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Further to the Memorandum Circular No. 30 (Series of 1991), the following supplemental guidelines are hereby
issued for information and guidance of all concerned:

1
Issuance of ID Sheets

a. The ID sheets are used in the production of the OCW ID Card and the ID Cards are intended to facilitate
transactions with either POEA or OWWA. The ID Sheets and ID's are free of charge.

b. Licensed Landbased and Seabased Agencies will be issued free ID Sheets based on approved Job Orders. LO's
will be given the ID Sheets upon presentation of the Job Orders at Windows 1 and 2 of the ECPB (2/F POEA
Bldg.) Interested agencies may reproduce the ID Sheets. These, however, must strictly conform to the original
with particular emphasis on the size of the sheet itself, the yellow boxes in the photo/signature area of the ID
Sheet and the shade of yellow to be used.

c. OCWs who are Name Hires of Government Hires may secure their ID Sheets from the GPB processing
windows.

d. Inquiries may be directed to Windows 1 & 2 at ECPB.

2
Accomplishing the ID Sheets

a.

OCW Information

a.1

Only block letters shall be used in printing the entries in the ID Sheet.

a.2

Those with multiple middle name (e.g., Dela Cruz, Sto. Domingo, Abad Santos, Las Pinas, etc.) must indicate the
customarily used middle initial in the space indicated. This entry must preferably be the same as the Middle initial
used in the OCW's official documents.

a.3

The date of birth of the OCW shall be indicated in the space provided. Particular attention must be given to the
year of birth since a worker may inadvertently write the current year (i.e., 1991) instead of the actual birth year.
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b.

OCW Photo

b.1

Only 2 inches by 2 inches passport quality black and white photos with white background shall be accepted.
These photos must be cut to fit within the designated yellow box on the ID sheet. The photos must be cut in such a
way that the face is centered on the corresponding yellow box with the top of the head about 1/8th to 1/4th of an
inch from the upper edge of the yellow box.

b.2

The photo must clearly show the face of the OCW with the jaws and other facial features clearly defined.

b.3

The photo and its edges must be pasted securely on to the ID Sheet. Stapling of photos on to the ID Sheets should
be avoided.

c.

OCW Signature

c.1

Each ID Sheet shall be signed by the OCW.

c.2

Only the signatures of OCW shall be inside the yellow signature box. The name of the OCW shall not be printed
inside the yellow box.

c.3

Only medium thickness black sign pen shall be used for signature of the OCW. Use of any other color for the
signature shall not be allowed.

d.

Do not fold the Photo or the ID Sheet.

e.

Samples of properly accomplished OCW ID Sheets shall be posted at the designated receiving windows to guide
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workers and LO's in filling up the ID Sheets.

3
Submission of ID Sheets.

a.

The properly accomplished ID Sheets shall be attached to the corresponding RFP to be submitted at ECPB.

b.

Improperly filled up ID Sheets shall be returned for correction. These may be submitted the following day to
Windows 1 & 2.

4
Releasing of OCW ID's

a.

One-Stop Shop and Landbased — 5 working days after submission. These may be claimed at Windows 1 & 2 of
ECPB.

b.

Seabased — 3 working days after submission. These may be claimed at Windows 1 & 2 of ECPB.

c.

GPB, Namehires — 1 working day after submission. This may be claimed at the GPB Windows.

This order takes effect immediately.

Adopted: 30 Sept. 1991

(Sgd.) JOSE N. SARMIENTO
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
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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