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REPUBLIC OF THE PHILIPPINES

PHILIPPINE STATISTICS AUTHORITY

SOLID « RESPONSIVE « WORLD-CLASS



CIl TI ZEN6S CHARTER

(2023 Edition)

Mandate:

The PSA shall primarily be responsible for the implementation of the objectives and provision
of R.A. 10625.

It shall plan, develop, prescribed, disseminate and enforce policies, rules and regulations and
coordinate government-wide programs governing the production of official statistics, general-
purpose statistics, and civil registration services.

It shall primarily be responsible for all national censuses and surveys, sectoral statistics,
consolidation of selected administrative recording systems, and compilation of national
accounts.

Vision:
Solid responsive world-class authority on quality statistics and civil registration.
Mission:

Deliver relevant, reliable statistics and civil registration services for equitable development
towards improved quality of life for all.

Service Pledge:

We, the Philippine Statistics Authority, commit to deliver relevant and reliable statistics and
efficient civil registration services to our client and stakeholders.

We adhere to the UN Fundamental Principles of Official Statistics in the production of quality
general-purpose statistics and commit to deliver civil registration services in accordance with
the laws, rules and regulations, and other statutory requirements.

We endeavor to live by the established core values and corporate personality of the PSA and
adapt the appropriate technology in the development of our products and delivery of services.

We commit to continually improve the effectiveness of our Quality Management System to
ensure equitable development towards improved quality of life for all.
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V. LIST OF SERVICES

CENTRAL/HEAD OFFICE Page No.
OFFICE OF THE NATIONAL STATISTICIAN 14
INTERNAL AUDIT DIVISION 14
Internal Services: 14
1. Audit Engagement (Management and Operations Audit) 14
2. Follow-through Audit 17
LEGAL SERVICE 19
External Services: 19
1. Request for Legal Opinion / Written Legal Query 19
2. Legal Advice/Opinion to Walk in Public Client/s (without letter) 20
3. Review of Petitions Under R.A. Nos. 9048/10172 21
A. Petitions filed under RA 9048/10172 21
B. Motion for Reconsideration for Impugned Petition under RA | 22
9048/10172
4. Action on Concerns Answered or Referred by Legal Service 23
INTERNATIONAL COOPERATION UNIT 25
1. Invitation to participate in international official engagement 25
2. International requests for data/comments (Data not accessible by | 26
ONS-ICU)
3. International requests for data/comments (Data accessible by ONS- | 27
ICU)
4. Study Visits to PSA 28
PHILSYS REGISTRY OFFICE 30
External Services 30
1. Registration to the Philippine Identification System (PhilSys) 30
2. Issuance of ePhillD (Printed) at PhilSys Registration Center 41
REGISTRATION MANAGEMENT DIVISION 45
External Services 45

1. Establishment of Partnerships on the Conduct of Institutional | 45
Registration and ePhillD Issuance
2. Establishment of Partnerships on the Setting up of PhilSys Co-location | 47

Sites
ID PROCESSING AND MANAGEMENT DIVISION 51
Internal Services 51
1. Evaluation of Billing Statements from Bangko Sentral ng Pilipinas | 51
(BSP)

2. Evaluation of Billing Statements from Philippine Postal Corporation | 56
Inc. (Post Office)
INFRASTRUCTURE AND SYSTEMS MANAGEMENT DIVISION 59
Internal Services 59
1. Request for Account Creation, Updating, Reactivation, Deactivation | 59
and Password Reset for PhilSys Accounts (Digital Card Service, Matrix

System, PhilSys Cloud)
a. Request for Account Creation, Updating, and Reactivation for | 60
PhilSys Accounts (Digital Card Service, Matrix System, PhilSys

Cloud)

b. Request for Account Deactivation for PhilSys Accounts (Digital | 63
Card Card Service, Matrix System, PhilSys Cloud)
c. Request for Password Reset for PhilSys Accounts (Digital Card | 65
Service, Matrix System, PhilSys Cloud)
2. Request for Inclusion in the PhilSys Registration Kit Support Group | 67
Chat
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3. Request for Updating, Reactivation, Deactivation and Password Reset | 69
of Virtual Private Network Access of PSA Personnel
a. Request for Updating and Reactivation of Virtual Private Network | 69
Access of PSA Personnel
b. Request for Account Deactivation of Virtual Private Network | 72
Access of PSA Personnel
c. Request for the Resetting of Password of Virtual Private Network | 74
Access of PSA Personnel
4. Request for Account Creation of Virtual Private Network Access of | 75
PSA Personnel
5. Provision of Technical Support to Field Offices for Machine and | 81
Biometric Device Onboarding / Remapping
6. Provision of Technical Support to Field Offices for Registration Client | 82
User Onboarding
7. Provision of Technical Support to Field Offices for Registration ID | 86
Checking and Investigation
8. Provision of Technical Support to Field Offices i Various Concerns of | 87
PhilSys Registration
9. Preparation of Registration Kits for the Institutional Based and | 88
Overseas PhilSys Registration
10. Provision of Technical Support (ICT Issues) to PhilSys Registry Office | 89
in Centris 5
11. Provision of Technical Support (RFID Card for Door Access Control | 91
System) to PhilSys Registry Office in Centris 5
INFORMATION AND CYBERSECURITY DIVISION 92
Internal Services 92
1. Conduct of Vulnerability Assessment and Penetration Testing (VAPT) | 92
on New and Existing PRO Systems
2. Monitoring and Responding to Security Events or Incidents 95
FRAUD MANAGEMENT DIVISION 100
External Services 100
1. Investigation of Fraud Incident Reports Received via Email 100
2. Investigation of Fraud Incident Reports Received via Physical Letter 112
FEEDBACK AND GRIEVANCE DIVISION 123
External Services 123
1. Responding to Category 1 (Simple) Feedback 125
2. Responding to Category 2 and Category 3 (Complex) Feedback 127
PLANNING AND POLICY COORDINATION DIVISION 127
External Services 127
1. Approval of PhilSys Inter-Agency Committee on Legal Affairs | 127
Resolutions
Internal Services 132
1. Conduct of Policy Review 132
2. Approval of PhilSys Technical Working Group on Legal Affairs (TWG- | 133
LA) Resolutions
MONITORING AND EVALUATION DIVISION 137
External Services and Internal Services 137
1. Data Request on Philippine Identification System for Latest Approved | 137
Cumulative Data
2. Data Request on Philippine Identification System for Latest Approved | 139
Disaggregated Data
SOCIAL PROTECTION USE CASE DIVISION 142
External Service 142




R, &
SPonsive *

1. Responding to PhilSys-related Inquiries/Concerns of Social Protection | 142
Programs/Agencies
GOVERNMENT SERVICE USE CASE DIVISION 143
External Services 143
1. Review of PhilSys Integration Implementation Plan (PIIP) 143
a. Review of PhilSys Integration Implementation Plan (PIIP) | 143
Received via Emalil
b. Review of PhilSys Integration Implementation Plan (PlIP) | 144
Received via Courier Mail
c. Review of PhilSys Integration Implementation Plan (PIIP) | 146
Received via Walk-in (Representative of Covered Agency)
FINANCIAL AND PRIVATE SECTOR USE CASES DIVISION 148
External Services 148
1. Provision of PhilSys Check Public Key and Documentation for QR | 148
Code Scanner to the Interested Relying Parties
2. PhilSys Check Grievances 149
PHILSYS ADVOCACY UNIT 150
External Services 150
1. Conduct of Advocacy Activities for the Relying Parties 150
FEEDBACK AND COMPLAINTS MECHANISM 153
LIST OF OFFICES 154
SECTORAL STATISTICS OFFICE 156
MACROECONOMIC ACCOUNTS SERVICE 156
1. Generates and disseminates macroeconomic accounts and economic | 156
statistics/indicators not on the PSA website for emailed data/product
request
2. Generates and disseminates macroeconomic accounts and economic | 158
statistics/indicators not on the PSA website for data/product request
through phone
3. Generates and disseminates macroeconomic accounts and economic | 161
statistics/indicators not on the PSA website for walk-in researchers
ECONOMIC SECTOR STATISTICS SERVICE 164
Simple Data Request 164
1. Walk-in Researchers Requesting for Printed Copy of Readily Available | 164
Unpublished Data
2. Walk-in Researchers Requesting for an Electronic Copy of Readily | 166
Available Unpublished Data
3. Researchers Requesting for an Electronic Copy of Readily Available | 169
Unpublished Data through Email
4. Researchers Requesting for an Electronic Copy of Readily Available | 171
Unpublished Data through Phone
5. Walk-in Researchers Requesting for Data Available at PSA Website | 173
6. Researchers Requesting for Data Available at PSA Website through | 175
Email
Complex Request 176
1. Walk-in Researchers Requesting for Printed Copy of Unpublished Data | 176
which Requires Additional Process to Produce the Requested Data
2. Walk-in Researchers Requesting for an Electronic Copy of | 179
Unpublished Data which Requires Additional Process to Produce the
Requested Data
3. Researchers Requesting for an Electronic Copy of UnpublishedData | 182

which Requires Additional Process to Produce the Requested Data
through Email
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4. Data Request Received through Email from ONS/KMCD which | 184
Requires Additional Process to Produce the Requested Data

5. Data Request through Formal Letter Address to the National | 186
Statistician and Forwarded to ESSS

SOCIAL SECTOR STATISTICS SERVICE 188

External Services: 188

1. Request for Printed Copy of Readily Available Unpublished Data for | 188
Walk-in Researcher

2. Request for an Electronic Copy of Readily Available Unpublished Data | 190

3. Request for Electronic Copy of Readily Available Unpublished Data | 193
Thru Email

4. Request for data readily available at PSA website 195

5. Request for data readily available at PSA website through email 197

6. Request for Printed Copy of Available Unpublished Data but need | 199
additional process to provide the data for Walk-in Researchers

7. Request for Electronic Copy of Available Unpublished Data which | 202
need additional process to provide the data for Walk-in Researchers

8. Request for Electronic Copy of Available Unpublished Data which | 204
need additional process through Email from KMCD

FINANCE AND ADMINISTRATIVE SERVICE 207
1. Processing of Contract of Service Worker (COSW) Bi-monthly Payrolls | 207
2. Processing of Permanent/Regular Employee Monthly Payroll for | 210

Central Office

HUMAN RESOURCES DIVISION 213

1. Hiring of Successful Candidates to Plantilla Positions [Issuance of | 213
Appointment to Selected Applicants (Transfer/ Reappointment/
Reemployment)]

2. Request for Employee Records (Certificate of Employment and | 219
Service Record of PSA Regular Officials and Employees)

3. Hiring of Successful Candidates to Plantilla Positions [Issuance of | 221
Appointment to Selected Applicants (Promotion)]

4. Processing of Leave Application (within Finance and Administrative | 225
Service)

5. Processing of Leave Application (Other PSA Central Office operating | 227
units)

6. Hiring of Successful Candidates to Plantilla Positions [Issuance of | 230
Appointment to Selected Applicants (Original Appointment)]

GENERAL SERVICES DIVISION 234
1. Issuance of Common-Use Supplies and Equipment 234
2. Provision of Transportation Service for Outside Metro Manila 235
3. Provision of Transportation Service to PSA Officials and Employee | 237
(Within Metro Manila)

4. Non-Provision of Transportation Service Due to Non-Availability of | 238

Driver and Service Vehicles

5. Dissemination of Submitted Office Issuances, Memorandums and | 239

Advisories through the EASyDocs

6. Purchasing of Public Bidding Documents 240

7. Facilitation of Room Reservation 243

8. Issuance of Summary of Property Accountability Form to PSA | 244

Employees

CIVIL REGISTRATION SERVICE 246
1. Authentication of Birth Certificate at PSA Civil Registry System Outlet | 246

under Civil Registry System Information Technology Project Phase |
(CRS-ITP1)
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Authentication of Death Certificate at PSA Civil Registry System Outlet
under Civil Registry System Information Technology Project Phase |
(CRS-ITP1)

258

Authentication of Marriage Certificate at PSA Civil Registry System
Outlet under Civil Registry System Information Technology Project
Phase | (CRS-ITP1)

269

Copy Issuance of Birth Certificate at PSA Civil Registry System Outlet
under Civil Registry System Information Technology Project Phase |
(CRS-ITP1)

281

Copy Issuance of Death Certificate at PSA Civil Registry System Outlet
under Civil Registry System Information Technology Project Phase |
(CRS-ITP1)

304

Copy Issuance of Marriage Certificate at PSA Civil Registry System
Outlet under Civil Registry System Information Technology Project
Phase | (CRS-ITP1)

323

Issuance of Certificate of No Marriage Record/Advisory on Marriages
at PSA Civil Registry System Outlet under Civil Registry System
Information Technology Project Phase | (CRS-ITP1)

345

Processing of Requests for Copy Issuance of
Civil Registry Documents and Certificate of No Marriage
Record/Advisory on Marriages received thru an Authorized Online
Service Provider/Private Partner Agency (www.psaserbilis.com.ph) at
PSA Serbilis Outlet

357

Processing of Requests for Copy Issuance of
Civil Registry Documents and Certificate of No Marriage
Record/Advisory on Marriages received thru Authorized Online
Service Provider/Private Partner Agency (www.psahelpline.ph) at PSA
Helpline Outlet

360

10.

Authentication of Birth Certificate at PSA Civil Registry System Outlet
under Civil Registry System Information Technology Project Phase |l
(CRS-ITP2)

363

11.

Authentication of Death Certificate at PSA Civil Registry System Outlet
under Civil Registry System Information Technology Project Phase |l
(CRS-ITP2)

377

12.

Authentication of Marriage Certificate at PSA Civil Registry System
Outlet under Civil Registry System Information Technology Project
Phase Il (CRS-ITP2)

394

13.

Copy Issuance of Birth Certificate at PSA Civil Registry System Outlet
under Civil Registry System Information Technology Project Phase I
(CRS-ITP2)

407

14.

Copy Issuance of Death Certificate at PSA Civil Registry System Outlet
under Civil Registry System Information Technology Project Phase |l
(CRS-ITP2)

432

15.

Copy Issuance of Marriage Certificate at PSA Civil Registry System
Outlet under Civil Registry System Information Technology Project
Phase Il (CRS-ITP2)

453

16.

Issuance of Certificate of No Marriage Record/Advisory on Marriages
at PSA Civil Registry System Outlet under Civil Registry System
Information Technology Project Phase Il (CRS-ITP2)

484

17.

Issuance of Certificate of No Death Record/ Existence of Death at PSA
Civil Registry System Oultlet

498

18.

Issuance of Viewable Online Request of Birth Certificate at PSA Civil
Registry System Outlet

509

19.

Issuance of Viewable Online Request of Death Certificate at PSA Civil
Registry System Outlet

529
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20. Issuance of Viewable Online Request of Marriage Certificate at PSA | 546
Civil Registry System Outlet

21. Issuance of Viewable Online Request of Certification of No Marriage | 564
Record/Existence of Marriage Record at PSA Civil Registry System
Outlet

22. Issuance of Viewable Online of No Death Record/ Existence of Death | 576
at PSA Civil Registry System Outlet

23. Issuance of DocPrint of Birth Certificate at PSA Civil Registry System | 585
Outlet

24. Issuance Docprint of Death Certificate at PSA Civil Registry System | 598
Outlet

25. Issuance of DocPrint of Marriage Certificate at PSA Civil Registry | 614
System Outlet

26. Issuance of DocPrint of Certificate of No Marriage Record/Advisory on | 634
Marriages at PSA Civil Registry System Outlet

27. Issuance of DocPrint of No Death Record/ Existence of Death at PSA | 646
Civil Registry System Outlet

28. Acceptance of Premium Annotation Requests at PSA Civil Registry | 657
System Outlet

CIVIL REGISTRATION MANAGEMENT DIVISION 705

1. Issuance of Unconverted Requests (Copy Issuance of Birth, Marriage, | 705
Death at PSA CRS Outlet

2. lIssuance of Unconverted Certification of No Marriage Record/Advisory | 714
of Marriage Record (Walk-in Clients) at PSA CRS Outlet

3. Processing of Electronic Endorsement Documents thru Outlets 716

4. Processing of Electronic Endorsement Documents thru Courier 719

5. Processing of Documents under Memorandum Circular 2010-04 721

6. Processing of Civil Registry Documents under Circular 91-6 (Physical | 724
Transfer of Document)

7. lIssuance of Premium Annotation Requests: Copy issuance of Birth, | 727
Marriage, or Death Affecting RA 9048 and/or RA 10172 at PSA CRS
Central Outlet

8. lIssuance of Regular Annotation Requests: Copy issuance of Birth, | 736
Marriage, or Death Affecting RA 9048 and/or RA 10172 at PSA CRS
Outlets

9. lIssuance of Premium Annotation Requests: Copy Issuance of Birth | 747
Document Effecting Legitimation by Subsequent Marriage of Parents
in the CRS Central Outlet

10.1ssuance of Regular Annotation Requests: Copy Issuance of Birth | 759
Document Effecting Legitimation by Subsequent Marriage of Parents

11.1ssuance of Premium Annotation requests: Copy Issuance of Birth, | 770
Marriage, Death Affecting Supplemental Report with One or Two
Omitted Entries in CRS Central Outlet

12.1ssuance of Regular Annotation requests: Copy Issuance of Birth, | 779
Marriage, Death Affecting Supplemental Report with One or Two
Omitted Entries

13.1ssuance of Premium Annotation requests: Copy Issuance of Birth, | 790
Marriage, Death Affecting Supplemental Report with More than Two
Omitted Entries in CRS Central Outlet

14.1ssuance of Regular Annotation requests: Copy Issuance of Birth, | 800

Marriage, Death Affecting Supplemental Report with More than Two
Omitted Entries
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15.Issuance of Premium Annotation Requests: Copy Issuance of Birth
Document Effecting Republic Act No. 9255 under OCRG
Administrative Order No. 1, Series of 2004 (Old Implementing Rules
and Regulations) and OCRG Administrative Order No 1, Series of
2016 (Revised Implementing Rules and Regulations) in the CRS
Central Outlet

811

16.Issuance of Regular Annotation Requests: Copy Issuance of Birth
Document Effecting Republic Act No. 9255 under Administrative Order
No. 1, Series of 2004 (Old Implementing Rules and Regulations) and
Administrative Order No 1, Series of 2016 (Revised Implementing
Rules and Regulations)

821

17.1ssuance of Premium Annotation Requests: Copy Issuance of Birth
Document Effecting Court Decision on Adoption in the CRS Central
Outlet

832

18.Issuance of Regular Annotation Requests: Copy Issuance of Birth
Document Effecting Court Decision on Adoption

841

19.1ssuance of Annotation Requests: Court Decrees that Need
Verification on Authenticity with Regional Trial Courts

850

20.1ssuance of Premium Annotation Requests: Copy Issuance of Birth,
Marriage, and Death Documents Affected by Court Decrees Change
Name/Correction of Entry/Cancellation in the CRS Central Outlet

851

21.Issuance of Regular Annotation Requests: Copy Issuance of Birth,
Marriage, and Death Documents Affected by Court Decrees Change
Name/Correction of Entry/Cancellation in the CRS Central Outlet

859

22.1ssuance of Premium Annotation Requests: Copy Issuance of
Marriage Documents Affected by Court Decrees on Declaration of
Nullity, Presumptive Death, Annulment, Among Others in the CRS
Central Outlet

868

23.Issuance of Regular Annotation Requests: Copy Issuance of Marriage
Documents Affected by Court Decrees on Declaration of Nullity,
Presumptive Death, Annulment, Among Others

876

24.1ssuance of Premium Annotation Requests: Copy Issuance of
Marriage Documents Affected by Court Decrees on Recognition of
Foreign Divorce in CRS Central Outlet

884

25.Issuance of Regular Annotation Requests: Copy Issuance of Marriage
Documents Affected by Court Decrees on Recognition of Foreign
Divorce in CRS Central Outlet

891

26.Issuance of Premium Annotation Requests: Copy Issuance of Civil
Registry Documents Affected by Sharia Courts Decision on Divorce in
CRS Central Outlet

900

27.Issuance of Regular Annotation Requests: Copy Issuance of Civil
Registry Documents Affected by Sharia Courts Decision on Divorce

908

28.Issuance of Annotation Requests: Copy Issuance of Certificate of
Marriage Affected by Dissolution of Marriage of Indigenous Peoples

916

29. Processing of Renunciation Requests (PSA CRS Outlet -East Avenue
ONLY)

925

30. Processing of Administrative Naturalization (PSA CRS Outlet i East
Avenue ONLY)

928

31.Processing of Option to Elect Philippine Citizenhip (PSA CRS Outlet -
East Avenue ONLY)

932

32.Processing of Pre-Nuptial Agreement/Marriage Settlement and any
modification thereof (PSA CRS Ouitlet -East Avenue ONLY)

935
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33. Processing of Reconstruction of Civil Registry Documents 939

34.Processing of Erroneous Annotations under Exception Correction | 944
Form (ECF)

35.Correction of erroneous indices through Production Vital Event | 945
Maintenance (Prod-VE)

36.Bren-linking and Unlinking of Double or Multiple Registrations in the | 948
PSA CRS Database

37.Processing of Request for Endorsement (Foreign Documents) 952

38. Processing of Request for Endorsement (Local Documents) 954

39.Processing and Scanning of Speci| 95
Registrars and Authorized Personnel

40.Processing of Civil Registry Documents Received from Monthly | 959
Submissions from the Local Civil Registry Offices and Sharia Courts

41.Resolution of Problem Documents (from the Monthly Report) 965
42.Document Preparation of Processed Documents from Annotation | 966
Archives

43.Data Conversion of Civil Registry Documents from Monthly Report | 968
(Birth, Marriage, Death)

44.Data conversion of CDLI Annotated Documents 970

45, Simple Request of Certification on the Existence of Certificate of | 972
Registration of Authority to Solemnize Marriage (CRASM)

46.Complex Request of Certification on the Existence of Certificate of | 975
Registration of Authority to Solemnize Marriage (CRASM)

47. ssuance of Solemnizing Officer 977

48.Reply to Communications- Simple 979
49. Reply to Communications- Complex 981
50. Reply to Communications- Highly Technical 982
CENSUSES AND TECHNICAL COORDINATION OFFICE 984
STANDARDS SERVICE 984
1. Statistical Survey Review and Clearance System 984
2. Statistical Survey Review and Clearance System - Government to | 989
Government
NATIONAL CENSUSES SERVICE 993

1. Provision of List of Sample Establishments to Other Requesting | 993
Government Agencies/Units

2. Provision of Establishment Survey Frame to PSA Concerned Division | 995
In-Charge of the Establishment-Based Survey

3. Provision of Data Request based on the List of Establishments (LE) 997

4. Provision of Data Request based on Census of Population and | 999
Housing (CPH) or Census of Population (POPCEN)

CIVIL REGISTRY SYSTEM OUTLET 1010
REGIONAL OUTLET 1010
External Services 1010

1. Authentication of Birth Certificate (Walk-in clients) at PSA Civil | 1010
Registry System Outlet

2. Authentication of Death Certificate (Walk-in clients) at PSA Civil | 1018
Registry System Outlet

3. Authentication of Marriage Certificate (Walk-in clients) at PSA Civil | 1025
Registry System Outlet

4. Copy Issuance of Birth Record or Birth Certificate (Walk-in clients) at | 1033
PSA Civil Registry System Outlet

10
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5. Copy lIssuance of Death Certificate (Walk-in clients) at PSA Civil | 1053
Registry System Outlet
6. Copy Issuance of Marriage Certificate (Walk-in clients) at PSA Civil | 1071
Registry System Outlet
7. lIssuance of Certification of No Marriage Record/Existence of Marriage | 1090
Record (Walk-in Clients) at PSA Civil Registry System Outlet
8. Processing and Issuance of Certificate of Registration of Authority to | 1099
Solemnize Marriage (CRASM)
Internal Services: 1101
9. Processing of Request for Index Correction of | 1101
Civil Registry Documents in the PSA Civil Registry Database (Internal
Process)
10. Processing of Civil Registry Documents Requiring Manual Retrieval | 1103
and Re-scanning from the Central Archive through
Help Desk System (Internal Process)
CIVIL REGISTRY SYSTEM OUTLET 1106
PROVINCIAL OUTLET 1106
External Services 1106
1. Authentication of Birth Certificate (Walk-in clients) at PSA Civil | 1106
Registry System
2. Authentication of Death Certificate (Walk-in clients) at PSA Civil | 1114
Registry System
3. Authentication of Marriage Certificate (Walk-in clients) at PSA Civil | 1122
Registry System
4. Copy Issuance of Birth Record or Birth Certificate (Walk-in clients) at | 1130
PSA Civil Registry System
5. Copy lIssuance of Death Certificate (Walk-in clients) at PSA Civil | 1150
Registry System
6. Copy Issuance of Marriage Certificate (Walk-in clients) at PSA Civil | 1167
Registry System
7. lIssuance of Certification of No Marriage Record/Existence of Marriage | 1186
Record (Walk-in Clients) at PSA Civil Registry System
8. Processing and Issuance of Certificate of Registration of Authority to | 1196
Solemnize Marriage (CRASM)
Internal Services 1198
9. Processing of Request for Index Correction of | 1198
Civil Registry Documents in the PSA Civil Registry Database
10. Processing of Civil Registry Documents Requiring Manual Retrieval | 1200
and Re-scanning from the Central Archive through
Help Desk System
VI. FEEDBACK AND COMPLAINTS MECHANISM 1202
VII. LIST OF OFFICES 1204
1. CENTRAL OFFICE 1204
2. FIELD OFFICES 1205

11
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PHILIPPINE STATISTICS AUTHORITY SERVICES

CENTRAL OFFICE

INTERNAL AND EXTERNAL SERVICES

13
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OFFICE OF THE NATIONAL STATISTICIAN
INTERNAL AUDIT DIVISION

1. Audit Engagement (Management, Operations and Compliance Audits)

Evaluate governance, risk management and controls to provide reasonable assurance on the
effectiveness of PSA operations, efficiency in its processes, and implementation of policies through
the conduct of management and operations audit.

