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Improperly filled out and non-return of Registry Return Receipts (RRR) are one of the common complaints and
reason for inquiry by regular mailers/customers of Registered Mails not only in the Central Office but also at post
offices. Everyone is reminded that Registered Mail is considered as the safest and most reliable service that the
Corporation offers. The service is enhanced through the RRR wherein the mailers are made to pay for additional
fee and therefore expect that the same will be returned on time with all the required information on it.

It has been observed also that mailers go back and inquire about the RRR at the post office where they mailed. To
regain the trust of these mailers on the reliability of Registered Mails, henceforth, RRR shall be returned
immediately after delivery via DEMS as follows:

a. To the Postmaster of the post office of mailing/posting - when sender is a government agency, law
firm/lawyer or company.

The post of mailing/origin shall be responsible for the return/delivery of RRR to the sender. As such, the
mailer shall be informed that the RRRs shall be checked/ claimed at that post office.

A notice to the mailer shall be displayed at the Registry Counter to remind the mailer as follows:

NOTICE
(For Government agencies, law firms/lawyers, & companies)

“ Please check for/claim your Registry Return Receipts/Cards at Window No._________”

b. To the Postmaster of the post office of delivery that has delivery jurisdiction at the sender’s address - for
individuals/personal mailers

For easy distinction, we shall now be using two colors of RRRs:

a. PINK Colored RRR - for business mailers
b. BLUE Colored RRR - for individual mailers

In this connection, the treatment and delivery of RRR is hereby prescribed as follows:

I. At Acceptance Office

The Post Office of Mailing of a Registered Mail with RRR shall maintain a daily control/record of all
Registered Mails posted in its office. Mailers like law firms, lawyers, government agencies and companies or
regular bulk mailers of Registered Mails shall be informed to claim the RRR at their post office.

Every post office shall endeavor to get the contact number of its regular mailers to be able to call them up in
case of non-pick-up of RRRs. Mailers/senders that requested to have their RRRs delivered at their address
shall be entertained but their RRRs shall still be monitored. As such, the post office of mailing shall enclose all
RRRs of that sender in an envelope/wrapper and mail them through Registered Mail.

The following shall be observed:
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a) Make sure that the Registered Mail contains the complete name and address of both the sender and
addressee. The RRR should contain the return address of sender and the Registered Number should be written
on the space provided for it.

b) The name of the Post Office of Mailing shall be clearly written/rubber stamped on the upper portion of RRR
for immediate distinction by the Office of Destination/Delivery.

c) The Registry Receiving Clerk or the one issuing the Registry Receipt shall make sure that Registered Mails
with RRR are properly noted/marked in the Registration Book.

The Postmaster shall designate an incharge who shall monitor the return of RRR and deliver/return them to
sender/mailer. A Record of all Registered Mail with RRR shall be maintained (filed in chronological order) as
basis for the monitoring and control of the returned RRRs, which may be as follows:

1. Prepare a separate Sheet/Monitoring List of Returned RRRs with this format:

Date

Registered No.

Sender

Destination

Date of return/receipt At PO of Mailing

Signature of Sender (A/Receipt)

2. To avoid double recording, the Post Office may use for monitoring the transmittal slip/mailing list provided
by mailer posting bulk registered mails, or

3. Extra copy of the Registration Bill Book Inner Bill which clearly marked Registered Mails with RRR.

Returned RRRs shall be checked/marked in the Monitoring List. When the RRR has not been returned after 30
days from the date of mailing, the Postmaster or his designate, shall notify/make a follow-up to the destination
post office to know the status of the mail (for RTS, hold etc.) or return may have just been neglected.

Any post office that failed to return the RRR where sender complained of not receiving an RTS after being
followed up shall be reported to the Office of the Asst. Postmaster for Operations indicating all the particulars of
mailing and disposition of the subject Registered Mails.

The sender/mailer shall sign in the Acknowledgement Receipt for the returned RRR.

d) In recording Registered Mail with RRR for dispatch, the letters “RRR” shall be written immediately after or
under the Registered Number in the Inner Bill/Registry Book (ex. 123 RRR or 123/RRR.)

II. At the Mail Processing Office, CMEC and MDC

a. The complete Registered Number, including the letters RRR for those attached with RRR shall be so captured
and indicated in the Record of Dispatches/Inner Bill. This is to serve as guidance and alert the delivery post office
of its obligation to return the same to the post office of mailing (for business/bulk mailers) and to the post office
of delivery (for individuals or personal mails).
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III. At the Destination/Delivery Post Office

a. Recorders at the Local Registry Section/Unit (Incoming Mails) of the Delivery Post Office shall make sure that
the Registered Numbers of Registered Mails with RRR are properly recorded and identified.

b. Releasing Clerks of Registered Mails shall advise the Letter Carriers to return to them the RRRs immediately
after delivery.

RRRs shall be followed up and collected from Letter Carriers when the RRRs have not been returned after three
(3) days from the date of release.

The Chief or Incharge of the Local Registry Section/Unit shall be responsible for the return/mailing of RRRs to
the Postmaster (of the post office of mailing for business Registered Mails or to the post off ice of delivery for
individual/personal Registered Mails.) via DEMS. Each envelope/wrapper shall be noted “RRR/s.”

c. The destination/delivery post office shall be able to reply on the follow-up of the post office of mailing/origin
regarding delivery status of Registered Mails. When the RRR has been lost or misplaced by the post office, a
Delivery Certification shall be immediately issued without requiring any fee from the sender.

Regional Directors, Operations Directors, Postal District Managers, and Postmasters are enjoined to effect widest
dissemination of this Order and ensure compliance by all concerned.

The concerned Postmaster and the designated incharge shall be held liable in case of complaint due to
non-compliance of this order.

White RRR may still be attached to Registered Mail of Individual mailer, until the stock is consumed, and the old
Pink RRR for business mailer.

All previous memoranda/orders issued in conflict herewith are hereby revoked accordingly.

This Order shall take effect on April 15, 2009.

Adopted: 20 March 2009

(SGD.) HECTOR R. R. VILLANUEVA
Postmaster General and CEO
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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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