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Read online (full-text search, related cases, audio case brief): https://batas.org/library/7f88c981ee66/

TO : JUDGES, CLERKS OF COURT, SHERIFFS AND PROCESS SERVERS OF THE FIRST AND SECOND
LEVEL COURTS

SUBJECT:
SERVICE OF SUMMONS, SUBPOENAS AND OTHER COURT PROCESSES BY POLICE PERSONNEL

Due to numerous inquiries and concerns on the service of court processes by personnel and officers of the
Philippine National Police (PNP), all judges and clerks of court are hereby reminded Jhat the service of summons,
subpoenas, and other court processes, is primarily the duty of court sheriffs and process servers. It is only in
exceptional circumstances when the life and safety of the court personnel may be at risk, that the PNP may be
reguested to serve or assist in serving the aforesaid court processes.

In civil cases, the expenses for the service of court processes are covered by Section 10, Rule 141 of the Rules of
Court on legal fees. The required statements of estimated transportation and travel expenses shall be prepared by
the sheriff or process server of the court issuing the court process. Upon approval thereof by the judge of the
issuing court, the clerk of court shall disburse the amount requested to the sheriff or process server concerned and
the latter shall release the amount to the police personnel, subject to the latter's acknowledgment of receipt. The
liquidation, which is also subject to the approval of the court, shall be prepared by the sheriff or process server
concerned and submitted together with the return filed by the police personnel.

In criminal cases, the reimbursement of transportation and travel expenses may be requested from the Financial
Management Office, OCA, in accordance with Administrative Circular No. 15-2005 dated 22 March 2005,
Administrative Circular No. 51-2010 dated 7 July 2010 and

OCA Circular No. 140-2010 dated 7 October 2010, subject to the submission of the following documents:

1) Duly accomplished disbursement voucher

2) Duly accomplished obligation slip

3) Travel order or authority

4) Duly accomplished itinerary of travel detailing (a) the permanent residential address and temporary
residence, if there is any, (b) place of origin and destination, (c) distance (in kms.) between the official
station/residence and destination, (d) time of departure from place of origin and arrival at place of destination
and back, (€) means of transportation used, and (f) transportation and travel expensesincurred.

5) Certificate of Travel Completed

6) Certificate of appearance/valid proof of travel (duly acknowledged summons, subpoenas, court processes
served/return of service, bank deposit/ withdrawal slips)

If applicable, the following documents should also be submitted:

(1) Bus, plane or boat ticket used
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(2) Certification under oath by the claimant as to the kilometer distance between the (a) official station and the
place of destination, and (b) residence and the place of destination (for travel beyond the fifty (50) kilometer
radius)

(3) Justification for staying overnight/severa nights in the place of temporary assignment and valid proof of
payment for hotel/ lodging (for travel within the fifty kilometer radius)

In case the official or employee did not avail of the ordinary mode of transportation, the following supporting
documents shall also be submitted: (1) affidavit of claimant justifying the hiring or rental of vehicle indicating the
actual distance traveled and its reasonableness duly certified by the Presiding Judge, Executive Judge, or Deputy
Court Administrator; (2) certification as to the prevailing rate of vehicle hire duly issued by the Land
Transportation Franchising and Regulatory Board (LTFRB) or the City Franchising and Regulatory Board/L ocal
Auditor or Municipal Treasurer; and (3) official receipt or any valid proof of payment. The hiring of private
vehicles in an amount exceeding PI,000.00 per trip must be approved by the Chief Justice.

Executive judges and judges of single-sala courts are directed to submit a uniform fare matrix to smplify and
expedite the disbursement and liquidation of transportation and travel expenses.

Attached for your reference and information are disbursement voucher, obligation request, itinerary of travel and
certificate of travel completed forms.

For strict compliance.
27 December 2018

(SGD.) JOSE MIDAS P. MARQUEZ
Court Administrator
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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.
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