Internal Audit Division (IAD)
Highly Technical
Government to Government
PSA Services/Units/Divisions
List of audit requirements/criteria (e.g. operational | PSA Units
manual, organizational structure, process flow,
related office policies and procedures, etc.)
CLIENT STEPS
; : FEES TO | PROCESSING PERSON
(PSA S_e_rv_lce/Unlt/ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Division)
None Prepare Special Order | None 4 hours Internal Auditors
authorizing the IAD to
conduct management
or operations audit
Endorse to NSCRG for | None 4 hours Internal Auditor V
approval
Prepare initial | None 4 hours Internal Auditors
engagement planning
memorandum  which
include documentary
requirements/criteria
for audit engagement
Endorse to NSCRG for | None 4 hours Internal Auditor V
approval.
Forward the initial | None 4 hours Internal  Auditing
engagement planning Assistant/
memorandum to audit Administrative
client which include Assistant IV
documentary
requirements/criteria
for audit engagement
1. Submit original or | 1.1 Receive submitted | None 4 hours Internal  Auditing
scanned copies of | documentary Assistant/
the approved | requirements Administrative
documentary Assistant IV

14
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CLIENT STEPS

: : FEES TO | PROCESSING PERSON
(PSA S_e_rv_lce/Unlt/ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Division)
requirements 1.2 Review of the | None 4 hours Internal Auditors
determined during | submitted
the  engagement | documentary
planning (e.g. | requirements as to
operational manual, | completeness
organizational 1.3 Prepare and | None 1 day Internal Auditors
structure, process | review Engagement
flow, related office | Plan and Work
policies and | Program
procedures, etc.) 1.4 Endorse to | None 4 hours Internal
NSCRG for approval. Auditor V
15 Prepare the | None 7 days Internal Auditors
following:
- Understanding
the Audit Area
Template
- Risk and Control
Matrix
- Previous Reports
Matrix
- Internal Control
Questionnaire
- Checklist
2. Set a schedule | 21  Prepare  and | None 1 day Internal  Auditing
for the Entry | review entry Assistant/ Internal
Conference conference Auditors
memorandum
2.2 Endorse to | None 4 hours Internal Auditor V
NSCRG for approval
2.3 Forward the | None 4 hours Internal  Auditing
approved entry Assistant /
conference Admininistrative
memorandum to audit Assistant IV
client
3. Participate in the | 3.1 Conduct entry | None 1 day Internal  Auditors
Entry Conference | conference and PSA Units
as scheduled
3.2 Interview with audit | None 5 days Internal  Auditors
client (walkthrough) and PSA Units
4. Accomplish the | 4.1 Administer audit | None 1 day Internal Auditors
audit forms forms
4.2 Review and | None 4 days Internal Auditors
process of the
accomplished  audit

forms

15
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CLIENT STEPS
(PSA Service/Unit/
Division)

AGENCY ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

4.3 Preparation of the
following audit forms:

1 Walkthrough
Working  Paper
(WWP)

1 Summary of
Control Attributes
(SCA)

1 Summary of
Control
Weaknesses
(SCw)

1 System
Control
(STCM)

Test
Matrix

None

7 days

Internal Auditors

4.4 Request audit
clients to provide
documents for test of
controls

None

1 day

Internal Auditors

5.Submit
additional
documents for test
of control

51 Assess the
submitted document
for test of control

None

3 days

Internal Auditors

5.2 Prepare the

following:

T Test of Control
Working Paper
(TCWP)

i Data Analytics
Matrix (DAM)

1 Summary of
Control
Breakdown
(SCB)

1 Interim Audit
Report (IAR)

None

7 days

Internal Auditors

53 Prepare and
review exit conference
memorandum

None

1 day

Internal Auditors

5.4 Endorse to
NSCRG for approval

None

4 hours

Internal Auditors

the
exit

55 Forward
approved
conference
memorandum to audit
clients

None

4 hours

Administrative
Assistant IV

5.6 Review of the
following audit forms:

1T WWP
1 SCA
1 SCw

None

3 days

Internal Auditor V

16
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CLIENT STEPS
; : FEES TO | PROCESSING PERSON
(PSA S_e_rv_lce/Unlt/ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Division)
T STCM
1 TCwP
1 DAM
1 SCB
1 IAR
6. Participate and | 6.1  Conduct exit | None 1 day Internal  Auditors
provide conference and PSA Units
comments/insights
to audit 6.2 Prepare Abstract of | None 3 days Internal Auditors
observations and dbsewgtions and y
recommendations .
: .. | Recommendations
in the Exit (AOR)
Conference as
scheduled 6.3 Prepare Matrix of | None 1 day Internal Auditors
Audit Observation and
Recommendation
(MAOR)
6.4 Review of the | None 1 day Internal Auditor V
following:
1 AOR
1 MAOR
6.4 Prepare final audit | None 3 days Internal Auditors
report
6.5 Review of the final | None 1 day Internal Auditor V
report
6.6 Endorse to | None 4 hours Administrative
NSCRG for approval Assistant v/
Internal  Auditing
Assistant
6.7 Administer | None 4 hours Internal  Auditing
feedback survey form Assistant/ Internal
to audit client Auditing Assistant
7. Submit | 7. Process | None 1 day Internal Auditors
accomplished accomplished Survey
Feedback Survey | Form
Form
Total None 60 days

2. Follow-through Audit

Monitoring and feedback activity undertaken to ensure the extent and adequacy of
preventive/corrective actions taken by the Management to address the inadequacies identified
during the audit. It aims to increase the probability that recommendations will be implemented.

Internal Audit Division (IAD)
Highly Technical
Government to Government
PSA Services/Units/Divisions
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Accomplished follow-through matrix. PSA Units
CLIENT STEPS
: . FEES TO | PROCESSING PERSON
(PSA S_e_rv_lce/Unlt/ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Division)

None Prepare Follow-through | None 1 day Internal Auditors
Memorandum and Status
of Implementation of
Audit Recommendations
(follow-through matrix)
Review  follow-through | None 4 days Internal Auditors
memorandum and audit
matrix
Endorse to NSCRG for | None 4 hours Internal  Auditor
approval V
Forward the  follow- | None 4 hours Administrative
through memorandum Assistant IV
and audit matrix to audit
clients

1. Submit the | 1.1  Prepare follow- | None 4 days Internal Auditors

accomplished follow- | through reports

through matrix 1.2 Review follow-through | None 2 days Internal Auditors
report
1.3 Endorse to NSCRG | None 4 hours Internal  Auditor
for approval V

Total 12.5 days
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LEGAL SERVICE

1. Request for Legal Opinion / Written Legal Query

The Legal Service provides legal advice and opinion on matters related, but not limited to,
Civil Registration, Family Laws.

Opinion

1 Original Written Request for

Legal Service

Highly Technical

G2C-Government to Citizen

All

Legal

1  Supporting Documents

Provided by the Client

letter

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Secure visitors | 1.1 Provides Security
pass from the | pass.
Security Guard and None 5 minutes Security Guard
register in  the
Visitor 6.s
2. The client goes to | 2.1 Receives the letter
the receiving request. Then None 10 minutes Administrative
personnel. controls and logs Assistant
the same in the
database.
2.2 Informs the
requester when None 15 minutes Administrative
he/she will receive Assistant
the letter
response/legal
opinion.
2.3 Assigns  and
endorses the
request to a Lawyer None Director of LS
for the drafting of a
letter 30 minutes
response/legal
opinion.
2.4 Drafts the letter
response/legal None 9 days Attorney I
opinion.
2.5 Conducts initial
review of the draft None 7 days Attorney IV

19
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FEESTO
BE PAID

PROCESSING
TIME RESPONSIBLE
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PERSON

AGENCY ACTIONS

CLIENT STEPS
response/legal

NG

opinion.

Director of LS

2.6 Conducts final
review of the letter None
response/legal
opinion then signs

the same.

3 days

Administrativ

e

2.7 Control, logs, and
transmits the letter
response/legal None

opinion.

30 minutes

Assistant

2.8 Forward the Letter
Response to the
Client Sender and
request

acknowledgement

or accomplishment
of Feedback form None
None

30 minutes

19 days and 2 hours

Total

2. Legal Advice/Opinion to Walk in Public Client/s (without letter)

The Legal Service provides legal advice and opinion concerning corrections on civil registry
documents which includes filing of petition to the concerned Local Civil Registry Office and Court,

if necessary.
Legal Service
Simple

All

relati on

Documents in

Specify:
1. Civil Registration Documents such as COLB,

2. Affidavits or other supporting documents.

t o

COM, CoD and other civil registry documents

G2C-Government to Citizen

Provided by the Client

FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TF?A?DE TIME RESPONSIBLE
1. Secure visitors pass | 1.1 Issuance of the Visitor
from the S_ecurlty Guard Pass. None | 5 minutes Security Guard
and register in the
Visitorés L,
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FEES PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TISA?DE TIME RESPONSIBLE
2. The client goes tothe | 2. Directly refer the client | None | 2 minutes Administrative
receiving personnel. to the available legal Assistant
assistant (LA)/lawyer.
2.1 The legal | None | 40 Legal Assistant/
assistant/lawyer  will minutes Lawyer
assist the client by
providing legal advice
on his/her concern.
2.1.1 LA/Lawyer  will
analyze the query
and the
document/s
presented.
2.2.2 If the concern/
query/document
does not pertain
to the legal
service, the
LA/Lawyer  will
refer the public to
the proper PSA
Office/Service.
2.2.3 Advise the client
to proceed to the
concerned
Office/Service.
3. Submit 4. Request the Client to | None | 5 minutes
accomplished accomplish the
Monitoring Form Monitoring Form.
Total None 52 minutes

3. Review of Petitions Under R.A. Nos. 9048/10172

The Legal Service is tasked to review Petitions for Correction of Clerical Errors filed under R.A.
Nos. 9048 and 10172.

A. Petitions filed under RA 9048/10172

Legal Service

Highly Technical

Government-to-Citizen (G2C)

Public- Those who filed petitions under RA 9048/RA 10172
Petition Filed with the Local Registrar

21



R, &
SPonsive *

FEES TO | PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Local Civil | 1.1. Screens the

Registrar/Record form and Legal  Service

Section (GSD) | completeness  of (Controller RA

transmit the RA | the petition for | None 1 day Unit)

9048/RA 10172 correction and its

petitions to the Legal | SuPPorting

Service. document/s.

1.2. Encoding and Legal Service
drafting of the None 2 days (Encoder and
decision to the Drafter RA Unit)
Petition filed.

1.3. Renders final
review of the
petition and
evaluation of
supporting Legal Service
documents and | None 3 days (Final Reviewer
recommends to the RA Unit)

National

Statistician and
Civil Registrar
General for Action.

1.4. Affirms  or National
Impugns the None 1 day S'Fa.tistician 'and
Petition. Civil Registrar

General

1.5. Certifies the National
petitions and signs None 1 day S'Fa.tistician -and
the Action Taken. Civil  Registrar

General

1.6. Preparation
of the transmittal Legal Service
for the decisions | None 1 day (Administrative
made on the Assitant RA Unit)
petition.

1.7. Legal
Service Transmit
RA 9048/10172
Petitions to the None 1 day Legal Service
concerned  Local (Mailer RA Unit)
Civil Registrar thru
the accredited
courier.

Total None 10 days
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B. Motion for Reconsideration for Impugned Petition under RA 9048/10172

FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TSA?DE TIME RESPONSIBLE
1.Transmittal of Motion | 1.1 Screens petitions
for Reconsideration for completeness of Lo
s - 2 days Legal Service i
from the Local Civil petitions and | None .
. - RA Unit
Registrar to the Legal supporting
Document/s
1.2 Review the Motion Leaal Service i
for Reconsideration | None 23 days gal -
) RA Unit
Filed
1.3 Draft the decision . .
. Final Reviewer
to the Motion for | None 3 days . .
. . I RA Unit
Consideration
1.4 Affirms or Impugns National
the Petition None 1 da Statistician and
y Civil Registrar
General
1.5 Transmits the
decision to the None 1 day Legal Service
Petition filed to the (Mailer RA Unit)
Local Civil Registrar
Total None 30 days

4. Action on Concerns Answered or Referred by Legal Service

The Legal Service immediately takes action upon receipt of PCC/CCB/8888 Complaints,
ARTA Concerns, Legal Advice, Commendation, Follow-up, Request for Assistance or Inquiry either
by responding or referring the concern to the service/unit of the PSA. The Legal Service is also
mandated to verify/investigate complaints if the need for the same arises.

Legal Service

Complex

Government-to-Citizen (G2C)

Public, Stakeholders and other government agencies

Letter of Concern
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CLIENT STEPS

AGENCY ACTIONS

FEES
TOBE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Transmittal of

the
8888/PCC/CCB
concern to the Legal
Service

1.1. Legal Service to
accept the
letter/acknowledge
the email.

None

10 minutes

Administrative
Assistant

1.2. Control and log
the concern.

None

10 minutes

Administrative
Assistant

1.3. Assess/Route
to the concerned
Legal Assistant for
further action, if
necessary.

None

20 minutes

Administrative
Assistant

1.4. Drafting of the
reply letter  for
concerns addressed
to the Legal Service.

Drafting of the
Referral Letter for
concerns  involving
other service or unit
within PSA.

None

3 days

Legal Assistant

15 Lawyer to
review/comment the
draft reply letter

None

2 days

Lawyer

1.6 Endorsement of
the reply letter to the
Head of the Legal
Service

None

20 minutes

Legal Assistant

1.7 Head of the Legal
Service to review/
/comment/sign  the
draft reply letter

None

1 day

Director of LS

1.8 Transmit the letter
reply to the
concerned agency or
concerned citizen.
Request agency or
citizen to
acknowledge and/or
respond to the
Feedback Form sent
through email, sms
or courier services.

None

7 hours

Administrative
Assistant

Total

6 days and 8 hours
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INTERNATIONAL COOPERATION UNIT

1. Invitation to participate in international official engagement

I nternational organi zations©o requests for
attend/facilitate/moderate international official engagements (e.g., meetings, fora, conferences,
etc.)

Office of the National Statistician
International Cooperation Unit
(ONS-ICU)

Complex

G2G - Government to Government
International Requesting Organizations

A ;
sponsive 1\

1. Invitation and related documents (e.g., | Invitation may be sent to
concept note, agenda, forms, etc.) icu.staff@psa.gov.ph
FEES
TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE TIME RESPONSIBLE
PAID
1. Sendthe | 1.1 Acknowledge receipt | None | 3 minutes Supervising
invitation. of the invitation. Statistical
Specialist/
Statistical
Specialist I/
Statistical Analyst
ONS-ICU
12 Assess and forward | None | 30 minutes Supervising
the request to the concerned Statistical
DNS. Specialist /
Statistical
Specialist 1l [/
Statistical Analyst
ONS-ICU
1.3 Facilitate the | None | 3 days DNS
nomination of participant/s. Concerned PSA
Office
14 Transmit the details | None |5 minutes DNS
of the nominees to ICU. Concerned PSA
Office
None 15 Prepare and send the | None | 2 hours Supervising
nomination form to NSCRG Statistical
for approval. Specialist /
Statistical
Specialist Il /
Statistical Analyst

25
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FEES
TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE TIME RESPONSIBLE
PAID
ONS-ICU
1.6 Approve/Disapprove | None | 3 days NSCRG
the nomination and inform
ICU.
2. Receive | 2.1 Respond to the | None |5 minutes Supervising
the response | invitation. Statistical
from PSA. 211, If PSA will not Specialist/
participate, send regrets Statistical
2.1.2. If PSA will participate, Specialist Il /
send the details of the Statistical Analyst
delegation ONS-ICU
Total None | 6 days, 2 hours and 48 minutes

2.

International requests for data/comments (Data not accessible by ONS-ICU)

International organizations request for data/comments from PSA through ONS-ICU. The unit then
endorses the requests to concerned PSA offices and facilitates the submission to the requesting

party.

Unit
(ONS-ICU)

Office of the National Statistician i International Cooperation

Complex

G2G - Government to Government

1. Request Letter (email)

International Requesting Organizations

Request may be sent to icu.staff@psa.gov.ph

2. Questionnaire (optional)

Requesting Organization

3. Feedback Form ONS-ICU
FEES PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TPOAIIB;DE TIME RESPONSIBLE
1. Send an email | 1. Acknowledge None | 3 minutes Senior Statistical
requesting receipt of the Specialist
data/comments. request. ONS-ICU
2. Assess and | None | 30 minutes Senior Statistical
forward the request to Specialist
the concerned service ONS-ICU
of the PSA.
3. Prepare the | None | 5days Focal
requested Concerned PSA
data/comment. Service
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CLIENT STEPS AGENCY ACTIONS 'Il':(I)EEBSI’E PROCESSING PERSON
PAID TIME RESPONSIBLE
4, Submit the | None 10 minutes Focal
prepared Concerned PSA
data/comment to ICU. Service
2. Receive the | 1. Transmit the | None 2 minutes Senior Statistical
requested requested Specialist
data/comments. data/comment ONS-ICU
(together with the
feedback form).
3. Submit the | 1. Record the | None | 1 hour Senior Statistical
accomplished responses for Specialist
feedback form. monitoring. ONS-ICU
Total None 5 days, 1 hour and 45 minutes
3. International requests for data/comments (Data accessible by ONS-ICU)

International organizations request data/comments from PSA through ONS-ICU. The unit compiles
data from various sources (e.g., OpenSTAT, Statistical Yearbook, etc.) / draft the comments, sends
the compilation/draft to concerned PSA offices for review, and facilitates the submission to the

requesting party.

Office of

(ONS-ICU)

the National
Cooperation Unit

Statistician

T International

Complex

G2B i Government to Business Entity

International Requesting Organizations

concerned PSA service
for review.

1. Request Letter (email) Request may be sent to icu.staff@psa.gov.ph
2. Questionnaire (optional) | Requesting Organization
3. Feedback Form ONS-ICU
CLIENT STEPS AGENCY ACTIONS 'II'ZgEB?E PROCESSING PERSON
PAID TIME RESPONSIBLE
1. Send an email | 1. Acknowledge None | 3 minutes Senior Statistical
requesting receipt of the Specialist
data/comments. request. ONS-ICU
2. Assess and | None |2 days and 4 | Senior Statistical
prepare the requested hours Specialist
data / provide ONS-ICU
comments.
3. Send the | None | 4 days Focal
prepared data/draft Concerned PSA
comments to Service
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CLIENT STEPS AGENCY ACTIONS 'II':(EEB?E PROCESSING PERSON
PAID TIME RESPONSIBLE
4, Return None 10 minutes Focal
reviewed Concerned PSA
data/comment to ICU Service
2. Receive the | 1. Transmit the | None 2 minutes Senior Statistical
requested requested Specialist
data/comments. data/comment ONS-ICU
(together with the
feedback form)
3. Submit the | 1. Record the | None 1 hour Senior Statistical
accomplished responses for Specialist
feedback form. monitoring ONS-ICU
Total None | 6 days, 5 hours and 15 minutes

Note: The process excludes the number of days the questionnaire/request for comment is being
responded by the concerned unit.

4. Study Visits to PSA

Study visit is a service offered by the PSA that allows international organizations to visit the
PSA,

benchmark practices, and | earn about the ag

Office of the National Statistician i International
Cooperation Unit

(ONS-ICU)

Complex

G2G - Government to Government
International Requesting Organizations

be

through:

Invitation may sent

1. Request letter addressed to:
icu.staff@psa.gov.ph
CLAIRE DENNIS S. MAPA, Ph.D.
Undersecretary

National Statistician and Civil Registrar
General

2. Relevant documents (e.g., proposed

program, logistic details, etc.)

Requesting organization

FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TF?A?DE TIME RESPONSIBLE
1. Send the | 1. Acknowledge None 3 minutes Director /
request to PSA. receipt of the Supervising
request. Statistical Specialist
/ Statistical
Specialist Il /
Statistical Analyst
ONS-ICU
2. Review and | None 1 day Director /
forward the request to Supervising
Statistical Specialist
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FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TFS?AIIBDE TIME RESPONSIBLE
the concerned PSA / Statistical
office. Specialist Il /
Statistical Analyst
ONS-ICU
3. Assess  the | None 5 days DNS / ANS/DC
request and inform
ICU on the feasibility
of the request
2. Receive the | 1. Inform the | None Director /
response from PSA. requesting party Supervising
about Statistical
decision
1. Send regrets 5 minutes
if PSA cannot
accommodate
the request.
2. If approved,
prepare and
send the Letter of 5 days
Agreement and
draft program to
the requesting
party
3. Review the | 1. Sign the Letter of | None 1 day NSCRG
program and sign Agreement.
the Letter of | 2. Arrange the | None 7 days ONS-ICU and
Agreement. Return | technical and Concerned PSA
all the documents to | administrative Offices
PSA. aspects of the visit.
4, Visit the | 1. Record None 1 hour Supervising
PSA and submit the responses for Statistical Specialist
accomplish monitoring. / Statistical
evaluation form at Specialist Il /
the end of the Statistical Analyst
program. ONS-ICU
Total None 19 days, 1 hour and 8 minutes
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PHILSYS REGISTRY OFFICE
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1. Registration to the Philippine Identification System (PhilSys)

This process involves the collection of demographic and biometric information of Citizen or resident
aliens in the Philippines to the PhilSys. Subsequently, the collected information shall undergo
deduplication and back-end validation to ensure the uniqueness of the identity of the applicant.
Once validated, the applicant shall be issued a PhilSys Number (PSN). Upon successful
registration and generation of the PSN, the Philippine Identification (PhillD) shall be printed and

issued to the registered person.

