
the burial of the deceased, shall be required to surrender the ACR of such deceased alien. The Certificate
surrendered shall be cancelled by writing on the face thereof the words "CANCELLED" Died on _______ at
_______."

14. Every alien registered under this Memorandum Order shall, within the first sixty days of every calendar year,
report in person to the General Santos City District Office of the Bureau of Immigration to make his annual
report. The annual report fee shall be collected from every alien reporting regardless of age, payment of which
shall be evidenced by an official receipt to be issued to every alien paying such fee. No official receipt shall be
issued to cover payment of annual report fee of more than one person.

If the alien registered is less than fourteen (14) years of age, his parent or guardian shall have the duty of reporting
for such alien and paying the annual report fee: Provided, that whenever, such alien attains his 14th birthday in the
Philippines, he shall within fifteen (15) days from his 14th birthday apply in person for registration and
fingerprinting, paying the registration fee and thereafter make his own annual report once a year within the same
period of sixty (60) days.

Documents to be presented during Annual Report:

a. Alien Certificate of Registration (ACR)
b. Accomplished form for annual report (AR Form No. 5) in Duplicate; and
c. Official receipt covering payment of annual report fee.

B. Native-Born Indonesian nationals applying for Duplicate-Original Alien Certificate of Registration (ACR)

1. Documentary requirements:

a. Letter-request addressed to the Commissioner
b. Affidavit of Loss
c. Police Report
d. Affidavit of two (2) disinterested persons, of legal age
e. Photocopy of loss document (if available)
f. Affidavit of Publication

2. In case of destruction or loss of the original ACR, the applicant may file an application with the Bureau of
Immigration for the issuance of duplicate-original by presenting the corresponding petition to that effect
supported by sworn statement of two witnesses of legal age, citing the full facts and the date of said loss or
destruction.

3. Duplicate Original Fee

The amount of FOUR HUNDRED TEN PESOS (PH 410.00) shall be charged for the Duplicate Original of Alien
Certificate of Registration.

These Rules and Regulations shall take effect upon approval. They shall not, however, be interpreted as validating
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any erroneous issuance of Alien Certificate of Registration made prior to this date of effectivity, and all practices
and procedures inconsistent herewith and hitherto observed shall be discontinued.

Adopted: 04 Jan. 2005

(SGD.) ALIPIO F. FERNANDEZ
Commissioner
Bureau of Immigration
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