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TO:

THE COURT OF APPEALS, SANDIGANBAYAN COURT OF TAX APPEALS, REGIONAL TRIAL
COURTS SHARI'A DISTRICT COURTS, METROPOLITAN TRIAL COURTS, MUNICIPAL TRIAL
COURTS IN CITIES MUNICIPAL TRIAL COURTS, MUNICIPAL CIRCUIT TRIAL COURTS, SHARI'A
CIRCUIT COURTS THE OFFICE OF THE STATE PROSECUTOR, PUBLIC DEFENDERS OFFICE AND
THE INTEGRATED BAR OF THE PHILIPPINES

SUBJECT:

GUIDELINES ON THE AUTHORITY OF DEPUTY COURT ADMINISTRATORS AND ASSISTANT
COURT ADMINISTRATORS TO ADMINISTER OATH AND NOTARIZE OFFICIAL DOCUMENTS

For the information and guidance of all concerned, quoted hereunder is Memorandum Circular No. 08-2003 dated
19 September 2003, to wit:

"As Court, officials vested by law with the privileges of Members of the Judiciary, the Deputy Court
Administrators and the Assistant Court Administrators shall administer oaths or affirmation and act as Notaries
Public in accordance with the following guidelines:

- The authority to administer oaths or affirmations and/or act as Notaries Public ex officio shall be exercised only
with respect to official matters involving officials and personnel to the Office of the Court Administrator, and
judges and personnel of lower courts.

- Only oaths or affirmations required in the performance of official functions or with respect to official matters
shall be administered and only official documents including but not limited to documents regarding initial
salaries, applications for retirement benefits, and applications for loans in the Government Service' Insurance
System, the PAG-IBIG, the Supreme Court Savings and Loan Association and other government financial
institutions, shall be notarized. In no case shall the herein authorized officials prepare and acknowledge private
documents, contracts and other deeds or acts of conveyances which bear no relation to the performance of official
functions.

- No fees shall be charged for services rendered pursuant hereto unless authorized by law or by the Supreme
Court, in which case any fee collected shall be for the account of the Government or the Judiciary Development
Fund.

- The official dry seal of the Supreme Court shall be used in the authentication/certification or notarization of
official documents.

- No registry of oatlis or affirmations or of notarized documents is required, and neither should copies thereof be
kept.
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The guidelines took effect upon its issuance on 19 Sept. 2003.

__30__ September 2003.

PRESBITERO J. VELASCO, JR.

Court Administrator
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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
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