Office or Division: PhilSys Registry Office
Classification: Highly Technical

Type of Transaction: G2C - Government to Citizen
Who may avail: General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

letters:
Full Name
Sex
Date of Birth
Place of Birth
Blood Type
Permanent Address
Present Address
Filipino or Resident Alien
Marital Status (Optional)
Mobile Number (Optional)
Email Address (Optional)

1. Accomplished one (1) PhilSys Registration
Form with the following information in capital

1. PhilSys Registration Centers

2. At least one (1) identification document.

List of Acceptable Identification Documents

Primary Documents:

2. Government Agencies, Non-Government
Organizations, Private Entities, Academe,
Local Government Unit (LGU)

1. Philippine Statistics Authority and other
government agency;
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Certificate of Live Birth (OCRG Form No. | 2. Department of Foreign Affairs;
101 and 102) or Report of Birth AND one | 3. Government Service Insurance System or
(1) government-issued identification Social Security System; or
document which bears full name, front- [ 4. Land Transportation Office.
facing photograph, and signature or thumb
mark;
2. Philippine Passport or ePassport;
3. Unified Multi-purpose Identification (UMID)
Card; or
4. Student 6s License -
Profes si onal / Professio
In case the applicant does not have any of the
Primary Documents, any of the
Alternative/Additional Documents shall suffice.
Alternative/Additional Documents:
1. Certificate of Live Birth: 1. Phil_ippine .Stgtistics_ Authority -o.r
2. Report of Birth; Natlpnal Stgtlstlcs Office or Local Civil
3. Certificate of Foundling or Certificate of Reglstw Office; o .
Live Birth of Person with No Known 2 Ph|l'|pp|ne .StE:Tt'[IS'[ICS. A“”‘"”FY 'or
Parent/s: Nangnal Stapstlcs Office or Philippine
4. IBP Card: Fo-r(.elgrll Serwcg Post; -
5. PRC ID: 3. Philippine Statistics Authgrlty;
6. Seamands Bo ok (Se 4, Integrat_ed Bar of the ?hlllpplnes (I_BP.);
Book); 5. Professional Regulation Commission
7. OWWA E-Card; (PRC); _
8 Senior Citizends 1D 6. Maritime Industry Authority;
9. SSSID: 7. Over.sgas . Workers Welfare
10. Pantawid Pamilyang Pilipino Program Adr.mnlstratlon. (OW_WA); )
(4Ps) ID; 8. Office of Senior Cltlzgn Affairs and/or
11. License to Own or Possess Firearms LOC‘T’II Goverr?ment Units (LGU);
(LTOPF) ID; 9. Social Security System (SSS);
12. NBI Clearance: 10. Department of Social Welfare and
13. Police Clearance/ID; De'v.elo.pment _(DSWD);_
14.So0l 0 Parentés | D: 11. Phll'lpplne National Pollce'(PNP);
15. Person with Disability (PWD) ID; 12. Na-tllongl Buregu of Invgstlgatlon (NBI);
16.Voteros | D: 13. Philippine National qulce (PNP);
17. Postal ID; 14. Department of Social Welfare and
18. Taxpayer Identification Number (TIN) ID; Development;
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

19. PhilHealth ID;

20.Speci al Resi dent
21. National ID from other countries;
22. Residence ID from other countries;
23. Professional Identification Card;
24. Eligibility Card;
25.Dependent d6s | D;

26.,Retireeds | D;
27. Conductor's License;
28. Philippine  Veterans  Affairs

Re

Office

Pensioner's ID (Veteran or Dependent);
29. Seafarer's Identity Document (Seaman's

ID);
30. Tribal Certificate/ID;

31. Certificate of Confirmation or Certificate of

Indigenous Cultural

(ICCs)/Indigenous

Membership (CIPM);
32. Certificate of Tribal Membership; or
33. Identification Certificate (IC).

Peoples

Communities
(IPs)

15.

16.
17.

18.
19.

20.
21.
22.
23.
24,
25.

26.
27.
28.
29.
30.

31.

32.

33.

National Council of Disability Affairs or
its regional counterpart, Office of the
Mayor, Department of Social Welfare
and Development Office and other
participating organizations with a
Memorandum of Agreement with the
Department of Health;

Commission on Elections;

Philippine Postal Corporation (Post
Office);

Bureau of Internal Revenue;

Philippine Health Insurance
Corporation;

Philippine Retirement Authority;

Issuing country;

Issuing country;

Maritime Industry Authority;

Civil Service Commission;

Armed Forces of the Philippines and
Philippine National Police;

Philippine National Police, Armed
Forces of the Philippines and Philippine
Coast Guard;

Land Transportation Office;

Philippine Veterans Affairs Office;
Maritime Industry Authority;

Tribal Affairs Office under the Office of
the Mayor (if applicable);

National Commission on Indigenous
Peoples/Tribal Leader of Indigenous

Cultural  Communities/ Indigenous
Peoples;
National Commission on Muslim
Filipinos; or

Philippine Consulate General.
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Employer;
2. Academic Institutions;
The following identification documents shall be 3. Issuing City/Municipality;
accepted as Alternative/ Additional Documents 4. Issuing Barangay;
provided that these have a front-facing 5. Issuing Barangay;
photograph, signature or thumb mark, full name, 6. Commission on Elections:
permanent address and date of birth: 7. Bureau of Jail Management and

1. Employee ID;

2. School ID
For pre-school, elementary and
secondary, signature or thumbmark
of the ID owner is not required.

3. City/Municipal ID;

4. Barangay Clearance/Certificate
This shall contain a statement of the
Barangay Chairman that he/she
personally verified the app !l i |
residency and that the applicant has
been residing there for at least six
months prior to PhilSys registration.

5. Barangay ID;

6. Vot er 0s Certificat

COMELEC;
7. Prison Record; or
8. Certificate of Detention.

Penology; or
8. Philippine National Police or Bureau
of Jail Management and Penology.

. For the claiming of PhillD, present any of the
following:
a. Transaction Slip; or
b. Identification and/or supporting document/s
presented during registration.

In case of an authorized representative, he/she
may claim the PhillD of the registered person
provided that he/she presents the following:

a. Authorization letter;

b. Valid identification document of the
registered person; and

c. Valid identification document of the

authorized representative.

a. PSA-based and LGU-based Registration

Centers
b. Government Agencies, Non-
Government  Organizations,  Private

Entities, Academe, LGU
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the | 1.1. Review the | None 5 minutes Screener
duly consistency  of
accomplished the  information PhilSys
PhilSys on the PhilSys Registration Team
Registration Registration (PRT)
Form and Form against the
present  the identification
identification and/or
and/or supporting
supporting document/s
document/s to presented.
the Screener.
1.2. Affix full name
and signature in
the PhilSys
Registration
Form and return
the identification
and/or
supporting
document/s  to
the applicant.
1.3. Assist the | None 1 minute Registration
applicant to the Center Supervisor
Registration  Kit
Operator waiting PhilSys
area. Registration Team
(PRT)
2. Proceed to the |2.1. Encode the [ None 5 minutes Registration Kit

Registration
Kit  Operator
and present
the  PhilSys
Registration
Form and
identification
and/or
supporting
document/s.

demographic
information  of
the applicant.

Operator

PhilSys

Registration Team

(PRT)
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
2.2. Review the | None 4 minutes Registration Kit

consistency  of
the demographic
information
based on
submitted
identification
and/or

supporting
document/s.

the

2.3. Scan the
identification
and/or
supporting

document/s.

2.4, the

the

Capture
irises  of
applicant.

2.5. Capture the 10
functional
fingerprints  of

the applicant.

2.6. Capture the
front-facing
photograph  of

the applicant.

Note: Biometric
exceptions/forced

capture will apply if
there is a physical
impossibility to
capture a complete
set of  biometric
information due to
medical or physical
disability or if the

Operator

PhilSys
Registration Team
(PRT)
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FEES TO | PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

complete set does not

meet the minimum

threshold standards.
Registration
Center Supervisor
PhilSys
Registration Team
(PRT)

3. Review and|3.1. Confirm the | None 3 minutes Registration Kit
confirm the correctness  of Operator
correctness of demographic
demographic and  biometric PhilSys
and biometric information. Registration Team
information. (PRT)

4. Affirm the | 4.1. Read and | None 2 minutes Registration Kit
collection  of explain the Operator
their data for Disclosure under
PhilSys Section 12 of the PhilSys
registration Data Privacy Act Registration Team
and other of 2012 as (PRT)
services. reflected in the

PhilSys

Registration

Client System.

None 4.2. Print the [ None 1 minute Registration Kit

Transaction Slip. Operator
PhilSys
Registration Team
(PRT)

5. Receive the [5.1. Return the [ None 1 minute Registration Kit
identification identification Operator
and/or and/or
supporting supporting
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FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

documents documents and PhilSys

and the provide the Registration Team
printed Transaction Slip (PRT)
Transaction to the applicant.

Slip.

None 5.2. Approve and | None 2 minutes per data | Registration
upload data packet Center Supervisor
packet to the '
server. PhilSys

Registration Team
(PRT)

None 5.3. Perform None 15 minutes None
demographic
and/or biometric
deduplication. Note: The | Note: This

duration may be | deduplication
shortened process is being
depending on the | performed by the
capacity of the [ system.
system.
In case of a potential
duplicate:
Conduct identity
validation through the
following:
a. Automated
Blom.e.tnc. 15 minutes
Identification Registration
System (ABIS) Officers I, Il and 1l
Manual
Adjudication Identity Validation
Subsystem; Division
and/or
b. Manual 22 minutes
Verification
System.

37

@
uoe‘t’;}



e,
SPonsive *

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

Note: In case of Registration

possible fraud cases, Officers I, Il and lll

conduct a fact-finding

and filing of Fraud

appropriate  action, Management

when necessary. Division

None 5.4. Generate None 1 minute None

PSN/PCN.

Note: The | Note: This
duration may be | process is system-
shortened generated.
depending on the
capacity of the
system.

5.5. Conduct PhillD | None 5 days, 1 hour and | Information
Production, 25 minutes per | Systems Analyst |
Kitting and batch and I, Shift
Release to Supervisor,
Delivery Partner. Printing Quality

Inspector I,
Computer

Note: 1 batch Operator I

consists of 4,500

records. ID Processing and

i. Batch Creation;

ii. Data Preparation
System;

iii. Photo Cropping;

Management
Division, AllCard,
Bangko Sentral ng
Pilipinas
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
iv. Card
Personalization
(Laser);
v. Card
Personalization
(DOD);
vi. Visual Inspection;
vii. Quality Checking
of  Personalized
Cards;
viii. Card Carrier
Printing;
ix. Card Kitting;
X. Quality Checking
of Kitted Cards;
xi. Certificate of
Mailing
Generation;
xii. Temporary
Storage of PhillDs
at Bangko Sentral
ng Pilipinas; and
xiii. Turnover of Kitted
Cards to Post
Office.

None 5.6. Processing None 5 to 30 working | Philippine Postal
and days Corporation
distribution of
PhillDs to local (Post Office)

Post Offices.

Note:

- within 5 working
days for delivery
address  within
National Capital
Region

- within 7 working
days for delivery
address  within
Luzon, Visayas,
and Mindanao
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
- within 30
working  days
for delivery
address for
remote and far-
flung areas

6. Present the|6.1. Deliver the | None 1 minute Philippine  Postal
Transaction PhillD to the Corporation
Slip or address of the
identification card owner. (Post Office)
and/or
supporting
document/s 6.2. Match the
presented transaction
during number in the
registration. Transaction

Slip or full
name found in
the
identification
and/or
supporting
document/s.

7. Affix 7.1. Release the | None 3 minutes Philippine  Postal
signature to enclosed Corporation
the delivery PhillD.
receipt. (Post Office)

If there is no possible duplicate:

TOTAL processing time of PhilSys | None 10 Working days,

Registration if the delivery address is 2 hours, and 9

within NCR: minutes

TOTAL processing time of PhilSys | None 12 Working days,

Registration if the delivery address is 2 hours, and 9

within Luzon, Visayas, or Mindanao: minutes

TOTAL processing time of PhilSys | None 35 Working days,

Registration if the delivery address is in
remote and far-flung areas:

2 hours, and 9
minutes
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
If there is a potential duplicate:
TOTAL processing time of PhilSys | None 10 Working days,
Registration if there is a possible 2 hours, and 46
duplicate and the delivery address is minutes
within NCR:
TOTAL processing time of PhilSys | None 12 Working days,
Registration if the delivery address is 2 hours, and 46
within Luzon, Visayas, or Mindanao: minutes
TOTAL processing time of PhilSys | None 35 Working days,
Registration if the delivery address is in 2 hours, and 46
remote and far-flung areas: minutes
2. Issuance of ePhillD (Printed) at PhilSys Registration Center

Issuance of the ePhillD is a proactive strategy of the Philippine Statistics Authority that allows
registered persons to immediately enjoy the benefits of the PhillD, such as better access to public
and private services. Registered persons with available PhilSys Number may avail of the ePhillD
issuance in their preferred PhilSys Registration Center.

The ePhillD has the same functionality and validity as the PhillD card. For every PhilSys registered
person, a physical PhillD card is allocated. Hence, registered persons will still receive their PhillD
card even if they have already claimed their ePhillD.

Of fice or Di|Phil Sys Registry Office
Classificati| Si mpl e

Type of Tran| G2CGGovernment to Citizen
Who may avai| Gener al Publ i c

CHECKLI| SRE@¥FI REMENT S

WHERE TO SECURE

bearing the name of the client.

1. A printed or electronic copy of the Transaction
Reference Number (TRN) or transaction slip

Any selected PhilSys Registration Centers
and mobile teams.

2. Appointment Reference Number

https://trn-verifier.philsys.gov.ph/
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FEES PROCESSI NPERSON
GIL SN S 1) A B IRG ACTIBE PAI|TI ME RESPONSI B
1. Accessthelink | 1.1. Provide the | None 2 minutes None
https://trn- status of the
verifier.philsys. availability of Note: This
gov.ph/ and the PSN/ process is being
encode the 29- ePhillD. performed by the
digit TRN to system.
check the
availability of
the PSN/
ePhillD.
2. Once verified, | 2.1. Provide the | None 2 minutes None
schedule an appointment
appointment at slip together Note: This
the preferred with the ARN. process is being
PhilSys performed by the
Registration system.
Center and
save a
screenshot or
print the
appointment
Slip together
with the ARN.
3. Arrive at the |3.1. Receive the | None 2 minutes Screener
PhilSys requesting PhilSys
Registration party. Registration Team
Center and (PRT)
proceed to the | 3.2.  Ask the
Screening requesting
Area. party to
present a
physical or
digital copy of
the
transaction
slip.
Note: In the absence
of the TRN, the
Screener shall advise
the requesting party to
wait for the delivery of
the PhillD.
4. Present a|4.l. Confirm if the | None 2 minutes Screener
copy of the requesting PhilSys
transaction party is the Registration Team
slip. owner of the (PRT)
transaction
slip and if
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FEES PROCESSI NPERSON

CLIENT $ynbENCY ACTIBE PAI|[TI ME RESPONSI B

he/she

received

his/her PhillD.
Note: If the requesting
party is an authorized
representative of the
owner of the
transaction slip,
request him/her to
present an
authorization letter or
a birth/marriage
certificate as proof of
relationship, if
applicable.

5. Proceed to|5.1. Encode the | None 5 minutes Registration Kit
the 29-digit TRN. Operator PhilSys
Registration Registration Team
Kit Operator | 5.2. Search the (PRT)

Station and availability of
present the the requesting
transaction partyoés
slip. ePhillD.
Note: Requesting
parties without

available ePhillD shall
be required to fill out
the prescribed TRN
log sheet. The
information provided
through the log sheet
shall be wused to
inform the registered
person once his/her

ePhillD becomes

available.

5.3.  Verify the
identity by
comparing the
face of the
requesting

party and the
front-facing
photograph
displayed on
the screen.
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CLI ENT ST

AGENCY ACTI

FEES
BE PAI

PROCESSI N
T1I ME

PERSON
RESPONSI

B

Note: In case of any
discrepancy, request
to present
identification  and/or
supporting
documents.

5.4. Download the
PDF file.

5.5.  Enterthe eight
- character
password
(first four
letters of the
first name and
year of birth)
to open the
PDF file.

5.6. Scan the QR
code  using
https://verify?2.

philsys.gov.ph
to check the

consistency
between the
demographic
information
and
embedded
photo in the
QR code and
the ePhillD.
5.7.

Print the

ePhilID.
5.8. Read
reminders
written at the
bottom part of
the printed
ePhillD.

the

Receive the
printed
ePhillD and
transaction
slip.

6.1. Issue the
printed
ePhillD
return

transaction

slip.

and
the

None

2 minutes

Registration
Operator

Kit

PhilSys

Registration Team

(PRT)
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CLI ENT ST

AGENCY ACTI

FEES
BE PAI

PROCESSI N
T1I ME

PERSON
RESPONSI B

6.2.

Keep a record
of TRNs from
all issued
and/or
unissued
ePhillD
transactions
in the log
sheet.

None

6.3.

Permanently
delete the
softcopy of the
downloaded
ePhillD at the
end of
operational
hours.

None

2 minutes

Registration Kit
Operator PhilSys
Registration Team
(PRT)

TOTAL:

None

17 minute

REGISTRATION MANAGEMENT DIVISION

External Services

1. Establishment of Partnerships on the Conduct of Institutional Registration and
ePhillD Issuance

One of the core functions of the Registration Management Division (RMD) is to collaborate with
national government agencies and local government units to ensure the registration of Citizen and
resident aliens into the PhilSys. Hence, the RMD coordinates with line agencies and private
institutions for the conduct of institutional registration and ePhillD issuance.

Institutional registration refers to the conduct of registrations sequentially at the premises of the
partner institution. In October 2022, the Philippine Statistics Authority expanded its services for the

gener al

publ i c

t o i

necl

ude

ePhil I D

i ssuance.

proactive initiative to accelerate the provision of PhilSys credentials to registered persons and

facilitate the transition to the digital economy.

The institutional approach provides institutions with convenient means to provide PhilSys services
to clustered populations.

&g

The

Of fice or Di| Registration Management Divisio
Classificati| Highly Technical
Type of Tran| G2BGovernment to BG®M earersme n tG2tGo
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Who may avai]| Government agencies, non-government organizations, private
companies, residential facilites, peopl eds organi

CHECKLI ST OF REQUI REMEN]l WHERE TO SECURE

1. Request Letter (Original/Scanned Copy) | Requesting government and private

containing the following: agencies, companies and general public.
1 No. of possible registrants
9 Contact person and details
91 Date/time availability schedule
9 Office space and equipment needed
1 Internet requirements
FEES
PROCESSI NNPERSON
CLI ENT STEAGENCY ACTI|TO ETIME RESPONSI B
PAI D
1. Submilteta|1.1.  Acknowledge None 4 hours Registration

request receipt of the Officer I/l
addr ess e/ email.
Nati onal
Statisti¢l2. Endorse  the
t hrough copy of the
rmd. st aff letter of request
ov. ph to the Division

Chief for

perusal.

None 13. Assign None 4 hours Registration
l etter ( Officer V
t o sta
appropri
action.

None 14. Draft a| None 4 hours Registration
endor sin Officer I/1I/1lI
request
assigned
Provinci
Statisti
Oof fice (

None 1.5. Review and | None 1 day Registration
endorse the Officer IV
draft letter to
the Division
Chief.

None 1.6. Review and | None 1 day Registration
route the final Officer V,
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FEES
PROCESSI NNPERSON
CLI ENT STEHAGENCY ACTI|TO ETIME RESPONSI B
PAI D
draft letter to Registration
the Office of the Officer I/l
Deputy
National
Statistician.

None 1.7. Review, sign | None 3 days Deputy  National
and revert the Statistician
approved letter
to the RMD.

None 1.8. Emalil the | None 1 hour Registration
signed letter to Officer I/ll
the requesting
party and set a
meeting  with
the requesting
party and the
assigned PSO.

2. Acknowledge 2.1.  Confirm None 1 hour Registration
the request and meeting Officer I/1I/1N
provide schedule.
preferred
meeting
schedule.

None 2.2. Conduct a | None 4 hours Registration
meeting  with Officer V/IVII
the requesting
party and the
assigned PSO.

None 2.3. Provide a | None 1 day PSO
confirmation
date on the
actual
registration and
ePhillD
Issuance.

TOTAL: None 8 days and 6

hours

2. Establishment of Partnerships on the Conduct of Institutional Registration and
ePhillD Issuance
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Section 9 of Republic Act No. 11055 or the Philippine Identification System (PhilSys) Act
enumerated the list of government agencies and government-owned and controlled corporations
(GOCCs) that will serve as registration centers for PhilSys. This provision also authorizes the PSA
to assign other government agencies and GOCCs as registration centers if needed.

Further, Section 2 of the same Act also recognizes the indispensable role of the private sector in
promoting the use and ensuring maximum efficiency of the PhilSys. In this regard, the Registration
Management Division consistent with its core functions, leads the establishment of partnerships on
the setting up of PhilSys co-location sites.

Office or Division:

Registration Management Division

Classification:

Highly Technical

Type of Transaction:

G2B i Government to Business; G2G i Government to Government

Who may avail:

Government agencies,
companies, and residential facilities

non-government organizations, private

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

needed

1. Request Letter containing the following:
1 Contact person and details
1 Date/time availability schedule
1 Require Office space and equipment

1 Internet requirements
2. Memorandum of Agreement (MOA)

Requesting

government and private
agencies, companies, and institutions.

FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TO BE TIME RESPONSIBLE
PAID
1. Submit a letter of | 1.1. Acknowledge None 4 hours Registration
request receipt of the Officer I/l
addressed to the email.
National
Statistician  via | 1.2. Endorse the
email at copy of the letter
rmd.staff@psa.g of request to the
ov.ph. Division Chief for
perusal.

None 1.3. Assign the | None 4 hours Registration
drafting of Officer V
proposal letter on
the partnershipin
setting up of
PhilSys co-
location sites.
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FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TO BE TIME RESPONSIBLE
PAID

None 1.4. Draft the | None 4 hours Registration
proposal letter. Officer IV

None 1.5. Review and | None 4 hours Registration
route the draft Officer V,
letter to the Registration
Office of the Officer I/l
Deputy National
Statistician.

None 1.6. Review and | None 1 day Deputy  National
endorse the Statistician
letter to the
Office of the
National
Statistician ~ for
signature.

None 1.7. Review, sign and | None 3 days National
revert the Statistician,
approved letter Executive
to the RMD. Assistant

None 1.8. Email the | None 1 hour Registration
approved letter Officer I/1I/1I
to the partner
entity and the
assigned PSO
and set a
meeting to
discuss the co-
location
partnership.

2. Acknowledge 2.1. Confirm meeting | None 1 hour Registration
the request and schedule. Officer I/1I/1II
provide
preferred
meeting
schedule.

None 2.2. Conduct a | None 2 hours Registration

meeting with the Officer
partner entity to V/IVIIII
discuss the co-

location

partnership

including the

contents of the

MOA.
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FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TO BE TIME RESPONSIBLE
PAID
None 2.3. Draft and | None 3 days Registration
prepare the Officer
MOA. nminv
None 2.4. Email the | None 1 hour Registration
approved Officer
template of the 1/l
MOA to the
partner entity for
comments.
3. Revert MOA to | 3.1. Input comments | None 4 hours Registration
PSA with of partner entity Officer
comments of on the draft Y
their Legal team. MOA.
None 3.2. Endorse draft | None 1 day Registration
MOA to PSA Officer
Legal Service for V
review and
comments.

None 3.3. Integrate None 4 hours Registration
comments of Officer
PSA Legal 1/i/mnv
Service on the
draft MOA.

None 3.4. Endorse the | None 4 hours Registration
revised MOA to Officer
the Office of the V
Deputy National
Statistician ~ for
review.

None 3.5. Review and | None 1 day Deputy  National
endorse revised Statistician
MOA to the
Office of the
National
Statistician ~ for
signature.
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FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TO BE TIME RESPONSIBLE
PAID
None 3.6. Review, sign and | None 3 days National
revert the signed Statistician,
MOA to the Executive
RMD. Assistant
None 3.7. Route to PSA | None 1 day National
Legal Service for Statistician,
clearance and/or Executive
signature. Assistant
None 3.8. Receive and | None 1 hour Registration
send signed Officer
MOA to the I/
partner entity for
their signature.
4. Revertthe signed | 4.1. Process the | None 1 hour Registration
MOA to PSA. notarization  of Officer
the signed MOA. 1/l
5. Received the | 5.1. Provide the Registration
notarized copy of notarized copy to | None 1 hour Officer
the MOA. the partner I
entity.
TOTAL.: None 17 days and 5
hours

ID PROCESSING AND MANAGEMENT DIVISION
Internal Services
1. Evaluation of Billing Statements from Bangko Sentral ng Pilipinas (BSP)

The Philippine Statistics Authority-Bids and Awards Committee (PSA-BAC), upon due observance
of the procurement procedures set forth in the 2016 Revised IRR of Republic Act No. 9184,
recommended the award of the contract for PhilSys card production and card personalization
system and machines to BSP. Thus, the PSA engages the services of the BSP through Agency-
to- Agency Agreement.

The payment shall be made upon compliance with documentary requirements, and in accordance
with the schedule and the terms and conditions stated in the Implementing Guidelines of the
Agreement.

Office or Division: ID Processing and Management Division

Classification: Highly Technical
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Type of Transaction:

G2G i Government to Government

e,
SPonsive *

Who may avail:

Bangko Sentral ng Pilipinas

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Statement of Account/Sales Invoice

2. Summary of Billing (List of Delivery
Receipts and Quantity)

3. Detailed Delivery Receipts (PSA
Batch Number, Inclusive Serial Number,
Quantity of Good and Reject)

Bangko Sentral ng Pilipinas

Inspection and Acceptance Report

PhilSys Registry Office - Office of the
Deputy National Statistician

CLIENT STEPS AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submit
billing
documents.

1.1. Receive and | None
endorse the
billing
documents of
the BSP to the
ID Processing
and
Management
Division
(IDPMD).

the

Office of the
Deputy  National
Statistician

1 day

1.2. Receive the | None
endorsed
billing
documents
and route to

the reviewer.

None

Administrative
Assistant IDPMD

6 minutes

1.3.
ew
detailed
delivery
receipts
based on the
Notice of
Delivery and
Delivery
Receipts
(NDDR) in the
billing
documents.

Revi | None

the

None

Information
Systems Analyst I
T Distribution
Operations
Section
IDPMD

1 day
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FEES TO | PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID | TIME RESPONSIBLE

1.4. For
ward the
reviewed
billing
documents to
the
Administrative
Assistant.

Note: Voluminous
biling  documents
are being checked
on a monthly basis.

None 1.5. Endorse the | None 1 minute Administrative
billing Assistant IDPMD
documents to
the evaluator.

None None 1 hour Information

1.6. Conform and Technology Officer
sign the I'i Personalization
detailed and Kitting
delivery Operations
receipts. Section

IDPMD

None 1.7. Endorse the | None 1 minute Administrative
BSP billing Assistant IDPMD
documents to
the Inspection
Officer for
signature.

None 1.8. Sign the | None 10 minutes Inspection Officer
il nspect (Division Chief)
box in the IDPMD
Inspection and
Acceptance
Report (IAR).

None 1.9. Endorse the | None 10 minutes Administrative
billing Assistant
documents to IDPMD
the Office of the
Assistant
National
Statistician for
signature.
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FEES TO | PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID | TIME RESPONSIBLE

None 1.10. Sign the | None 1 day Assistant National

AAccept & Statistician
box in the IAR. PCMS/ROS

None 1.11. Receive, None 1 hour Administrative
control and Assistant IDPMD
scan the
signed billing
documents.

None 1.12. Prepare None 1 day Information
Justification/ Technology Officer
Observations I/
on PhillD Information
Card Systems Analyst Il
Personalizati- T Personalization
on for the and Kitting
billing period. Operations

Section
IDPMD

None 1.13. Review and | None 1 hour Division Chief
sign the draft IDPMD
Observations
on PhillD
Card
Personalizati-
on document.

None 1.14. Endorse the | None 10 minutes Administrative
Observations Assistant IDPMD
on PhillD
Card
Personalizati-
on document
to the ANS.

None 1.15. Review and | None 1 day Assistant National
initially ~ sign Statistician Policy
the Coordination
Observations MS/ROS
on PhillD
Card
Personalizati-
on document.

None 1.16. Endorse the | None 10 minutes Administrative
Observations Assistant
on PhillD PCMS/ROS
Card

Personalizati-
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

on document
to the Office of
the  Deputy
National
Statistician.

None

1.17.

Review and
initially  sign
the

Observations
on PhillD
Card

Personalizati-
on document.

None

2 days

Deputy  National
Statistician
Office
National
Statistician

Deputy

None

1.18.

Endorse the
Observations
on PhillD
Card
Personalizati-
on document
to the Office of
the National
Statistician.

None

10 minutes

Administrative
Assistant
ODNS

None

1.19.

Review and
approve the
Observations
on PhillD
Card

Personalizati-
on document
(waiting time
not included).

None

3 days

National
Statistician and
Civil Registrar
General

ONS

None

1.20.

Receive,
control and
scan the
approved
Observations
on PhillD
Card
Personalizati-
on document.

None

30 minutes

Administrative
Assistant IDPMD

None

1.21.

Check the
billing
documents if
all are signed
and attach the
approved

None

30 minutes

Administrative
Assistant IDPMD
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FEES TO [ PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS | e oA D | TIME RESPONSIBLE

Observations
on PhillD
Card
Personalizatio
n to the billing
documents.

None 1.22. Prepare None 5 minutes Administrative
transmittal/ro Assistant IDPMD
uting slip.

None 1.23. Endorse the | None 30 minutes Administrative
completed, Assistant IDPMD
signed and
approved
billing
documents to
General
Services
Division
(GSD).

None 1.24. Process the | None 5 days Administrative
billing Assistant/
documents. Officer

GSD

Note: GSD  will
check and verify the
BSP billing
documents and
endorse to the next
biling  processors
(Accounting and
Budget Division).

TOTAL: None 14 days, 4 hours
and 33 minutes

2. Evaluation of Billing Statements from Philippine Postal Corporation Inc. (Post
Office)

The PSA engages the services of the Post Office as the only government-owned and
controlled corporation engaged in the business of carrying and delivering mail. Likewise,
the Post Office has the capability to dispatch postal items anywhere in the world where mail
delivery is possible, in the most economical, efficient, reliable manner, and at reasonable
cost, including the door-to-door delivery of PhillDs.
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The PSA shall pay the Post Office within 15 working days upon receipt of the documentary
requirements stated in the contract.

Office or Division: ID Processing and Management Division

Classification: Complex

Type of Transaction: G2G i Government to Government

Who may avail: Philippine Postal Corporation Inc. (Post Office)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Statement of Account/Sales Invoice

2. Summary of PhillD Delivery Updates

3. Summary of Individual Updated
Delivery Status (Delivered and Return-To-
Sender) per batch

4. Certificate of Mailing

5. Detailed Individual Updated Delivery
Status per batch

Philippine Postal Corporation Inc. (Post
Office)

CLIENT STEPS

AGENCY ACTIONS

FEES
BE PAID

TO | PROCESSING

TIME

PERSON
RESPONSIBLE

1. Submit
billing
documents

the | 1.1. and | None

the

Receive
endorse
billing
documents of
the Post Office
to the ID
Processing
and
Management
Division
(IDPMD).

Office  of the
Deputy  National
Statistician

1 day

1.2. Receive the | None
endorsed
billing

documents.

None

Administrative
Assistant IDPMD

5 minutes

1.3. Chec
k and verify
the Summary
of PhillD
Delivery
Updates
based on the
attached
detailed

None None

Information
Systems Analyst I
T Distribution
Operations
Section

3 days

IDPMD
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CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Individual Administrative
Updated Assistant IDPMD
Delivery
Status.

Note:  Voluminous
billing documents are
being checked on a
monthly basis.

None 1.4. Endorse the | None 5 minutes Administrative
billing Assistant IDPMD
documents to
the ITO |
(DOS).

None 1.5. Review and | None 4 hours Information
sign the Technology Officer
Summary  of I 1 Distribution
Individual Operations
Updated Section
Delivery IDPMD
Status
(Delivered and
Return-To-

Sender) per
batch.

None 1.6. Endorse the | None 5 minutes Administrative
billing Assistant IDPMD
documents to
certify its
completeness.

None 1.7. Sign the | None 1 day Division Chief
Summary  of IDPMD
Individual
Updated
Delivery
Status
(Delivered and
Return-To-

Sender) per
batch.

None 1.8. Scan and sort | None 3 hours Administrative
all the Assistant IDPMD
reviewed and
signed  Post
Office  hilling
documents.

58

R, &
SPonsive *




e,
SPonsive *

CLIENT STEPS

AGENCY ACTIONS

FEES
BE PAID

TO

PROCESSING
TIME

PERSON
RESPONSIBLE

None

1.9. the

and

Endorse
signed
completed
billing
documents to
GSD for
processing.

None

30 minutes

Administrative
Assistant IDPMD

None

1.10.Process the
billing

documents.

Note: GSD  will
check and verify the
billing documents
and endorse them to
the next  billing
processors

(Accounting

Budget Division).

and

None

5 days

Administrative
Assistant/
Officer

GSD

TOTAL:

None

10 days and 45

minutes

INFRASTRUCTURE AND SYSTEMS MANAGEMENT DIVISION

Internal Services

1. Request for Account Creation, Updating, Reactivation, Deactivation and Password
Reset for PhilSys Accounts (Digital Card Service, Matrix System, PhilSys Cloud)

In order to access their authorized systems (e.g. Digital Card Service, Matrix, and PhilSys Cloud),
the Philippine Statistics Authority Central Office and Field Offices authorized personnel shall
request credentials from the Infrastructure and System Management Division through the

submission of an approved PhilSys Account Request Form.

Digital Card Service

The Digital Card Service is used for downloading the ePhillD cards using the admin portal. The
admin with the role "DIGITALCARD_ADMIN" can download the digital copy of the card - ePhillD,
in PDF format, for the registrants. This ePhillD refers to the digital version of the PhillD printed on

a piece of paper (printed

Matrix

ePhil I D)

or

may

be

stored in

t he

Matrix System or the Matrix is an open-source web-based project management and issue tracking

tool

https://matrix.philsys.gov.ph/.
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The PhilSys cloud is used for file sharing and as a repository of documents through

https://cloud.philsys.gov.ph.

A. Request for Account Creation, Updating, and Reactivation for PhilSys Accounts
(Digital Card Service, Matrix System, PhilSys Cloud)

Office or Division:

Infrastructure and Systems Management Division

Classification: Complex

Type of Transaction:

G2G i Government to Government

Who may avail:

PhilSys Registry Office

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Accomplished PhilSys Account Request Form
(PARF) with the following information:

I. Type of Request

New Account

Account Updating

Account Reactivation
Account Deactivation

O« O« O¢« O«

Il. Account Holder Information
0 Last Name
First Name
Middle Name
Suffix
Designation
Province/Region
Office/Company
Unit/Division/Service
Employee ID No.
Contact No.
Email Address
Employment Status:
1. COsw
2. Regular
3. External/Non-PSA
lll. Selection of Required Access
0 PhilSys Information System Account
0  System name
1. Digital Card Service
2. Matrix System
3. PhilSys Cloud
0  Project name/Folder name
0 Purpose of account

O¢ O¢ O¢ O« O¢ O¢ O« O« O¢ O¢ O« O

Infrastructure and Systems Management
Division through the Matrix
(https://matrix.philsys.gov.ph)

1. Accomplished ePARF

https://bit.ly/ISMD-ePARF
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FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Submit the | 1.1. Monitor None 5 minutes Computer
filled-out responses in Maintenance
ePARF the Google Technologist |
(Google Form link.
Form) and
upload the
approved
PARF.
None 1.2. Print the | None 1 minute Computer
approved Maintenance
PARF. Technologist |
None 1.3. Check the | None 3 minutes Information
completeness Systems  Analyst
and assess the 17 Computer
accuracy  of Maintenance
the information Technologist Il
in the PARF.
Note: If the
information is
incorrect and/or
incomplete,  return
the PARF to the
requestor for
correction/
completion.
None 1.4. Endorse the | None 1 minute Administrative
PARF to the Assistant
Division Chief.
None 1.5. Approve/ None 4 minutes Information
disapprove the Technology Officer

received

PARF and
return the form
to the AA for
dissemination.

Note: If the request
is disapproved,
return the form to the
requestor via email

[/
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FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS PAID TIME RESPONSIBLE
None 1.6. Distribute the | None 1 minute Administrative
approved Assistant
PARF to
designated
personnel for
appropriate
action.
None 1.7. Provide the | None 10 minutes Computer
corresponding Maintenance
action (i.e., Technologist 11/]
account / Information
creation, Systems  Analyst
updating of [/
information
and
reactivation).
1.8. Send the login | None 5 minutes Computer
None credentials Maintenance
(i.e., Technologist |
username and
password) to
the email
address
provided in the
PARF.
For Matrix:
Sending of login
credentials is system
automated.

2. Receive the | 2.1. Record the | None 5 minutes Computer
credentials action taken, Maintenance
and access username, Technologist I/
the system and the Information
using their processor's Systems  Analyst
credentials. name, 1/

signature, and
date in Section
IV of the
PARF.
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FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS PAID TIME RESPONSIBLE
TOTAL: None 35 minutes

B. Request for Account Deactivation for PhilSys Accounts (Digital Card Service, Matrix
System, PhilSys Cloud)

Office or Division:

Infrastructure and Systems Management Division

Classification:

Complex

Type of Transaction:

G2G i Government to Government

Who may avail:

PhilSys Registry Office

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Ticket Request for Account Deactivation with | PhilSys IT Support Ticketing
the following detalils: (https://matrix.philsys.gov.ph)
a. Template Name: Account Deactivation
b. Tracker: PhilSys Account Deactivation
c. Issue Title: [PSO/Division Name]-[Full
Name]
d. Issue Body:
-Full Name
-System
-End Date/Late Working day
2. Accomplished PhilSys Account Form (PARF) | Infrastructure and Systems Management
Division
(https://matrix.philsys.gov.ph)

FEES TO [ PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit a|1.1. Acknowledge None 5 minutes Computer
request receipt of the Maintenance
through the request. Technologist |
PhilSys IT
Support
Ticketing
webpage.
2. Download, | 2.1. Receive and | None 1 minute Computer
accomplish print the Maintenance
, and
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FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

submit the approved Technologist |
approved PARF.
PARF.

None 2.2. Check the | None 3 minutes Information
completeness Systems  Analyst
and assess the 17 Computer
accuracy of the Maintenance
information in Technologist Il
the PARF.

Note: If the information
is incorrect and/or
incomplete, return the
PARF to the requestor
for correction/
completion.

None 2.3. Endorse  the | None 1 minute Administrative
PARF to the Assistant
Division Chief.

None 2.4. Approve/ None 4 minutes Information
disapprove the Technology Officer
received PARF /11
and return the
form to the AA
for disseminati-
on.

Note: If the request is
disapproved, return the
form to the requestor
via emall

None 2.5. Distribute the | None 1 minute Administrative
approved Assistant
PARF to
designated
personnel for
deactivation.
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FEES TO [ PROCESSING PERSON
CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
2.6. Deactivate the | None 3 minutes Computer
account. Maintenance
Technologist I/l /
Information
Systems  Analyst
I/l
3. Receive 3.1. Send None 5 minutes Computer
the notification Maintenance
notification through the Technologist |
that the email of the
account request |
has been supervisor/
deactivate authorized
d. staff that the
account  has
been
deactivated.
None 3.2. Close the Job | None 1 minute Computer
Ticket. Maintenance
Technologist |
TOTAL: None 24 minutes

C. Request for Password Reset for PhilSys Accounts (Digital Card Service, Matrix
System, PhilSys Cloud)

Office or Division:

Infrastructure and Systems Management Division

Classification:

Complex

Type of Transaction:

G2G 1 Government to Government

Who may avail:

PhilSys Registry Office

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Ticket request for Account Deactivation with the

following details:

coo o

Template Name: Password Reset
Tracker: Password Reset

Issue Title: [PSO/Division
Name]-[Full Name]

Email Address

PhilSys IT Support Ticketing
(https://matrix.philsys.gov.ph)
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System Name

FEES TO | PROCESSING PERSON

CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Submit a|ll. Acknowledge | None 5 minutes Computer
request receipt of the Maintenance
through request. Technologist |
PhilSys IT
Support
Ticketing
webpage.

None 1.2. Validate the | None 3 minutes Computer
information Maintenance
received and Technologist /1l /
provide Information
appropriate Systems  Analyst
action for the I/
request.

2. Receive the | 2.1.  Send the login | None 2 minutes Computer
login credentials Maintenance
credentials. such as the Technologist |

username and
password to
the email
address of
provided in the
PARF.

For Matrix:

Sending  of  login

credentials is system

automated.

3. Access the|3.1. Close the Job | None 1 minute Computer
system Ticket. Maintenance
using the Technologist |
received
credentials

TOTAL.: None 11 minutes

2. Request for Inclusion in the PhilSys Registration Kit Support Group Chat

Office or Division:

Infrastructure and Systems Management Division

Classification: Simple
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Type of Transaction:

G2G - Government to Government

Who may avail:

PhilSys Registry Office

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Accomplished PhilSys Account Request Form

(PARF) with the following information:

I. Type of Request

New Account

Account Updating

Account Reactivation
Account Deactivation

O¢ O« O¢ O«

II. Account Holder Information
0 Last Name
First Name
Middle Name
Suffix
Designation
Province/Region
Office/Company
Unit/Division/Service
Employee ID No.
Contact No.
Email Address
Employment Status:
1. COosw
2. Regular
3. External/Non-PSA
lll. Selection of Required Access
PhilSys Information System Account
System name
1. Digital Card Service
2. Matrix System
3. PhilSys Cloud
0 Project name/Folder name
0 Purpose of account

O¢ O¢ O¢ O« O¢ O¢ O« O« O¢ O¢ O¢ O

0
0

Infrastructure and Systems Management
Division through the Matrix
(https://matrix.philsys.gov.ph)

2. Accomplished ePARF

https://bit.ly/ISMD-ePARF

FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the | 1.1. Monitor None 5 minutes Computer

filled-out responses  in Maintenance

ePARF the Google Technologist |

(Google Form link.

form) and

upload the

signed

PARF
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FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

None 1.2. Print the PARF. | None 1 minute Computer

Maintenance
Technologist |

None 1.3. Check the | None 2 minutes Information
complete- ness Systems  Analyst
and assess the I/ Computer
accuracy of the Maintenance
information in Technologist Il
the PARF.

Note: If the information
is incorrect and/or
incomplete, return the
PARF to the requestor
for correction/
completion.

None 1.4. Endorse the | None 1 minute Administrative
PARF to the Assistant
Division Chief.

None 1.5. Approve/ None 3 minutes Information
disapprove the Technology
received PARF Officer Il and
and return the Information
form to the AA Technology
for disseminat- Officer IlI
ion.

Note: If the request is
disapproved, return the
form to the requestor via
email.

None 1.6. Distribute  the | None 1 minute Administrative
approved PARF Assistant
to designated
personnel  for
appropriate
action.

Note: If the request is
disapproved, return the
form to the requestor via
email.

None 1.7. Provide the | None 1 minute Information
correspond-ing Systems Analyst |

action and add
the requestor to
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CLIENT STEPS

FEES TO | PROCESSING PERSON

AGENCY ACTIONS | =5 ' | TivE RESPONSIBLE

the Registration
Kit Support
Group Chat.

2. Join the
group.

2.1. Record the | None 1 minute Information
action  taken, Systems Analyst |
username, and
the processor's
name,
signature, and
date in Section
IV of the PARF.

TOTAL:

None 15 minutes

3. Request for Updating, Reactivation, Deactivation, and Password Reset of Virtual
Private Network Access of PSA Personnel

The authorized personnel from the Philippine Statistics Authority Central Office and Field Offices
shall access the PhilSys systems using VPN credentials. The Infrastructure and Systems
Management Division provides the VPN credentials. The requesting personnel must submit the
approved PhilSys Account Request Form.

A. Request for Updating and Reactivation of Virtual Private Network Access of PSA

Personnel
Office or Division: Infrastructure and Systems Management Division
Classification: Complex
Type of Transaction: G2G - Government to Government

Who may avail:

PhilSys Registry Office

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Accomplished PhilSys Account Request Form | Infrastructure and Systems Management
(PARF) with the following information: Division through the Matrix

I. Type of Request

New Account

Account Updating

Account Reactivation
Account Deactivation

O¢ O« O¢ O«

Il. Account Holder Information
Last Name

First Name

Middle Name
Suffix

O« O« O¢ O«

(https://matrix.philsys.gov.ph)
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Designation
Province/Region
Office/Company
Unit/Division/Service
Employee ID No.
Contact No.
Email Address
Employment Status:

1. COosw

2. Regular

3. External/Non-PSA
lll. Selection of Required Access
0 PhilSys Information System
0 System name

O¢ O¢ O« O« O¢ O« O¢ O«

1. VPN for Step (RegClient)
2. VPN for Digital Card Service
Verification

3. VPN for
System

Manual

4. VPN for Manual Adjudication
5. VPN for ID Authentication System

6. Others (Please specify)

Account

2. Accomplished ePARF Form

https://bit.ly/ISMD-ePARF

FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Submit the | 1.1. Monitor None 5 minutes Computer
filled-out responses in Maintenance
ePARF the Google Technologist |
(Google Form link.
Form) and
upload the
signed
PARF.
None 1.2. Print the | None 1 minute Computer
PARF. Maintenance
Technologist |
None 1.3. Check the | None 3 minutes Information
complete- Systems  Analyst
ness and 17 Computer
assess the Maintenance
accuracy of Technologist Il
the
information
in the PARF.
Note: If the
information is
incorrect and/or
incomplete, return
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FEES TO BE | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS PAID TIME RESPONSIBLE

the PARF to the
requestor for
correction/
completion.

None 1.4. Endorse the | None 1 minute Administrative
PARF to the Assistant
Division
Chief.

None 1.5.  Approve/ None 4 minutes Information
disapprove Technology Officer
the received II and Information
PARF and Technology Officer
return the 1
form to the
AA for
disseminat-
ion.

Note: If the request
is disapproved,
return the form to the
requestor via email.

None 1.6. Distribute the | None 1 minute Administrative
approved Assistant
PARF to
designated
personnel for
appropriate
action.

None 1.7. Update/ None 3 minutes Computer
reactivate Maintenance
the account. Technologist I/l

/ Information
Systems  Analyst
I/l
21. Send None 5 minutes Computer
2. Receive notification Maintenance

the through the Technologist |

notification email of the

that the request

account supervisor/

has been authorized

updated/ staff that the

reactivated account has

been
updated/
reactivated.
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FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS PAID TIME RESPONSIBLE
Receive 3.1. Record the | None 3 minutes Computer
the action taken, Maintenance
credentials username, Technologist I/l
and access and the / Information
the system processor's Systems  Analyst
using the name, I/
credentials signature,
and date in
Section IV of
the PARF.
TOTAL.: None 27 minutes

B. Request for Account Deactivation of Virtual Private Network Access of PSA

Personnel

Office or Division:

Infrastructure and Systems Management Division

Classification: Complex

Type of Transaction:

G2G - Government to Government

Who may avail:

PhilSys Registry Office

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Ticket Request for Account Deactivation with the

following details:
a. Template Name: Account Deactivation
b. Tracker: Philsys Account Deactivation
c. Issue Title: [PSO/Division
Name]
d. Issue Body:
-Full Name
-System
-End Date/Late Working day

Name]-[Full

PhilSys IT Support Ticketing

(https://matrix.philsys.gov.ph)

2. Accomplished PhilSys Account
Form (PARF)

Request

Infrastructure and Systems Management
Division
(https://matrix.philsys.gov.ph)

FEES TO [ PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit a| 1.1. Acknowledge None 5 minutes Computer
request receipt of the Maintenance
through request. Technologist |
PhilSys IT
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FEES TO [ PROCESSING PERSON

CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Support
Ticketing
webpage.

2. Download, 2.1. Receive and | None 1 minute Computer
accomplish print the PARF. Maintenance
and submit Technologist |
the
approved
PARF.

None 2.2. Check the | None 3 minutes Information
completeness Systems  Analyst
and assess the I Computer
accuracy of the Maintenance
information  in Technologist I
the PARF.

Note: If the information
is incorrect and/or
incomplete, return the
PARF to the requestor
for correction/
completion.

None 2.3. Endorse  the | None 1 minute Administrative
PARF to the Assistant
Office of the
Division Chief.

None 2.4.  Approve/ None 4 minutes Information
disapprove the Technology
received PARF Officer Il and
and return the Information
form to the AA Technology
for disseminat- Officer 1l
ion.

Note: If the request is
disapproved, return the
form to the requestor
via email.

None 2.5. Distribute the | None 1 minute Administrative
approved Assistant
PARF to
designated
personnel for
deactivation.

None 2.6. Deactivate the | None 3 minutes Computer

account.

Maintenance
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FEES TO [ PROCESSING PERSON

CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE

Technologist I/11

/ Information
Systems  Analyst
I/

3. Receive the | 3.1. Send None 5 minutes Computer
notification notification Maintenance
that the through the Technologist |
account has email of the
been request ¢
deactivated. supervisor/

authorized

staff that the

account  has

been

deactivated.
None 3.2. Close the Job | None 1 minute Computer

Ticket. Maintenance

Technologist |

TOTAL: None 25 minutes

C. Request for the Resetting of Password of Virtual Private Network Access of PSA

Personnel

Office or Division:

Infrastructure and Systems Management Division

Classification:

Complex

Type of Transaction:

G2G - Government to Government

Who may avail:

PhilSys Registry Office

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Ticket Request for Account Deactivation with the
following details:
a.

b
C.
d.
e
f.

Template Name: Password Reset
Tracker: Password Reset

Issue Title: [PSO/Division

Name]- [Full Name]

Email Address

System Name

PhilSys IT Support Ticketing
(matrix.philsys.gov.ph)
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FEES TO [ PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Submit a|l.1. Acknowledge None 5 minutes Computer
request receipt of the Maintenance
through request. Technologist |
PhilSys IT
Support
Ticketing
webpage.

None 1.2. Validate the | None 3 minutes Computer

information Maintenance
received and Technologist /11
provide / Information
appropriate Systems  Analyst
action for the I/

request.

2. Receive the | 2.1. Send the login | None 2 minutes Computer
login credentials Maintenance
credentials. such as the Technologist |

username
and password
through the
registered
email
address.

3. Access the|3.1. Close the Job | None 1 minute Computer
system using Ticket. Maintenance
the Technologist |
credentials
sent to them.

TOTAL.: None 11 minutes

4. Request for Account Creation of Virtual Private Network Access of PSA Personnel

For requests for new accounts (for requestors who do not have existing accounts for the
same system).

Office or Division:

Infrastructure and Systems Management Division

Classification:

Complex

Type of Transaction:

G2G - Government to Government

Who may avail:

PhilSys Registry Office

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE
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1. Accomplished PhilSys Account Request Form
(PARF) with the following information:

I. Type of Request

New Account

Account Updating

Account Reactivation
Account Deactivation

O¢ O¢« O¢ O«

II. Account Holder Information
0 Last Name
First Name
Middle Name
Suffix
Designation
Province/Region
Office/Company
Unit/Division/Service
Employee ID No.
Contact No.
Email Address
Employment Status:
1. COsw
2. Regular
3. External/Non-PSA
lll. Selection of Required Access
PhilSys Information System Account
System name
1. VPN for Step (RegClient)
2. VPN for Digital Card Service
3. VPN for Manual Verification
System
4.VPN for Manual Adjudication
5.VPN for ID Authentication System
6.0thers (Please specify)

O¢ O¢ O¢ O¢ O¢ O¢ O« O« O¢ O« O¢ O

0
0

Infrastructure and Systems Management

Division through the Matrix
(https://matrix.philsys.gov.ph)

2. Accomplished ePARF

https:/bit.ly/ISMD-ePARF

AGENCY FEES TO BE | PROCESSING PERSON
GRS SIEES ACTIONS PAID TIME RESPONSIBLE
1. Submit the | 1.1. Monitor None 5 minutes Computer
filled-out responses Maintenance
ePARF in the Technologist |
(Google Google
Form) and Form link.
upload the
sighed PARF.
None 1.2. Print  the | None 1 minute Computer
PARF. Maintenance
Technologist |
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CLIENT STEPS

AGENCY
ACTIONS

FEES TO BE
PAID

PROCESSING

TIME

PERSON
RESPONSIBLE

None

1.3. Check the
completen
ess and
assess the
accuracy
of the
information
in the
PARF.

Note: If the
information is
incorrect and/or
incomplete, return
the PARF to the
requestor for
correction/

completion.

None

2 minutes

Information
Systems Analyst Il
/

Computer
Maintenance
Technologist Il

None

1.4. Endorse
the PARF
to the
Office  of
the
Division
Chief.

None

1 minute

Administrative
Assistant

None

1.5.  Approve/
disapprove
the
received
PARF and
return the
form to the
AA for
disseminat
-ion.

None

4 minutes

Information
Technology Officer
II and Information
Technology Officer
I

None

1.6. Distribute
the
approved
PARF to
designated
personnel
for
appropriat
e action.

Note: If the request
is disapproved,
return the form to

None

1 minute

Administrative
Assistant
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AGENCY FEES TO BE | PROCESSING PERSON
CRISNIESUIS ACTIONS PAID TIME RESPONSIBLE
the requestor via
email.
None 1.7. Validate None 3 minutes Computer
details in Maintenance
the PARF Technologist |
compared
to e-
Responses
None 1.8. Using the | None 3 minutes Computer
account Maintenance
monitoring Technologist I/
sheet, Computer
transfer Maintenance
and label Technologist 1/
the needed Information
information Systems Analyst |
in the
appropriat
e sheets.
1.9. Create None 5 minutes Computer
Light Maintenance
Weight Technologist I/
Directory Computer
Access Maintenance
Protocol Technologist 1/
(LDAP) Information
account. Systems Analyst |
None 1.10. Record the | None 3 minutes Computer
action Maintenance
taken, Technologist I/
username, Computer
and the Maintenance
processor' Technologist I/
S name, Information
signature, Systems Analyst |
and date in
Section IV
of the
PARF.
None 1.11. Forward None 1 minute Computer
the PARF Maintenance
to the Technologist |
assigned
systems
administrat
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CLIENT STEPS

AGENCY
ACTIONS

FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

or for
Virtual
Private
Network
(VPN)
access.

None

1.12. Provide
VPN
access
rights
using
Firewall

policy.

None

3 minutes

Computer
Maintenance
Technologist I/
Information
Systems Analyst Il

2. Receive the
login

credentials.

Send
login
credentials
- username
and
password
to the email
address
provided in
the PARF.

2.1. the

None

2 minutes

Computer
Maintenance
Technologist |

None

2.2. Record the
action
taken,
username,
and the
processor’
S name,
signature,
and date in
Section IV
of the
PARF.

None

3 minutes

Computer
Maintenance
Technologist I/l

None

2.3. Forward
the PARF
to the
assigned
systems
administrat
or sending
the
FortiToken
activation
code.

None

1 minute

Computer
Maintenance
Technologist |

79

@
uoe‘t’;}



e,
SPonsive *

CLIENT STEPS

AGENCY
ACTIONS

FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

2.4, Assign the
FortiToken
activation
code via
Firewall.
The

system

automatica
lly emails
the QR
code.

None

2 minutes

Computer
Maintenance
Technologist I/
Information
Technology Officer
I

None

2.5. Record the
action
taken,
username,
and the
processor'
S name,
signature,
and date in
Section IV
of the
PARF.

None

3 minutes

Computer
Maintenance
Technologist I/
Information
Technology Officer
[

2. Receive
FortiToken
code
email.

the

via

2.1. Notify the
requestor
to
download
and install
the
FortiToken
Mobile
application
to the
user 0s
mobile
phone
(Apple/
Android)
and inform
the
requestor
to use the
VPN
credentials
and
Fortitoken
code to
access the

system.

None

3 minutes

Computer
Maintenance
Technologist I/
Information
Technology Officer
I
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%500 .Noe\b,c}v
AGENCY FEES TO BE | PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
TOTAL: None 46 minutes

5. Provision of Technical Support to Field Offices for Machine and Biometric Device
Onboarding / Remapping

The registration machine and biometric devices onboarding and/or remapping process is
the process of linking the machine 1D, biometric device IDs, and registration center code to
a specific PhilSys Registration Center.

The authorized personnel of the PhilSys Registry Office is responsible for completing the
official onboarding templates. These templates include the serial humber, public key,
signing public key, device IDs, MOSIP Device Specifications (MDS), and specific
registration center code. Once the onboarding process is complete, the registration
machines and biometric devices can be used for Step 2 Registration.

Office or Division: Infrastructure and Systems Management Division

Classification: Highly Technical

Type of Transaction: G2G - Government to Government

Who may avail: PSA Field Offices

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accomplished Data Gathering Template (Excel File) In_frgs_tructure and Systems Management
For Machine alélpssl(:)/?bit.lv/PhiISvs OnboardingTemplate

Column A - reg_code s)

Column B - Machine Name
Column C - Machine Serial
Column D - Public Key
Column E - Key Index
Column F - SigningPublic Key
Column G - SigningKeyIndex

Nooh~wnhE

For Biometric Device
1. Column A - reg_code
2. Column B - Device Type
3. Column C - Device Serial
4., ColumnD - MDS ID from Postman and JSON
Web Tokens
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FEES TO | PROCESSING PERSON
CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the | 1.1.  Acknowledge | None 5 minutes Computer
accomplish receipt of the Maintenance
ed data request. Technologist I/11
gathering
template
through
PhilSys IT
Support
Ticketing
webpage.
None 1.2. Review the | None 5 minutes Computer
data provided. Maintenance
Technologist I/11
Note: Return the
request to the Field ISA
| if the data is incorrect.
None 1.3. Onboard/ None 5 minutes Computer
remap the Maintenance
machine and Technologist I/ll
biometric
devices.
None 1.4. Inform the | None 5 minutes Computer
Field ISA | that Maintenance
the Technologist I/11
onboarding/
remapping
process is
successful.
2. Test the | 2.1. Close the Job | None 20 minutes Computer
machine (Matrix) Ticket. Maintenance
and Technologist I/ll
biometric
devices for
its
functionaliti
es and
provide
feedback to
ISMD.
TOTAL: None 40 minutes

6. Provision of Technical Support to Field Offices for Registration Client User Onboarding

User Onboarding enables the onboarding of the Registration Center Supervisors (RCSs)
and Registration Kit Operators (RKOs) to the Registration Client System. It allows them to

82

R, &
SPonsive *




R, &
SPonsive *

log in and be authenticated using their own biometrics. To onboard the users, Field Offices
are required to submit the list of their official users (RCSs and RKOs).

Office or Division:

Infrastructure and Systems Management Division

Classification: Highly Technical

Type of Transaction:

G2G - Government to Government

Who may avail: PSA Field Offices

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

User Onboarding Template

https://cloud.philsys.gov.ph/index.php/app
sl/files/?dir=/2022%20ISMD/3.%20Informat
i0n%20Systems%20Development%20and
%20Management%20Unit/User%200nbo
arding&fileid=3885462

Accomplished PhilSys Account Request Form

(PARF) with the following information:

I. Type of Request
0 New Account

II. Account Holder Information
0 Last Name
First Name
Middle Name
Suffix
Designation
Province/Region
Office/Company
Unit/Division/Service
Employee ID No.
Contact No.
Email Address
Employment Status:
1. COsw
2. Regular
3. External/Non-PSA
lll. Selection of Required Access
0 Registration Client

O¢ O« O¢ O¢ O« O¢ O¢ O« O« O¢ O« O

Matrix User Onboarding template with the following
details:
1. REGCLIENT_USERS BIOLOGIN_TEMPLA
TE (Excel Format)
a. Column A i Registration ID or Registration
Code
b. Column E i Email Address of the registered
RCS/RKO
Column F 1 RID of the registered RCS/RKO
Column G i First Name
e. ColumnHT Last Name

oo

Infrastructure and Systems Management
Division
(https://matrix.philsys.gov.ph)

83


https://cloud.philsys.gov.ph/index.php/apps/files/?dir=/2022%20ISMD/3.%20Information%20Systems%20Development%20and%20Management%20Unit/User%20Onboarding&fileid=3885462
https://cloud.philsys.gov.ph/index.php/apps/files/?dir=/2022%20ISMD/3.%20Information%20Systems%20Development%20and%20Management%20Unit/User%20Onboarding&fileid=3885462
https://cloud.philsys.gov.ph/index.php/apps/files/?dir=/2022%20ISMD/3.%20Information%20Systems%20Development%20and%20Management%20Unit/User%20Onboarding&fileid=3885462
https://cloud.philsys.gov.ph/index.php/apps/files/?dir=/2022%20ISMD/3.%20Information%20Systems%20Development%20and%20Management%20Unit/User%20Onboarding&fileid=3885462
https://cloud.philsys.gov.ph/index.php/apps/files/?dir=/2022%20ISMD/3.%20Information%20Systems%20Development%20and%20Management%20Unit/User%20Onboarding&fileid=3885462

e,
SPonsive *

f. Column | 7 Roles (choose from the drop-

down list)

2. Accomplished ePARF

https://bit.ly/ISMD-ePARF

FEES TO | PROCESSING PERSON
CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the | 1.1. Monitor None 5 minutes Computer
filled-out responses in Maintenance
ePARF the Google Technologist |
(Google Form link.
Form) and
upload the
signed
PARF.
None 1.2. Print the | None 1 minute Computer
PARF. Maintenance
Technologist |
None 1.3. Check the | None 2 minutes Information
completeness Systems  Analyst
and assess the 17 Computer
accuracy of the Maintenance
information in Technologist Il
the PARF.
Note: If the information
is incorrect and/or
incomplete, return the
PARF to the requestor
for correction/
completion.
None 1.4. Endorse  the | None 1 minute Administrative
PARF to the Assistant
Division Chief.
None 1.5.  Approve/ None 4 minutes Information
disapprove the Technology Officer
received PARF /11
and return the
form to the
Administra-tive
Assistant  for
disseminat-ion.
Note: If the request is
disapproved, return the
form to the requestor
via email.
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FEES TO | PROCESSING PERSON
CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
None 1.6. Distribute the | None 1 minute Administrative
approved PARF Assistant
to  designated
personnel for
appropriate
action.
None 1.7. Validate if the | None 1 minute Information
requestor  has Systems Analyst I/
PSN. Computer
Maintenance
Technologist Il
None 1.8. Proceed to User | None 5 minutes Information
onboarding. Systems Analyst I/
Computer
Maintenance
Technologist Il
None 1.9. Update the | None 2 minutes Information
filed ticket in Systems Analyst I/
https://matrix.p Computer
hilsys.gov.ph/p Maintenance
rojects/user- Technologist Il
onboarding/iss
ues of the
Matrix System.

2. Receive the | 2.1. Send the | None 1 minute Information
credentials credentials Systems Analyst I/
through through Computer
PhilSys PhilSys Cloud. Maintenance
Cloud. Technologist Il
Login using | 3.1. Receive the | None 7 minutes Information
the Acknowledge Systems Analyst I/
credentials ment Form and Computer
and fill out close the Job Maintenance
the Ticket. Technologist Il
Acknowledg
ement Form
from the
matrix.phils
ys.gov.ph
confirming
that the
credentials
provided are
working.

85


https://matrix.philsys.gov.ph/projects/user-onboarding/issues
https://matrix.philsys.gov.ph/projects/user-onboarding/issues
https://matrix.philsys.gov.ph/projects/user-onboarding/issues
https://matrix.philsys.gov.ph/projects/user-onboarding/issues
https://matrix.philsys.gov.ph/projects/user-onboarding/issues

’éﬁ
&
%Spon sive * e

CLIENT STEPS [ AGENCY ACTIONS

FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE

TOTAL:

None 30 minutes

7. Provision of Technical Support to Field Offices for Registration ID Checking and

Investigation

This process is

limited to addressing issues related to Registration ID errors encountered by

PhilSys Operations - Information Systems Analysts when uploading packets on the

Registration Client.
Office or Division: Infrastructure and Systems Management Division
Classification: Highly Technical
Type of Transaction: G2G - Government to Government
Who may avail: PSA Field Offices
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Failed_RIDs_For_Investigation_PCO_Temple.xlsx https://matrix.philsys.gov.ph

Matrix ticket filed with the following details: PhilSys IT Support Ticketing
a. Template Name (https://matrix.philsys.gov.ph)
b. Tracker RID Checking

c. Issue Title: Province Name 1RID
Checking i (Date Filed [DD MMM YYY])

d. Issue Body <Explain the RIDs intended
for checking>

FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. File ticket | 1.1.  Acknowledge | None 5 minutes Information
request the  request Systems Analyst I/
through and validate Computer
PhilSys IT the data Maintenance
Support based on the Technologist |
Ticketing prescribed
webpage. format.
None 1.2. Process the | None 1 minute Information
request. Systems Analyst I/
Computer
Note: Processing Maintenance
time may vary [Technologist |
depending on the
number of
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FEES TO | PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

Registration IDs
(RIDs)
1 RID=1 minute

None 1.3. Fill out the | None 2 minutes Information
result in the Systems Analyst I/
provided Computer
template. Maintenance

Technologist |

2. Receive the | 2.1. Send the 1 minute Information
result. result to the Systems Analyst I/
requesting Computer
Provincial Maintenance
Statistical Technologist |
Office.
TOTAL: None 9 minutes

8. Provision of Technical Support to Field Offices i Various Concerns of PhilSys
Registration

The provision of Technical Support to Field Offices for PhilSys Registration outlines the
commitments of the PhilSys Registry Office to provide reliable and efficient technical support
to all field offices involved in the PhilSys registration process.

The standard for timely resolution of technical issues, availability of necessary resources, and
effective communication with field offices are needed to ensure smooth and successful
implementation of PhilSys registration. The agency is committed to provide the highest level
of service to support the completion of accurate and secure registration of all Citizen in the
Philippines especially for the following:

a. Online Step 1 Registration
b. Step 2 Registration
c. ePhillD implementation

Office or Division: Infrastructure and Systems Management Division
Classification: Simple
Type of Transaction: G2G - Government to Government
Who may avail: PSA Field Offices
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. PhilSysIT Support Ticketing for complex issue | PhilSys IT Support Ticketing
2. Registration Kit Support Group Chat for Minor | (https://matrix.philsys.gov.ph)
Issue
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Report 1.1. Receive the | None 15 minutes Computer
technical report, Maintenance
issue(s) troubleshoot, Technologist I/11
based on its and provide a / Information
specification: technical Note: Varies | Systems Analyst Il
solution. depending on
a. Minor Issue - issue(s)
Viber Group specification if
b. Complex minor or complex
Issue - Matrix issues
System
2. Provide 2.1. Close Matrix | None 5 minutes Computer
feedback ticket upon Maintenance
and/or resolution of Technologist /1l
comments. issue(s). /
Information
Systems Analyst Il
TOTAL: None 20 minutes

9. Preparation of Registration Kits for the Institutional Based and Overseas PhilSys

Registration

As the Philippine Statistics Authority proceeds with the Philippine Identification System
(PhilSys) registration of more Filipinos at all designated sites in the country, the agency
conducts institutional registrations in coordination with government agencies and
organizations and has also begun registering Overseas Filipinos through the PhilSys
Registry Office.

To ensure the smooth implementation of the registration process, the Infrastructure and
Systems Management Division (ISMD) provides technical support to PhilSys Registration by
registering individuals from these institutions. The ISMD uses the registration kit and
peripherals (acting as Registration Kit Operator) and provides onsite support in case
technical problems arise.

Office or Division:

Infrastructure and Systems Management Division

Classification:

Complex

Type of Transaction:

G2G - Government to Government

Who may avail:

Registration Management Division

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Information regarding the request for technical
support including the:

Registration Management Division
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Number of staff needed
Date and Venue of registration

Required number of registration kits
Other Requirements (e.g., Special Order)

FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Provide 1.1.  Acknowledge | None 20 minutes Information
details receipt of the Technology Officer
related to the request and /11710
target provide
institutional- assigned
based and/or personnel.
overseas
venue of
PhilSys
Registration.
None 1.2.  Test the items | None 2 hours Computer
to be used in Maintenance
registration Technologists I/ll
(i.e., / Information
Registration Systems Analysts
Kit, Biometric I/
Devices,
peripheral
devices).
2. Receive the | 2.1. Provide the | None 15 minutes Computer
tested items tested items Maintenance
to be used in to be used in Technologists /11
registration registration / Information
(i.e., (i.e., Systems Analysts
Registration Registration I/l
Kit, Biometric Kit, Biometric
Devices, Devices,
peripheral peripheral
devices). devices) to
the RMD.
TOTAL: None 2 hours and 35

minutes

10. Provision of Technical Support (ICT Issues) to PhilSys Registry Office in Centris 5

The Infrastructure and Systems Management Division provides technical support to
PhilSys personnel at ETON Centris Cyberpod 5 Building who are having technical
problems, including network issues, hardware and software issues.

89



e,
SPonsive *

Office or Division:

Infrastructure and Systems Management Division

Classification:

Complex

Type of Transaction:

G2G - Government to Government

Who may avail:

PhilSys Registry Office

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

PhilSys IT Support Ticketing with the following

Infrastructure and Systems Management

details: Division
a. Template Name: PRO ICT Tech Support | (https://matrix.philsys.gov.ph)
b. Tracker PRO ICT Tech Support
c. lIssue Title:<Category>_<Concern>
d. Issue Body: [Unit/Division and Name of
Requestor]
FEES TO | PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. File ticket | 1.1.  Acknowledge | None 5 minutes Computer
request receipt of the Maintenance
through request. Technologist |
PhilSys IT
Support
Ticketing
webpage.

None 1.2. Provide 30 minutes Computer
appropriate Maintenance
action. Note: Technologist |

Troubleshooting
time may vary
depending on the
issue.

2. Test the | 2.1. Close the Job | None 10 minutes Computer
component, Ticket. Maintenance
acknowledge Technologist |
, and send
feedback to
the task
provided.

TOTAL: None 45 minutes
11. Provision of Technical Support (RFID Card for Door Access Control System) to

PhilSys Registry Office in Centris 5

The PhilSys Registry Office implements a door access control system to prevent
unauthorized access. The 11th and 12th floors of ETON Centris Cyperpod 5 Building
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are equipped with magnetic doors that are opened by RFID cards issued to authorized
PRO staff.

Office or Division:

Infrastructure and Systems Management Division

Classification:

Complex

Type of Transaction:

G2G - Government to Government

Who may avail:

PhilSys Registry Office

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

PhilSys IT Support Ticketing with the following details

Infrastructure and Systems Management

a. Name: Division
b. Employee Number: (https://matrix.philsys.gov.ph/)
c. Designation:
d. Service/Division:
e. Employment Status
FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Send al 1.1 Acknowledge | None 5 minutes Computer
request and receipt of the Maintenance
provide  all request. Technologist |
the
necessary
details
through
PhilSys IT
Support
Ticketing
webpage.
None 1.2. Enroll Radio | None 3 minutes Computer
Frequency Maintenance
Identification Technologist Il
(RFID) card in
the door
access
control
system.
None 1.3.  Input the user | None 3 minutes Computer
details and Maintenance
add the card Technologist Il
reader for
access to
provide
authentication
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FEES TO [ PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

None 1.4. Test the RFID | None 3 minutes Computer
card for Maintenance
access to the Technologist I
card reader

None 1.5. Print the | None 3 minutes Computer
sticker for the Maintenance
RFID card Technologist I
with the full
information of
the employee.

None 1.6. Prepare and | None 5 minutes Information
forward the Systems Analyst Il
signed
transmittal slip
for the RFID
card.

2. Sign the | 2.1.  Assist the end | None 2 minutes Computer
acknowledg user in testing Maintenance
ment receipt the RFID Technologist Il
of the card.
transmittal
slip.

Test the | 3.1. Close the job | None 3 minutes Computer
REID card for ticket. Maintenance
access to the Technologist Il
card reader.

TOTAL.: None 27 minutes

INFORMATION AND CYBERSECURITY DIVISION

Internal Services

1.

Conduct of Vulnerability Assessment and Penetration Testing (VAPT) on New and
Existing PRO Systems

The Vulnerability Assessment and Penetration Testing (VAPT) is a security service that
focuses on identifying vulnerabilities in the network, server, and system infrastructure. A
Vulnerability Assessment (VA) examines, discovers, and discloses known vulnerabilities
first. It generates a report that details the vulnerability's categorization and priority. On the
other hand, Penetration Testing (PT) seeks to exploit vulnerabilities to identify the level of
entrance. PT assesses the level of defense.

The goal of the VAPT is to identify, prioritize and recommend remediation for vulnerabilities

and threats that can be exploited to gain unauthorized access or cause harm. This process
involves both automated and manual techniques, including vulnerability scanning,
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penetration testing, and source code reviews. Its purpose is to provide organizations with
actionable recommendations to improve their security posture and reduce the risk of cyber-

attacks.
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Office or Division:

Information and Cybersecurity Division

Classification:

Highly Technical

Type of Transaction:

G2G i Government to Government

Who may avail:

PRO Assets and System Owners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. VAPT Request Form
2. PT Waiver Form

VAPT Drive under Google Workspace

wherein only VAPT Members have the
access to the VAPT Dirive.

AGENCY FEES TO | PROCESSING PERSON
CRIEN SR ACTIONS BE PAID TIME RESPONSIBLE
1. Send an email |1.1.  Acknowled | None 30 minutes Information Systems
request for VAPT ge the Analyst I
of systems. request and Security Testing Unit
provide the
VAPT
Request
Form
and/or the
PT Waiver
Form.
2. Accomplish the |2.1.  Review the | None 4 hours Information Systems
VAPT Request accomplish Analyst I/11
Form and PT ed VAPT Security Testing
Waiver Form. Request Unit
Form
and/or PT
Waiver
Form and
interview
the System
owner.
None 2.2.  Prepare None 1 day
and Information Systems
develop the Analyst Il
VAPT Security Testing
Master Unit
Plan.
None 2.3.  Conduct None 4 hours Information Systems
VA. Analyst |
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AGENCY FEES TO | PROCESSING PERSON
GRS ACTIONS BE PAID TIME RESPONSIBLE
Security Testing
Unit
None 2.4. Create and | None 4 hours Information Systems
analyze VA Analyst I
Report. Security Testing
Unit
None 2.5. Conduct None 1 day Information Systems
PT. Analyst I/l
Security Testing
Unit
None 2.6. Create and | None 4 hours Information Systems
Analyze PT Analyst /Il
Report. Security Testing
Unit
None 2.7. Compile None 4 hours Information Systems
and create Analyst Il/I
VAPT Initial Security Testing
Report. Unit
None 2.8. Send to ISA | None 30 minutes Information Systems
i, 11O |1, Analyst Il
and ITO Il Security Testing
the VAPT Unit
Report  for
approval.
None 2.9. Approve the | None 3 hours Information Systems
VAPT Analyst 1/
Report. Information
Technology Officer
[/
3. Receive the | 3.1. Email None 1 hour Information Systems
Initial VAPT Initial Analyst Il
Report with VAPT Security Testing
recommenda- Report Unit
tion/s for with
remediation. recommen
dation/s for
remediatio
n to
System
Owner.
4. Perform 4.1.  Acknowled | None 1 hour Information Systems
remediation in ge receipt Analyst Il
the system/s and of Security Testing
provide Unit
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AGENCY FEES TO | PROCESSING PERSON
GRS ACTIONS BE PAID TIME RESPONSIBLE
remediation remediatio
reports. ns reports.
None 4.2. Conduct None 1 day and 4 hours | Information Systems
VAPT on Analyst Il/I
the Security Testing
remediate Unit
d
system/s.
None 4.3. Create, None 1 day Information Systems
analyze, Analyst 11/l
and Security Testing
compile Unit
VAPT
reports.
5. Receive the | 5.1. Email the | None 1 hour Information Systems
Initial VAPT Initial Analyst Il
Report with VAPT Security Testing
recommendatio Report Unit
n/s for with
remediation recommen
dation/s for
remediatio
n to
System
Owner.
None 4.6. Create the | None 4 hours Information Systems
VAPT Analyst 11/l
Final Security Testing
Report. Unit
Note: If the
System Owner did
not accept the
risks, the Client will
repeat Client Step
4.
TOTAL.: None 8 days and 3

2. Monitoring and Responding to Security Events or Incidents

Security monitoring in Information and Cybersecurity Division mainly focuses on ensuring that
information gathered and collected from the Security Operations Center and other reporting
parties are identified and evaluated for relevancy, documented, and escalated. As the Security
Monitoring Unit identifies and evaluates information gathered for relevance, security events are
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documented and escalated as needed. This whole process is summed up into four major
stages: Detection, Collection, Assessment and Decision, and lastly, Reporting and Escalation.

Incident response is a term used to describe the process by which an organization handles a
data breach or cyberattack, including the way the organization attempts to manage the
consequences of the attack or breach
manage the incident so that the damage is limited and both recovery time and costs, as well as
collateral damage such as brand reputation, are kept at a minimum. This process covers the

procedure of the Incident Response Unitds resp
10173, known as the fAData Privacy Act of 20120
information security, incident response, and cybersecurity.

Office or Division: Information and Cybersecurity Division

Classification: Highly Technical

Type of Transaction: G2Gi Government to Government

Who may avail: PRO Assets and System Owners/

PRO Officials and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Security Event Report Form Security Event Monitoring Matrix

(the Ainci

FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Accomplish | 1.1. Acknowledge None 30 minutes PRO-SOC
and send the Focal Persons of
the Security accomplished each division
Event SERF.
Report Information
Form Systems Analyst IlI
(SERF). Security
Monitoring Unit
None 1.2. Acknowledge None 15 minutes Information
the Security Systems Analyst IlI
Event Monitoring Security Monitoring
Matrix (SEMM) Unit
ticket created by
the  submitted
SERF.
None 1.3. Conduct Event| None 1 day Information
Validation, Systems Analyst IlI
Evaluation, and Security Monitoring
Confirmation Unit
(VEC) process.
Information
Systems Analyst Il/]
Security Monitoring
Unit
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FEES TO | PROCESSING PERSON

CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE

None 1.4. Prepare and | None 1 day Information
submit Security Systems Analyst Il/]
Monitoring  Unit Security Monitoring
Initial Unit
Assessment
Form (SIAF) for
approval

None 1.5. Review and | None 3 hours Information
provide a Technology Officer
decision based /1
on the submitted
SIAF

Information
Note: Revise as Systems Analyst IlI
needed.

None 1.6. Provide the | None 30 minutes Information
status of the Systems Analyst /]
event through Security Monitoring
the SEMM. Note: Total time Unit

from receiving the
Note: If the event is not SERF to
considered as a responding to the
security threat, inform Client should be
the client. within 24 hours.
If the event s
considered as a
security threat,
proceed to the next
step. Otherwise, end of
the process.

None 1.7. Receive the | None 15 minutes Information
call/lemail and System Analyst IlI
check SEMM. Incident Response

Unit

None 1.8. Verify and | None 15 minutes Information
generate the System Analyst I1/I
initial report in Incident Response
SEMM. Unit

None 1.9. Prepare the | None 4 hours Information
Incident Initial Technology Officer
Assessment i/

Form (lIIAF). First Respond
Team
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FEES TO | PROCESSING PERSON
CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Information
System  Analyst
ninn
Incident Response
Unit
2. Provide | 2.1. Interview the | None 1 hour
information incident reporter Information System
regarding the (client). Analyst [I/1I/]
incident. Incident Response
Unit

None 2.2. Respond to the | None 30 minutes Information System
security incident Analyst II/1I/]
mentioned in the Note: If within |ncident Response
initial PRO Premises Unit
assessment
report.

None 2.3. Isolate the | None 30 minutes Information
affected/ System Analyst |
compromised Incident Response
machines  and Unit
secure the area.

None 2.4. Investigate and | None 1 day Information
perform forensic System  Analyst
analysis. Note: Depending | lII/II/I

on the severity of | Incident Response
the incident) Unit

None 2.5. Provide None 1 hour Information
instructions and System Analyst IlI/
precautionary Il
measures to the Incident Response
incident reporter Unit
(client).

None 2.6. Acquire None 2 days Information
evidence such System Analyst I1/I
as data, Note: Depending | Incident Response
memory, etc. on the severity of | Unit

the incident
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FEES TO | PROCESSING PERSON
CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
None 2.7. Assess the | None 1 day Information
collected System  Analyst
evidence. Note: Depending | llI/lI/]
on the severity of | Incident Response
the incident Unit
None 2.8. Create and | None 4 hours Information
submit a System  Analyst
complete /1
incident final Incident Response
assessment Unit
report.
None 2.9. Escalate to | None 15 minutes Information
ISMD with Technology Officer
recommendatio i/
n/s. Data Breach
Response Team
Information
System  Analyst
Hi/nn
Incident Response
Unit
None 2.10. Assist with ISMD | None 6 days ISMD Personnel
during response
action until Note: Depending | Information
resolved. on the severity of | System  Analyst
the incident Hi/nn
Incident Response
Unit
None 2.11. Prepare a | None 1 hour Information
complete System  Analyst
detailed ni/nn
documentation Incident Response
of the incident. Unit
None 2.12. Review and | None 1 day Information
signature of the System Analyst IlI
documentation Note: Depending | Incident Response
of the incident by on the time of the | Unit
the ICD Division concerned
Chief and SISS personnel ICD Division Chief

Assistant
National
Statistician.

Assistant Division
Chief
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CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
SISS Assistant
National
Statistician
None 2.13. Submit the | None 15 minutes Information
signed System Analyst I/ |
documentation Incident Response
of the incident to Unit
SMU will close
the ticket. Information
System Analyst 11/
SMU Unit
3. Attend a| 3.1 Review the | None 1 day DBRT
cybersecurity incident
awareness response Information
seminar. documented System  Analyst
procedures in /1
coordination Incident Response
with Unit
personnel/s
involved and Reporter/ involved
take preventive personnel
steps so the
intrusion
cannot
happen.
TOTAL.: None 16 days and 15
minutes

FRAUD MANAGEMENT DIVISION

External Services

1. Investigation of Fraud Incident Reports Received via Email

This process involves the receipt and documentation of the accomplished Incident Report
Form (FMD Form 01-2021-V2) from the PhilSys Incident Officers of all PSA Divisions in the
Central Office, Regional Statistical Services Office, Provincial Statistical Office, and PhilSys
Registration Centers via email. Subsequently, this may lead in the conduct of investigation on
the alleged identity-related fraud or violation of Republic Act No. 11055, including unlawful use
of authentication services, fraudulent registrations, and identity duplication and/or disputes.
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Office or Division:

Fraud Management Division

Classification:

Highly Technical
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Type of Transaction: G2C - Government to Citizen; G2B - Government to Business; G2G
- Government to Government

Who may avail: General Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Original copy of the accomplished Incident | PhilSys Incident Officer
Report Form (IRF).
2. Evidence of the incident or violation, such as but | Complainant/informant/reporting person

not limited to:
A. Photos (1 original copy each)* Feedback and Grievance Division
B. Screenshots of email, text, chat

communication, websites, webpages, online

screens

(1 printed copy each)*
C. Transaction Slips

(1 original/photocopy each)*
D. Technical or IT Reports

(1 original copy each)*

*Hard copies thereof shall be subsequently
submitted to FMD.

FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS | .= 5o | TIME RESPONSIBLE
1. Report a 1.1. Send | None 30 minutes PhilSys Incident

PhilSys- an Officer

related and acknowledge

fraud-related ment upon

incidents, receipt to the

and sender via

violations of email/physi-

Republic Act cal letter to

No. 11055 the

via emalil, complainant

text, or informant

messenger, or reporting

call, or verbal person.

message to

the PhilSys

Incident

Officer of any

PSA

Divisions,

Regional

Statistical

Services

Office,

Provincial

Statistical

Office, and

PhilSys
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Registration
Centers.

None

1.2. Check
if all required
information
and evidence
provided by
the
complainant
or informant
or reporting
person are
complete.

None

1 hour

PhilSys Incident
Officer

None

1.3. Fill out
the IRF with
the
information
provided by
the
complainant
or informant
or reporting
person, sign
in the
appropriate
field and
submit to
(DC/ANS/CS
S/RD.

None

1 day

PhilSys  Incident

Officer

None

1.4. Review and
note the IRF.

None

1 day

Division Chief or
Assistant National
Statistician

For PSA Divisions
in the Central
Office

Regional Director
For Regional
Statistical
Services Office

Chief  Statistical
Specialist

For Provincial
Statistical Office
and PhilSys
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Registration
Centers

None

1.5. Submit the
accomplished
IRF to Fraud
Management
Division or
Registration
Management
Division via the
following email
addresses:

Fraud Management
Division
fmd.staff@psa.gov.ph

Registration
Management Division
rmd.staff@psa.gov.p
h

None

10 minutes

PhilSys  Incident

Officer

None

1.6. Recei
ve the IRF,
encode in
FAD Tracker
and send an
acknowledge
ment email to
the sender
PIO.

None

20 minutes

Registration
Officers 1 and Il
Fraud Alert Desk

None

1.7.Printa
hard copy of
the form and
its annexes,

use a
CONFIDENTI
AL cover
page, attach
the FMD
Form 06-
2021 (Case
Handling

Sheet), and

place it in a
folder. Save a
soft copy of
the form and
its annexes in

None

30 minutes

Registration
Officers | and Il
Fraud Alert Desk
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

the
appropriate
FMD drive.

None

1.8. Revie
w the
complete-
ness of
information in
the IRF and
its
attachments,
if any.

None

30 minutes

Registration
Officers | and Il
Fraud Alert Desk

None

1.9. Assig
n an Incident
Number  of
the Incident
Report, fill out
the required
fields in the
"FOR
RECEIVING
DIVISION'S
USE" box,
and sign the
form
accordingly.

None

15 minutes

Registration
Officers I and I
Fraud Alert Desk

None

1.10. Evaluate the
IRF to check
if the provided
information is
substantial*
to
recommend
the conduct of
an

investigation.

*There is
substantial
information when the
facts or details of the
incident are adequate
or sufficient to form
and support a

reasonable and
appropriate
recommendation
upon  which  the

subsequent action of

None

1 hour

Registration
Officers | and 1l
(Evaluator)
Fraud Alert Desk
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feedback to

FEES TO | PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

the FMD shall be
based or justified, are
specified in the report.

None 1.11. Fill out the | None 30 minutes Registration
Report Officers | and I
Evaluation (Evaluator)
Sheet (RES), Fraud Alert Desk
provide
recommendat
ions based on
the
evaluation
and  submit
the RES to
the FAD
Supervisor for
review.

None 1.12. Review the | None 1 hour Registration
RES, fill-out Officer 1]
and sign the (Supervisor)
form, and Fraud Alert Desk
submit the
RES to the
Division Chief
for approval.

None 1.13. Review the | None 2 days Registration
case and Officers IV / V
decide (Division Chief [/
whether  to Officer-in-charge)
approve or
disapprove
the
recommendat
ion of the
FAD.

1.14. Sign the RES
and return the
case file to
the FAD.

2. Receive the | 2.1. Receive the | None 1 hour Registration

feedback / case file, Officer |
case  status track the Fraud Alert Desk
update  from information in
the FAD via the FAD
email. tracker, and
provide

105



R, &
SPonsive *

CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

the origin of
the report
regarding its
status via
email.

None

If approved for
closure:

2.2. Submit  the
case file to
the FMD
Administrativ
e Assistant
for
appropriate
filing.
Proceed to
the last step.

If "Others":

2.3.  Take steps as
specified in
the form.
Proceed to
last step.

If approved for
investigation:

2.4. Assig
nment of case
for
investigation
to the
investigators
(Fraud
Detection and
Investigation
Team or
FDIT),
through raffle.

None

15 minutes

Registration
Officers | and I
(Evaluator)
Fraud Alert Desk

None

2.5. Route the
hard copy of
the IRF and
RES and its
attachments
to the FDIT.
Forward the
soft copies of

None

30 minutes

Registration
Officers | and I
(Evaluator)
Fraud Alert Desk
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
the same to
the FDIT via
email.
Proceed to
the next
steps.
None 2.6. Ackno | None 2 hours Registration
wledge Officer |
receipt and Fraud Detection
review the and Investigation
IRF, RES, Team
and their
attachments.
None 2.7. Prepare the | None 4 hours Registration
initial Officers l and Il
Investigation Fraud Detection
Work Plan and Investigation
(IWP). Team
None 2.8. Set schedule | None 15 minutes Registration
to conduct Officers 1 and Il
Pre- Fraud Detection
Investigation and Investigation
Conference Team
and send
email
invitations to
the
concerned
personnel.
None 2.9. Conduct the | None 4 hours Registration
Pre- Officers I, II, lll, IV
Investigation and V
Conference. Fraud Detection
and Investigation
Team
None 2.10. Finalize the | None 2 hours Registration
IWP and Officer Il
submit the Fraud Detection
case file to and Investigation
the Division Team
Chief for
notation.
None 2.11. Review and | None 2 hours Registration

sign the IWP.
Return the
case file to

Officer V
(Division Chief)
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FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
the FDIT for
the conduct of
investigation.

None 2.12. Prepare all | None 2 hours Registration
documentary Officer |
requirements Fraud Detection
for the official and Investigation
travel and Team
forward to the
appropriate
divisions/offic
es for
approval/sign
ature if
appropriate.

None 2.13. Conduct the | None 5 days Registration
investigation Officers I, Il and 1l
proper. Fraud Detection

and Investigation
Team

None 2.14. Prepare the | None 3 days Registration
initial draft of Officers I and Il
the Fraud Detection
Investigation and Investigation
Report Form. Team

None 2.15. Set a | None 15 minutes Registration
schedule to Officer |
conduct Post- Fraud Detection
Investigation and Investigation
Conference Team
and send
email
invitations to
the
concerned
personnel.

None 2.16. Conduct the | None 4 hours Registration
Post- Officers |, II, lll, IV
Investigation and V
Conference. Fraud Detection

and Investigation
Team
None 2.17. Revise and | None 3 days Registration

finalize  the
Investigation
Report Form

Officer Il
Fraud Detection
and Investigation
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

and complete
all its
annexes or
supporting
documents.
Include in the
form the
FDIT's
recommendat
ion whether
or not to file a
case for
violation  of
R.A. No.
11055.

Team

None

2.18. Print a hard
copy of the
form and its
annexes for
submission
and sign the
document.
Save a soft
copy of the
form and its
annexes in
the
appropriate
FMD drive.

None

1 hour

Registration
Officer |
Fraud Detection
and Investigation
Team

None

2.19. Submit the
Investigation
Report Form
and its
annexes to
the Division
Chief for

approval.

None

15 minutes

Registration
Officer |

Fraud Detection
and Investigation
Team

None

2.20. Review the
Investigation
Report Form,
its annexes,
and FDIT's
recommendat
ion/s.

2.21. Approve or
disapprove
the report and
recommendat

None

2 hours

Registration
Officer V

(Division Chief) or
Officer-in-Charge
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

2.22.

ions
accordingly.

Return to
FDIT for
appropriate
action.

3. Receive a
case status
update from
the FDIT via
email.

3.1

Send a case
status update
to the origin
via email.
Track the
progress  of
the case in the
FDIT tracker.

None

30 minutes

Registration
Officers I and Il
Fraud Detection
and Investigation
Team

None

3.2.

3.3.

Prepare the
Recommenda
tion Letter/s
(FMD  Form
10) addressed
to appropriate
Subject
Matter
Divisions
and/or
Division.

Legal

Forward the
letter to the
Division Chief
for review and
signature.

None

2 hours

Registration
Officer I and Il
Fraud Detection
and Investigation
Team

None

3.4.

Review and
sign the
Recommenda
tion Letter/s
and return
them to the
FDIT.

None

1 day

Registration
Officer V

(Division Chief) or
Officer-in-Charge

None

3.5.

Scan all
relevant
documents
and save the
copy in the
FMD Drive.

None

30 minutes

Registration
Officer |
Fraud
and
Team

Detection
Investigation

None

3.6.

Forward the
signed letter/s

None

15 minutes

Registration
Officers I and Il
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

3.7.

to the
Administrative
Assistant for
routing to
appropriate
Subject
Matter
Divisions.

Provide a
copy of the
Recommenda
tion Letter/s to
the Post-
Investigation
Monitoring

Unit for
tracking and
monitoring.

If recommended for
case filing:

3.8.

Produce a
photocopy of
the case file to
be included in
the
recommendat
ion letter for
routing to the
Legal
Division.

If not recommended
for case filing:

3.9.

Proceed to
the next step.

Fraud Detection
and Investigation
Team

None

3.10.

Route the
recommendat
ion letter to
the
appropriate
Subject
Matter
Divisions.
Include the
copy of the
case file if for
routing to the
Legal
Division.

None

1 hour

Administrative

Assistant
(Registration

Officers | and 1)
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FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

None 3.11. Track and | None 30 minutes Registration
monitor  the Officers I and Il
recommendat Post-Investigation
ions Monitoring Unit
forwarded to
the
appropriate
Subject
Matter
Divisions
and/or Legal
Division.

None 3.12. Storethe case | None 15 minutes Administrative
folder in the Assistant
locked steel
cabinet.

TOTAL (If the case is not approved for | None 4 days, 7

investigation): hours, and 23

minutes

TOTAL (If the investigation is | None 20 days, 4

completed): hours, and 25

minutes

Investigation of Fraud Incident Reports Received via Physical Letter

This process involves the receipt and documentation of the accomplished Incident Report
Form (FMD Form 01-2021-V2) from the PhilSys Incident Officers of all PSA Divisions in the
Central Office, Regional Statistical Services Office, Provincial Statistical Office, and PhilSys
Registration Centers via physical letter. Subsequently, this may lead to the conduct of
investigation on the alleged identity-related fraud or violation of Republic Act No. 11055,
including the unlawful use of authentication services, fraudulent registrations, and identity
duplication and/or disputes.

Office or Division: Fraud Management Division

Classification: Highly Technical

G2C - Government to Citizen; G2B - Government to Business; G2G
- Government to Government

Type of Transaction:

Who may avail: General Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Accomplished Incident Report Form | PhilSys Incident Officer
(one (1) original signed copy)
2. Evidence of the incident or violation, | Complainant/informant/reporting person

such as but not limited to:
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A. Photos (one (1) original copy each)*
B. Screenshots of email,
communication,
online screens (one (1) printed copy each)*

C. Transaction Slips (one (1) photocopy

each)*

D. Technical or IT Reports (one (1)

websites,

original copy each)*

*Hard copies thereof shall

submitted to FMD.

text,
webpages,

be subsequently

chat

Feedback and Grievance Division

FEES TO [ PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Report a|l.l. Send an | None 30 minutes PhilSys  Incident

PhilSys- acknowledgem Officer

related and ent upon

fraud-related receipt to the

incidents, sender via

and email/physi-cal

violations of letter to the

Republic Act complainant or

No. 11055 informant  or

via email, reporting

text, person.

messenger,

call, or verbal

message to

the PIO of

any PSA

Divisions,

Regional

Statistical

Services

Office,

Provincial

Statistical

Office, and

PhilSys

Registration

Centers.
None 1.2. Check if all | None 1 hour PhilSys  Incident

required Officer
information

and evidence
provided by the
complainant or
informant  or
reporting
person

complete.

are
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
None 1.3. Fill  out the | None 1 day PhilSys  Incident
Incident Report Officer
Form (IRF)
with the
information
provided by the
complainant or
informant  or
reporting
person, sign in
the appropriate
field and
submit to
(DC/ANS/CSS/
RD).
None 1.4. Review and note | None 1 day Division Chief or
the IRF. Assistant National
Statistician
For PSA Divisions
in the Central
Office
Regional Director
For Regional
Statistical
Services Office
Chief  Statistical
Specialist
For Provincial
Statistical Office,
and PhilSys
Registration
Centers
None 1.5. Submit the | None 10 minutes PhilSys  Incident
accomplished Officer

IRF to Fraud
Management
Division or
Registration
Management
Division via the
following email
addresses:

Fraud
Division
fmd.staff@psa.gov.ph

Management
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Registration
Management Division
rmd.staff@psa.gov.ph

None

1.6.

Receive the
IRF and sign
the
acknowledge
ment /
receiving
copy.

None

2 minutes

Administrative
Assistant

None

1.7.

Route the IRF
to the Fraud
Alert Desk for
processing.

None

5 minutes

Administrative
Assistant

None

1.8.

Receive the
documents
from
Administrative
Assistant, and
review the
completeness
of information
in the IRF and
its
attachments, if
any.

None

30 minutes

Registration
Officer I, I
Fraud Alert Desk

None

1.9. Assign
an Incident
Number to the
Incident
Report, fill out
the required
fields in the
"FOR
RECEIVING
DIVISION'S
USE" box, and
sign the form
accordingly.

None

15 minutes

Registration
Officer I, I
Fraud Alert Desk

None

1.10.

Scan the files
and save the
soft copy of the
form and its
annexes in the
appropriate

FMD drive.

None

15 minutes

Registration
Officer |
Fraud Alert Desk
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

1.11. Evaluate the
IRF to check if
the provided
information is
substantial* to
recommend
the conduct of
an

investigation.

*There is substantial
information when the
facts or details of the
incident are adequate
or sufficient to form and
support a reasonable
and appropriate
recommendation upon
which the subsequent
action of the FMD shall
be based or justified,
are specified in the
report.

None

1 hour

Registration
Officer I, Il
(Evaluator)
Fraud Alert Desk

None

1.12. Review the
Report
Evaluation
Sheet (RES),
fill-out and
sign the form,
and submit the
RES to the
Division Chief
for approval.

None

1 hour

Registration
Officer IlI
(Supervisor)
Fraud Alert Desk

None

1.13. the

and

Review
case
decide
whether to
approve or
disapprove the
recommendati
on of the FAD.
1.14. Sign the RES
and return the
case file to the
FAD.

None

2 days

Registration
Officer IV/V
(Division Chief) or
Officer-in-charge

2. Receive the
feedback /
case status

2.1. Receiv
e the case file,
track the

None

1 hour

Registration
Officers | and I
Fraud Alert Desk
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

update from
the FAD via
email.

information in
the FAD
tracker, and
provide

feedback to
the origin
regarding the
status of the
case via email.

None

If approved for
closure:

2.2. Submit the
case file to the
FMD
Administrative
Assistant  for
appropriate
filing. Proceed
to the last step.

If "Others":
2.3. Take steps as
specified in the

form. Proceed
to the last step.

If approved for
investigation:

2.4. Raffle
the case to the
investigators
who will be
assigned to
the case, the
Fraud
Detection and
Investigation
Team (FDIT).

None

15 minutes

Registration
Officer |
(Evaluator)
Fraud Alert Desk

None

2.5. Route the hard
copy of the IRF
and RES and
its

attachments to
the FDIT.
Forward the
soft copies of

the same to

None

30 minutes

Registration
Officers | and I
(Evaluator)
Fraud Alert Desk
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
the FDIT via
email.
Proceed to the
next steps.
None 2.6. Ackno | None 2 hours Registration
wledge receipt Officer |
and review the Fraud Detection
IRF, RES, and and Investigation
their Team
attachments.
None 2.7. Prepare  the | None 4 hours Registration
initial Officer |, Il
Investigation Fraud Detection
Work Plan and Investigation
(IWP). Team
None 2.8. Set schedule | None 15 minutes Registration
to conduct Officer |
Pre- Fraud Detection
Investigation and Investigation
Conference. Team
Send email
invitation  to
the concerned
personnel.
None 2.9. Conduct the | None 4 hours Registration
Pre- Officers I, 11, 1ll, IV
Investigation and V
Conference. Fraud Detection
and Investigation
Team
None 2.10. Finalize  the | None 2 hours Registration
Investigation Officer Il
Work Plan Fraud Detection
(IWP) and and Investigation
submit the Team
case file to the
Division Chief
for notation.
None 2.11. Review and | None 2 hours Registration
sign the IWP. Officer V

Return the
case file to the
FDIT for the

(Division Chief)
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FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
conduct of
investigation.

None 2.12. Prepare all | None 2 hours Registration
documentary Officer |
requirements Fraud Detection
for the official and Investigation
travel. Team
Forward to
appropriate
divisions/
offices for
approval/
signature if
appropriate.

None 2.13. ( None 5 days Registration
onduct the Officer I, 11, 1l
investigation Fraud Detection
proper. and Investigation

Team

None 2.14. Prepare the | None 3 days Registration
initial draft of Officer I, Il
the Fraud Detection
Investigation and Investigation
Report Form. Team

None 2.15. Setaschedule | None 15 minutes Registration
to conduct Officer |
Post- Fraud Detection
Investigation and Investigation
Conference. Team
Send email
invitations  to
the concerned
personnel.

None 2.16. Conduct the | None 4 hours Registration
Post- Officer I, II, I, IV,
Investigation V
Conference. Fraud Detection

and Investigation
Team
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FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

None 2.17. Revise and | None 3 days Registration
finalize the Officer Il
Investigation Fraud Detection
Report Form and Investigation
and complete Team
all its annexes
or supporting
documents.

Include in the
form the
FDIT's
recommen-
dation whether
or not to file a
case for
violation of
R.A. No.
11055.

None 2.18. Print a hard | None 1 hour Registration
copy of the Officer |
form and its Fraud Detection
annexes  for and Investigation
submission Team
and sign the
document.

Save a soft
copy of the
form and its
annexes in the
appropriate
FMD drive.

None 2.19. 9 None 15 minutes Registration
ubmit the Officer |
Investigation Fraud Detection
Report Form and Investigation
and its Team
annexes to the
Division Chief
for approval.

None 2.20. H None 2 hours Registration
eview the Officer V
Investigation (Division Chief) or
Report Form, Officer-in-Charge
its annexes,
and FDIT's
recommend-
ation/s.

2.21. A
pprove or
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signed letter/s

FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
disapprove the
report and
recommend-
ations
accordingly.

2.22. F
eturn to FDIT
for appropriate
action.

3. Receive a| 31l  Send a case | None 30 minutes Registration
case  status status update Officers I and Il
update from to the origin via Fraud Detection
the FDIT via email. Track and Investigation
email. the progress of Team

the case in the
FDIT tracker.

None 3.2. Prepare  the | None 2 hours Registration
Recommen- Officer I, Il
dation Letter/s Fraud Detection
(FMD  Form and Investigation
10) addressed Team
to appropriate
Subject Matter
Divisions
and/or Legal
Division.

3.3. Forward the
letter to the
Division Chief
for review and
signature.

None 3.4. Review and | None 1 day Registration
sign the Officer V
Recommen- (Division Chief) or
dation Letter/s Officer-in-Charge
and return
them to the
FDIT.

None 3.5. Scan all | None 30 minutes Registration
relevant Officer |
documents Fraud Detection
and save the and Investigation
copy in the Team
FMD Drive.

None None 15 minutes Registration

3.6. Forward the

Officer |
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

to the
Administra-
tive Assistant
for routing to
appropriate
Subject Matter
Divisions.

3.7. Provide a copy
of the
Recommendat
ion Letter/s to
the Post-
Investigation
Monitoring
Unit for
tracking and
monitoring.

If recommended for

case filing:

3.8. Produce a
photocopy of
the case file to
be included in
the
recommen-
dation letter for
routing to the
Legal Division.

If not recommended

for case filing:

3.9. Proceed to
next step.

Fraud
and
Team

Detection
Investigation

None

3.10. Route the
recommendati
on letter to the
appropriate
Subject Matter
Divisions.
Include the
copy of the
case file if for
routing to the
Legal Division.

None

1 hour

Administrative
Assistant

None

3.11. Track and
monitor the
recommendati

ons forwarded

None

30 minutes

Registration
Officer I, Il
Post-Investigation
Monitoring Unit
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FEES TO | PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
to the
appropriate
Subject Matter
Divisions
and/or Legal
Division.

None 3.12. Store the case | None 15 minutes Administrative
folder in the Assistant
locked steel
cabinet.

TOTAL (If the case is not approved for | 7 days, 7 hours,

investigation): and 5 minutes

. _— . 23 days, 4

TOTAL (If the investigation s X

completed): None hqurs, and 5

minutes

FEEDBACK AND GRIEVANCE DIVISION
External Services
1. Responding to Category 1 (Simple) Feedback
This service provides responses to the public with queries or complaints that are general in
nature which may be received through the official PhilSys channels. Category 1 is non-

contentious feedback from clients which covers clarifications and general comments and
suggestions regarding the PhilSys implementation and its services.

Office or Division: Feedback and Grievance Division

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: General Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Query, complaint, and/or feedback that are non- | 1. Email:

contentious and are general in nature info@philsys.gov.ph
2. Facebook page:

https://facebook.com/PSAPIilSysOffic
ial

3. Hotline:1388
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
I. Email and Facebook Page
1. Send details | 1.1. Receive None 5 minutes Public Relations
of query, query, Officer |
complaint, complaint,
and/or and/or
feedback via feedback
email or and request
Facebook additional
page. details if
necessary.
None 1.2. Reply to the | None 10 minutes Public Relations
client based Officer |
on the
approved
standard
responses
through the
channel
used.
2. Receive al2l. Record None 10 minutes Public Relations
response via details in the Officer |
email or monitoring
Facebook log.
page.
TOTAL: None 25 minutes
[I. Hotline
1. Call the | 1.1. Receive call | None 2 minutes Call Center Agent
PhilSys and gather
hotline basic (But call via
through 1388 information mobile may
and narrate of the client | cost Php
details of and details of | 6.00-
query, the 8.00/min
complaint, complaint. and Php
and/or 4.00-
feedback. 5.00/min for
landline)
None 1.2. Reply to the | None 2 minutes Call Center Agent

client based
on the
approved
standard
responses.
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FEES TO [ PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
None 1.3. Summarize None 2 minutes Call Center Agent
the call
details and
generate
ticket
number.
2. Receive 2.1. Request if | None 30 seconds Call Center Agent
response client is
and answer willing to
the brief answer a
customer brief
satisfaction customer
survey. satisfaction
survey (If not
willing,
proceed to
the next
step).
None 2.2. End the call | None 30 seconds Call Center Agent
with the
closing spiel.
TOTAL: None 7 minutes

2. Responding to Category 2 and Category 3 (Complex) Feedback

This service provides the process in which all feedback and complaints assessed as
Category 2 and 3 that require action are forwarded to concerned offices for resolution.
Category 2 complaints are grievances on non-compliance with PhilSys processes and
protocols. Category 3 are contentious complaints on non-conformance to the PhilSys Act

and other governing laws.

Office or Division:

Feedback and Grievance Division

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Query, complaint, and/or feedback
that are identified as non-compliant to

PhilSys  processes and non-
conforming t o
objectives

t

1. Email:
info@philsys.gov.ph
2. Facebook

https://facebook.com/PSAPhIlSysOfficial
3. Hotline:1388

page:
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2. Feedback and Grievance Escalation

(FGE) Form

4. PSA Field Offices
5. Other Government Complaints Desk (PCC,

CCB, 8888, ARTA, etc.)

necessary.

FEES

TO PROCESSING | PERSON
CLIENT STEPS AGENCY ACTIONS BE TIME RESPONSIBLE

PAID

1. Send details of | 1.1. Receive complaint | None |5 minutes Public Relations

the complaint from the official Officer |

through the channels, PSA

official Field Offices, and

channels, PSA other government

Field Offices, complaints  desks

and other and request

government additional details if

complaints necessary.

desks.

None 1.2. Record details in| None |1 hour Public Relations
the monitoring log Officers Il and IlI
and accomplish the
FGE Form to
include details of
the complaint.

None 1.3. Review, approve, | None | 1 hour Public Relations
and endorse the Officers Ill and 1V,
filled-out FGE Form Officer-in-Charge,
to the subject Assistant National
matter divisions Statistician
(SMDs).

None 1.4. Provide None | 20 days Subject Matter
resolution to Division
address/act on the
escalated
complaint and
respond to the FGE
Form.

2. Receive 2.1. Send None | 5 minutes Public
notification notification to the Relations Officer Il
that the client that the
complaint has complaint has been
been escalated for
escalated for resolution.
resolution.

22. Send a follow-up | None |10 minutes Public Relations
email to SMDs, if Officer Il
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FEES
TO PROCESSING | PERSON
CLIENT STEPS AGENCY ACTIONS BE TIME RESPONSIBLE
PAID
2.3. Receive a | None | 10 minutes Public Relations
response from Officer IlI
SMDs.
2.4, Draft response to | None | 1 hour Public Relations
the client based on Officers Il and IlI
the reply of SMDs.
2.5. Approve and send | None | 1 hour Public Relations
a response to the Officers Ill and 1V,
client, copy Officer-in-Charge
furnished SMD.
3. Receive 3.1. Record details in | None | 10 minutes Public Relations
response. the monitoring log. Officer |
TOTAL: None |20 days, 4
hours, and 40
minutes

PLANNING AND POLICY COORDINATION DIVISION

External Services

1. Approval of PhilSys Inter-Agency Committee on Legal Affairs Resolutions

The composition of the IAC includes the IAC-LA. Pursuant to PSPCC Resolution No. 14!
dated 17 June 2020, and as supplemented by PSPCC Resolution No. 232 dated 28 January
2022, the member-agencies of the IAC-LA are the following:

Philippine Statistics Authority (PSA);

National Privacy Commission (NPC);
Department of Finance (DOF);
Bangko Sentral ng Pilipinas (BSP);
Department of Justice (DOJ);

CoNoO~WNE

Office of the Solicitor General (OSG);

National Economic and Development Authority (NEDA);
Department of Information and Communications Technology (DICT);

Department of Budget and Management (DBM);

10. Philippine Health Insurance System (PhilHealth);

11. Department of Foreign Affairs (DFA);

12. Department of Social Welfare and Development (DSWD);

13. Government Service Insurance System (GSIS);

1 Approving the Chairmanships of the PhilSys kitgency Committees:

https://www.philsys.gov.ph/wpcontent/uploads/2022/08/PSPCRese14-2020-Chairmanship®f-IACs.pdf

@
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2 Approvirg the Restructuring of PhilSys Intgency Committee (IAC) Subgroups and the Creation of the IAC on Privacy and

Security:

https://www.philsys.gov.ph/wpcontent/uploads/2022/08/PSPCResolutionN0-23 signedOSE@9354.pdf
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14. Social Security System (SSS); and
15. Philippine Postal Corporation (Post Office)

The primary responsibility of the IAC-LA is to support the analysis and development of laws,
implementing rules and regulations, and related policies for the PhilSys. If specifically
instructed by the PSPCC, the IAC-LA also conducts the drafting or review of resolutions to
ensure that the provisions are compliant with the Republic Act (R.A.) No. 11055 and its
revised Implementing Rules and Regulations (IRR), and other applicable laws, rules, and
regulations. Subsequently, these resolutions shall be endorsed to the PSPCC for approval.

Consistent with the above resolutions, the PSA shall primarily perform the Secretariat
functions for the IACs. The member agencies may, whenever necessary, provide its
personnel to assist in the discharge of this function. Consequently, the Planning and Policy
Coordination Division (PPCD) is assigned as the Secretariat for the IAC on Legal Affairs
(IAC-LA). As IAC-LA Secretariat, the PPCD shall oversee and undertake the necessary
communication, coordination, and cooperation with the IAC-LA member-agencies. If
necessary or when directed by the IAC-LA Chairperson, the PPCD shall likewise draft
resolutions and facilitate approval thereof by the IAC-LA member-agencies.

e,
SPonsive *

Office or Division:

Planning and Policy Coordination Division

Classification:

Highly Technical

Type of Transaction:

G2G - Government to Government

Who may avail:

PhilSys TWG-LA, IAC-LA Members,
PhilSys IACs and PSPCC

Other

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Endorsed by PhilSys TWG-LA:
1. Letter/Email message;

2. Approved PhilSys TWG-LA
resolutions; and

3. Other pertinent reference
documents.

PhilSys TWG-LA

Endorsed by other PhilSys IACs:
1. Letter/Email message;

Concerned PhilSys IAC

2. Approved resolution from the
concerned IAC;
3. Draft PSPCC resolution; and
4. Other pertinent reference
documents.
Endorsed by the PSPCC Secretariat: PSPCC Secretariat
1. minutes of the Meeting;
2. Letter/Email message; or
3. Other pertinent reference
documents.

Initiative of the IAC-LA:
1. minutes of the Meetings

IAC-LA Chair
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necessary. (or
if  requesting
party failed to
provide a draft
resolution)

FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Endorse/ 1.1.  Acknowledge | None 15 minutes Planning Officers
Transmit the receipt of the i, 1
concern  to endorsement (IAC-LA
IAC-LA Secretariat)
secretariat.
None 1.2. Endorse  the | None 15 minutes Planning Officer llI
concern/ (IAC-LA
matter to the Secretariat)
IAC-LA Chair
for further
evaluation and
guidance.
None 1.3. Identify the | None 4 hours Planning Officers
need for IAC- vV, LI
LA resolution. (IAC-LA
Secretariat)
Note: Whenever
necessary, the IAC-LA
shall convene to
discuss the matter. The IAC-LA Chair and
IAC-LA may likewise members
require the
participation of the
requesting party/ies to
IAC-LA meeting.
In case of a joint
meeting with other
IACs, the IAC-LA
Secretariat shall
facilitate the routing of
Notice of Meeting to
the IAC  member-
agencies.
None 1.4. Prepare  the | None 2 days Planning Officers
initial draft of vV, LI
the IAC-LA (IAC-LA
resolution. Secretariat)
15. Draft the
correspond-ing
PSPCC
resolution,
whenever
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

None 1.6. Route the draft | None 15 minutes Planning Officers
resolution/s to ", 1, 1
IAC-LA (IAC-LA
members  for Secretariat)
review.

None 1.7. Monitor the | None 2 days IAC-LA members
status of the
draft
resolutions
under review of
the IAC-LA
members.

None 1.8. Receive draft | None 15 minutes Planning Officers
resolution/s ", u, 1
with inputs/ (IAC-LA
comments  of Secretariat)
IAC-LA
members.

None 1.9. Consolidate None 2 days Planning Officers
the inputs/ ", 1, 1
comments (IAC-LA
received and Secretariat)
prepare
comparative
matrix.

None 1.10. Revise and | None 2 days Planning Officers
finalize the vV, L L
draft (IAC-LA
resolution/s. Secretariat)

None 1.11. Furnish a copy | None 15 minutes Planning Officers
of the revised ", 1, 1
draft (IAC-LA
resolution/s Secretariat)
and
consolidated
matrix to IAC-
LA members
for final review
and/or
concurrence of
members.

None 1.12. Review the | None 1 day IAC-LA Members

revised draft
resolution and
consolidated

matrix by the
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
IAC-LA
members.
None 1.13. Upon None 15 minutes Planning Officers
concurrence, 1, 1,1
endorse  the (IAC-LA
final/clean Secretariat)
draft of the
IAC-LA
resolution  to
IAC-LA
members  for
signature.
Note: In case of a joint
resolution, the IAC-LA
Secretariat shall route
the final draft joint
resolution and final daft
PSPCC resolution to
the Secretariat of the
requesting PhilSys IAC
for routing to their
respective members.
None 1.14. Approve/ Sign | None 2 days IAC-LA Members
the IAC-LA
resolution.
None 1.15. Receive None 10 minutes Planning Officers
signed IAC- ", 1, 1
LA resolution. (IAC-LA
Secretariat)
2. Receive the | 2.1. Endorse the | None 15 minutes Planning Officers

copy of the
approved
resolution/s.

approved the
IAC-LA
Resolution (or
the joint
resolution)
including the
final draft of
the PSPCC
Resolution to
the  PSPCC
Secretariat,
copy-furnished
the requesting
party/ies.

1, 1, 1
(IAC-LA
Secretariat)

131

R, &
SPonsive *




e,
SPonsive *

FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
TOTAL.: None 11 days, 5 hours,

and 55 minutes

Internal Services

1. Conduct of Policy Review

Policy review is inherent or incidental to policy development task of the Planning and Policy
Coordination Division (PPCD). This process is designed to facilitate the requests for review of
policies and guidelines from the PhilSys Registry Office (PRO) Services and Divisions,
particularly those with operational and technical units. It likewise aims to align the policies and
guidelines subject for review with the provisions of Republic Act No. 11055 and its revised IRR
existing PRO-issued policies, guidelines, office memoranda, and other PSA relevant

issuances.

Given its sufficient knowledge and familiarity with the direction of the PhilSys program, the
PPCD provides its comments or recommendations for the improvement of the policies and
guidelines subject for review.

Office or Division:

Planning and Policy Coordination Division

Classification:

Highly Technical

Type of Transaction:

G2G - Government to Government

Who may avail:

PRO Services/Divisions

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter/Email Request;
2. Transmittal/Routing Slip; and

Requesting PRO Service/Division

3. Draft policy.
FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Endorse/ 1.1.  Acknowledge | None 15 minutes Policy
Transmit the receipt of the Coordination Unit
draft policy to endorsed draft Staff /
PPCD for policy. Administrative
review. Assistant V
None 1.2. Review the | None 3 days Planning Officers
endorsed draft I, and |
policy. Policy
Coordination Unit
None 1.3. Conduct None 2 days Planning Officers

consultative

V, IV, I, Iland |
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FEES TO | PROCESSING PERSON
CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
meeting/s,
if necessary. Subject Matter
Divisions/Legal
Service
None 1.4. Draft inputs | None 3 days Planning Officers
and/or I, Iland |
recommendati Policy
ons on the draft Coordination Unit
policy.
None 1.5. Review and | None 2 days Planning Officers
approve the IV and V
inputs and/or
recommendati
ons of the
PPCD on the
draft policy.
2. Receive the | 2.1. Release  the | None 15 minutes Policy
inputs inputs and/or Coordination  Unit
and/or recommendati Staff /
recommend ons of the Administrative
ations of PPCD on the Assistant V
PPCD on draft policy to
the the requesting
endorsed party.
draft policy.
TOTAL.: None 10 days and 30
minutes

2. Approval of PhilSys Technical Working Group on Legal Affairs (TWG-LA) Resolutions

In alignment with the directive of the PhilSys Policy and Coordination Council (PSPCC) to
establish the Inter-Agency Committees (IACs) for the PhilSys, the PSA
constituted the PhilSys Technical Working Groups (TWGSs). As part of its mandate, he
PhilSys TWGs shall provide technical assistance and official recommendations to the IACs
and ensure efficient planning and implementation of the objectives of the Republic Act
(R.A.) No. 11055.

The composition of PhilSys TWGs includes the TWG on Legal Affairs (TWG-LA). The
TWG-LA shall provide legal comments, inputs, and/or recommendations in the form of a
resolution. Subsequently, the resolution shall be endorsed to the IAC on Legal Affairs (IAC-
LA) for their consideration or for implementation by the concerned PhilSys Registry Office
(PRO) operation units.

Relative thereto, the PPCD is tasked to provide Secretariat functions to the TWG-LA.

As TWG-LA Secretariat, the PPCD shall oversee and undertake the necessary
communication, coordination and cooperation with the TWG members. If necessary or
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when requested, the PPCD shall likewise draft resolutions and facilitate approval thereof
by the TWG-LA Members. It shall likewise ensure that such resolution recommending the
approval of a certain policy is consistent with the objectives of R.A. No. 11055 and its
revised Implementing Rules and Regulations (IRR), all laws pertinent thereto and other

statutory provisions.

Office or Division:

Planning and Policy Coordination Division

Classification: Highly Technical

Type of Transaction:

G2G - Government to Government

Who may avail:

PRO Management/Officials, Services/Divisions, other PhilSys TWGs

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Endorsed by PRO Management/Officials:
1. minutes of the Meeting; and
2. Letter/Email Request.

Requesting PRO Official/s

Endorsed by PRO Services/Divisions:

1. Letter of endorsement signed by the
Assistant National Statistician (ANS) of the
concerned Service/Division; and

2. Briefer of the concerns.

Requesting PRO Services/Division

Endorsed by other TWGs:
1. Letter of endorsement from
Chairperson; and
2. Approved TWG resolution and other relevant

the TWG

Requesting PhilSys TWG/s

documents.
FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Endorse/ 1.1.  Acknowledge | None 15 minutes Planning Officers |

Transmit the receipt of the and Administrative

concern  to endorsement Assistant V

TWG-LA (TWG-LA

secretariat. Secretariat)

None 1.2 Identify  the | None 4 hours Planning Officers |
need for a (TWG-LA
resolution. Secretariat)

Planning and
Policy
Coordination
Note: Whenever Division
necessary, the TWG-
LA may conduct a TWG-LA Members
meeting to discuss the
endorsement.
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

None 1.3. Prepare  an | None 3 days Planning Officers |
initial draft of (TWG-LA
the resolution. Secretariat)

None 1.4. Route the | None 1 day Planning Officers |
draft (TWG-LA
resolution for Secretariat)
review to
TWG-LA
members for
review.

None 1.5. Review the | None 2 days Planning Officers
draft V and Il
resolution. (TWG-LA

Members)
Note: Whenever
necessary, the TWG- Other TWG-LA
LA may conduct a Members from
Consultative Meeting other PRO
with the requesting Services/ Division
party/ies to discuss
the draft resolution. Requesting
party/ies

None 1.6. Receive/ None 15 minutes Planning Officers |
Acknowledge (TWG-LA
receipt of Secretariat)
inputs/
comments of
TWG-LA
Members on
the draft
resolution.

None 1.7. Consolidate None 1 day Planning Officers |
the inputs/ (TWG-LA
comments Secretariat)
received and
prepare
comparative
matrix.

None 1.8. Revise and | None 2 days Planning Officers |
finalize  the (TWG-LA
draft Secretariat)
resolution.

None 19. Send the | None 15 minutes Planning Officers |
revised draft (TWG-LA
resolution and Secretariat)
consolidated
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CLIENT STEPS | AGENCY ACTIONS FEES _TO | PROCESSING PERSON

BE PAID TIME RESPONSIBLE

matrix to

TWG-LA

members for

final  review

and/or

concurrence

of members.

None 1.10. Review of the | None 1 day Planning Officers

revised draft V and Il

resolution and (TWG-LA

consolidated Members)

matrix by the

TWG-LA Other TWG-LA

members. Members from
other PRO
Services/Division
and Legal Service

None 1.11. Upon None 15 minutes Planning Officers |
concurrence, (TWG-LA
endorse the Secretariat)

final draft of
the resolution

to TWG-LA
members for
signature.
None 1.12. Approve/ Sign | None 1 day Planning Officers
final draft of V and Il
the resolution. (TWG-LA
Members)
Other TWG-LA
Members from
other PRO
Services/Division
and Legal Service
2. Receive the | 2.1. Endorse the | None 15 minutes Planning Officers |
copy of the approved and Administrative
approved resolution to Assistant V
resolution. the requesting (TWG-LA
party/ies  for Secretariat)
appropriate
action,
including the
TWG-LA
members for
their
information.
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FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

TOTAL.: None 11 days, 5 hours
and 15 minutes

MONITORING AND EVALUATION DIVISION
External Services and Internal Services

1. Data Request on Philippine Identification System for Latest Approved Cumulative
Data

This process will provide the requesting party with the latest approved cumulative data and
updates on the implementation of Philippine Identification System (PhilSys), particularly on
registration. One of the indicators included in this data request is the Step 2 registration, which
involves capturing of demographic and biometric information. This also includes the Step 3
registration, which involves the issuance of PhilSys Number (PSN) and release of Philippine
Identification (PhillD), which may be a physical PhillD card being printed by the Bangko Sentral
ng Pilipinas (BSP) and delivered by the Philippine Postal Corporation (Post Office); or ePhillD
that may be printed on a piece of paper and/or downloaded through the PhilSys website.

Office or Division: Monitoring and Evaluation Division
Classification: Simple
Type of Transaction: G2B i Government to Business Entity;

G2G 1 Government to Government

Who may avail: PSA Offices/Services/Divisions/Units
Government offices
Business entities

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplished MED Data Request Form: Monitoring and Evaluation Division 1
1 Requestor Information Monitoring and Evaluation Unit
o Name

o Office/Service/Division i |

o Office E-mail Address E E
o Contact Number %

1 Data Request -
0 Specific data request

Format

Purpose

Reference Period E '.|5

Scope of use rr

Other relevant information on the

request Link:

https://tinyurl.com/MEDDataRequestForm

O oO0Oo0ooo
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CLIENT STEPS

AGENCY ACTIONS

FEES
BE PAID

TO

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Scan the QR
code,
accomplish the
MED Data
Request Form
and send back
to PSA.

Check if all
the required
information
has been
provided in
the Data
Request
Form.

1.1

None

15 minutes

Project Evaluation
Officers | and I

None

1.2.  Acknowledg
e receipt of
the MED
Data
Request

Form.

None

10 minutes

Project Evaluation
Officers | and I

None

1.3. Assess and
forward to
the
concerned
personnel/
employee
who should
handle the

request.

None

1 hour

Project Evaluation
Officers I and Il

None

1.4. Prepare and
submit  the
data request
to the
Supervisor
for review
and

clearance.

None

1 day

Project Evaluation
Officers | and Il

None

1.5. Review the
correctness
and
complete-
ness of
requested
data and
endorse to
Division
Chief for final
approval.

None

1 day

Project Evaluation
Officers lll and IV

None

1.6. Review and
approve the

data request.

None

6 hours

Project Evaluation
Officer V
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
2. Check the|2.1. Send the e- | None 10 minutes Project Evaluation
completenes copy of the Officers I and Il
s of the data request,
requested including the
data and Data
accomplish Request
the Data Evaluation
Request Form.
Client
Evaluation
Form.
None 2.2. File the | None 15 minutes Project Evaluation
following: Officer |
i Data Request
Form
1 Accomplished
Data Request
Client
Evaluation
Form
None 2.3. Record the | None 10 minutes Project Evaluation
transaction in Officer |
the Data
Request Log
Sheet.
TOTAL.: None 3 days

2. Data Request on Philippine Identification System for Latest Approved Disaggregated

Data

This process will provide the requesting party with the latest approved disaggregated data
and updates on the implementation of Philippine Identification System (PhilSys),
particularly on registration. The disaggregation may be in terms of provincial, city/municipal
level, and on the period of the data (i.e., daily, weekly, monthly, annually). The indicators
for this data request include the Step 2 and Step 3 registration (i.e., PSN Generation, Cards
Personalization, Cards Dispatched, Cards Delivered, Issued Printed ePhillD, Downloaded

ePhillD, etc.).

Office or Division:

Monitoring and Evaluation Division

Classification:

Complex

Type of Transaction:

G2B 1 Government to Business Entity;
G2G i Government to Government

Who may avail:

PSA Offices/Services/Divisions/Units

139

@
uoe‘t’;}



Government offices
Business entities
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Accomplished MED Data Request Form:

1 Requestor Information
o Name
o Office/Service/Division
o Office E-mail Address
o Contact Number

1 Data Request
0 Specific data request

O o0Oo0ooo

Format

Purpose
Reference Period
Scope of use
Other relevant information on the

request

Link:

Monitoring and Evaluation Division 1
Monitoring and Evaluation Unit

OF5D0

O Pk

https://tinyurl.com/MEDDataRequestForm

CLIENT STEPS

AGENCY ACTIONS

FEES
BE PAID

TO

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Scan the QR
code,
accomplish
the MED Data
Request
Form and
send back to
PSA.

Check if all
the required
information
has been
provided in
the Data
Request
Form.

11

None

30 minutes

Project Evaluation
Officers | and I

None

1.2.  Acknowledge
receipt of the
MED Data
Request

Form.

None

30 minutes

Project Evaluation
Officers | and Il

None

1.3. Assess and
forward to the
concerned
personnel/
employee
who  should
handle the

request.

None

1 day and 2 hours

Project Evaluation
Officers | and I

None

1.4. Prepare and
submit the
data request
to the
Supervisor for
review  and

clearance.

None

3 days

Project Evaluation
Officers I and Il
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FEES TO | PROCESSING PERSON

CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE

None 1.5. Review the | None 1 day and 4 hours | Project Evaluation

correctness Officers lll and IV
and complete-
ness of
requested
data and
endorse to
Division Chief
for final
approval.
None 1.6. Review and | None 1 day Project Evaluation
approve the Officer V
data request.

2. Check the | 2.1. Send the e- | None 30 minutes Project Evaluation
completeness copy of the Officers | and Il
of the data request,
requested including the
data and Data Request
accomplish Evaluation
the Data Form.

Request
Client
Evaluation
Form.
None 2.2. File the | None 15 minutes Project Evaluation
following: Officer |
1 Data Request
Form
9 Accomplished
Data Request
Client
Evaluation
Form
None 2.3. Record the | None 15 minutes Project Evaluation
transaction in Officer |
the Data
Request Log
Sheet.
TOTAL: None 7 days
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SOCIAL PROTECTION USE CASE DIVISION

External Services

1. Responding

to
Programs/Agencies

PhilSys-related

Inquiries/Concerns

of

Social

e,
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Protection

This process involves responding to any PhilSys-related inquiries or concerns of the interested
relying parties or agencies providing social protection services.

Office or Division:

Social Protection Use Cases Division

Classification:

Complex

Type of Transaction:

G2G - Government to Government;
G2C - Government to Citizen;
G2B - Government to Business

Who may avail:

Government or Private entities/Individuals with Social Protection

concerns
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Email message to the email address | Requesting Government or Private
spucd.staff@psa.gov.ph; or entities/Individuals with Social Protection
2. Viber message; or concerns
3. Short Message Service (SMS); or
4. Call.
FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Send | 1.1. Acknowledge | None 1 day Project
queries/ the concerns Development
Concerns. received. Assistant/
Information
System Analyst I/
Project
Development
Officer I/lI/1II/V
None 1.2. Respond or | None 3 days Project
forward the Development
concerns  to Assistant/
the  Division Information
Chief. System Analyst I/
Project
Development
Officer I/lI/1II/V
2. Receive the|2.1. Respond to | None 1 day Project
response. the concerns Development
of the Assistant/
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CLIENT STEPS

FEES TO | PROCESSING PERSON

AGENCY ACTIONS | o= o' | 11vE RESPONSIBLE

requesting Information
party. System Analyst I/
Project
Development
Officer I/II/INNV

TOTAL:

None 5 days

GOVERNMENT SERVICE USE CASE DIVISION

External Services

1. Review of PhilSys Integration Implementation Plan (PIIP)

Section 1(c) of Memorandum Circular (MC) No. 95, series of 2022 states that all Covered
Agencies are to develop a 2-year work plan of indicating the activities to be covered as part of
the integration with PhilSys, the timelines to fully implement said integration, the responsible
units therefore, and the budget for the same.

The Government Service Use Cases Division (GSUCD) is mandated to monitor, review, and
store the submission of PhilSys Integration Implementation Plans (PIIP) from Covered

Agencies.

A. Review of P

hilSys Integration Implementation Plan (PIIP) Received via Email

Office or Division:

Government Service Use Cases Division

Classification:

Complex

Type of Transaction: G2G i Government to Government

Who may avail:

All government agencies, instrumentalities, departments, bureaus,
offices, local government units, government-owned and controlled
corporations, state universities and colleges (Covered Agencies)
stated in MC No. 95, s. 2022

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

signed by the Head

Scanned copy of the Accomplished PhilSys | Government Service Use Cases Division
Integration Implementation Plan (PIIP) template

of Agency
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FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Submit the | 1.1. Acknowledge None 30 minutes Project

accomplished receipt of the Development
PIIP via email accomplished Assistant
to PIIP and
gsucd.staff@ endorse to
psa.gov.ph Information
Systems
Analyst | for
review.

None 1.2. Check the | None 4 days Information
completeness Systems Analyst |
of information
and presence
of signature.

Note: If incomplete
or lacking signature/s,
notify the Covered
Agency

2. Receive the 2.1. Send | None 1 day Information

acceptance acceptance Systems Analyst |
notice, notice,
Quarterly Quarterly
Status Status Report
Report template and
template Customer
and Satisfaction
Customer Feedback Form
Satisfaction to  successful
Feedback Covered
Form. Agency.
3. Accomplish 3.1. Recei | None 30 minutes Information
the ve and record Systems Analyst |
Customer result of
Satisfaction accomplished
Feedback Customer
Form. Satisfaction
Feedback
Form.
TOTAL.: None 5days and 1 hour
B. Review of PhilSys Integration Implementation Plan (PIIP) Received via Courier Mail
Office or Division: Government Service Use Cases Division
Classification: Complex
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Who may avail:

All government agencies, instrumentalities, departments, bureaus,
offices, local government units, government-owned and controlled
corporations, state universities and colleges (Covered Agencies)
stated in MC No. 95, s. 2022

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Original copy of the accomplished
Implementation Plan
(PIIP) template signed by the Head of

PhilSys

Agency

Integration

Government Service Use Cases Division

FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Send the | 1.1. Receive and None 30 minutes Project
accomplishe acknowledge Development
d PIIP via the Assistant
courier mail. accomplished

PIIP delivered
via courier.
1.2. Endorse the
accomplished
PIIP to
Information
Systems
Analyst | for
review.

2. Provide the 2.1. Check None 4 days Information
accomplish the Systems Analyst |
ed PIIP of completeness of
Covered information and
Agency. presence of

signature.
Note: If incomplete
or lacking signature/s,
notify the Covered
Agency

3. Receive the 3.1. Send None 1 day Information
acceptance acceptance Systems Analyst |
notice, notice, Quarterly
Quarterly Status  Report
Status template and
Report Customer
template Satisfaction
and Feedback Form
Customer to successful
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FEES TO | PROCESSING PERSON
CLIENT STEPS [ AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Satisfaction Covered
Feedback Agency.
Form.
4. Accomplish | 4.1. Receive and | None 30 minutes Information
the record result of Systems Analyst |
Customer accomplished
Satisfaction Customer
Feedback Satisfaction
Form. Feedback Form.
TOTAL: None 5days and 1 hour

C. Review of PhilSys Integration Implementation Plan (PIIP) Received via Walk-in
(Representative of Covered Agency)

Office or Division

Government Service Use Case Division

Classification:

Complex

Type of Transaction:

G2G - Government-to-Government

Who may avail:

offices, local

All government agencies, instrumentalities, departments, bureaus,

corporations,
stated in MC No. 95, s. 2022

government units, government-owned and controlled
state universities and colleges (Covered Agencies)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Original copy of the accomplished PhilSys Government Service Use Case Division
Integration Implementation Plan (PIIP) template

signed by the Head of Agency

2. Valid ID/Registration Card

Government Agencies

FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Register at 1.1. SG None 10 minutes Security Guard
the Security i ssues

Guar dos
logbook and
surrender
Valid
ID/Registrati
on Card
(Centris

pass.
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FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Cyberpod 5
lobby).

2. Proceed to 2.1. Assist None 15 minutes Project
the 12th floor and provide the Development
Centris acknowledgme Assistant
Cyberpod 5 nt receipt of
and register accomplished
at the logbook PIIP from the
and deliver representative
the of the Covered
accomplished Agency.

PIIP.

None 2.2. Endor None 5 minutes Project
se to Development
Information Assistant
Systems
Analyst | for
review.

3. Receive the | 3.1. Return None 5 minutes Security Guard
surrendered surrendered ID/

ID/Registrati Registration
on Card and Card and claim
surrender visitor{
visito
pass to SG.

4. Provide 4.1. Check | None 4 days Information
accomplish for Systems Analyst |
ed PIIP of completeness
Covered of information
Agency and presence

of signature.
Note: Ifincomplete
or lacking signature/s,
notify the Covered
Agency.

5. Receive the 5.1. Send | None 1 day Information
acceptance acceptance Systems Analyst |
notice and notice and
Quarterly Quarterly
Status Status Report
Report template to
template. successful

Covered
Agency via
contact
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
information
provided.
6. Accomplish 6.1. Recei | None 30 minutes Information
the ve and record Systems Analyst |
Customer result of
Satisfaction accomplished
Feedback Customer
Form. Satisfaction
Feedback
Form.
TOTAL.: None 5days and 1 hour
and 5 minutes

FINANCIAL AND PRIVATE SECTOR USE CASES DIVISION
External Services

1. Provision of PhilSys Check Public Key and Documentation for QR Code Scanner to
the Interested Relying Parties

Interested relying parties (RP) can request the copy of the PhilSys Check Public Key and
Documentation for QR Code Scanner to be able to establish and create their own

aut hentication system. Using such a systadm, RPs
and other formats of ePhillD (printed and downloadable) through the digital signature included

in its PSA-issued QR code.

Office or Division: Financial and Private Sector Use Cases Division
Classification: Simple
Type of Transaction: G2G i Government to Government;

G2B i Government to Business

Who may avail: All Government Agencies, LGUs, GOCCs, and other Government
Instrumentalities

Private and Financial Institutions
Business Sector

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Authorization Letter template; and Template and link shall be provided by the
Sign-up Form (via Google Form) Financial and Private Sector Use Cases
Division
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FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Sendrequest| 1.1. Respond to | None 1 day Project
for the the official Development
PhilSys request and Officer I/II/IN1V
Check Public send the
Key and authorization
Documentati letter template
on of the QR and  sign-up
Code form link.

Scanner.

2. Accomplish 2.1. Receive the | None 4 hours Project
the sign-up accomplished Development
form and sign-up  form Officer I/II/INI/IV
attach  the and the signed
signed authorization
authorization letter template.
letter
template.

3. Receive the| 3.1. Provide the | None 1 day Project
PhilSys PhilSys Public Development
Public  Key Key and Officer I/II/INV
and Documentatio
Documentati n of QR Code
on of QR to the relying
Code parties,
together with together with
the Customer the CSS.

Satisfaction
Survey
(CSS).

4. Accomplish 4.1. Monitor  the | None 4 hours Project
the CSS. completion of Development

the CSS. Officer I/II/IN1V

TOTAL.: None 3 days

2. PhilSys Check Grievances

@
uoe‘t’;}

The Financial and Private Sector Use Cases Division (FPSUCD) receives and processes
concerns and issues raised by the Relying Parties through various platforms regarding the
use of PhilSys Check or the offline authentication tool for verifying the PhillD and other formats
of ePhillD (printed and downloadable).

Office or Division: Financial and Private Sector Use Cases Division

Classification: Simple
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Type of Transaction: G2G 1 Government to Government;
G2B 1 Government to Business
Who may avail: All Government Agencies, LGUs, GOCCs, and other Government
Instrumentalities
Private and Financial Institutions
Business Sector

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Report received from: All  Government Agencies, LGUSs,

1. Email GOCCs, and other Government

2. Viber message Instrumentalities

3. PhilSys Contact Center Private and Financial Institutions

Business Sector
FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Send 1.1. Acknowledge None 1 day Project
report on the reported Development
concerns concerns  and Officer HII/IV
and issues issues
encountere encountered by
d regarding the Relying
PhilSys Party.

Check.

1.2. Assess and
review the
concerns  and
issues reported
by the Relying
Party.

None 1.3. Send response | None 1 day Project

to the concerns Development
and issues Officer H/II/IV
encountered by
the Relying
Party to the
Contact Center.

2. Relay the| 2.1. Monitor the | None 1 day Project
response response Development
to the received  from Officer WWIII/IV
Relying the Relying
Party. Party.

TOTAL.: None 3 days
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1. Conduct of Advocacy Activities for the Relying Parties
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The Philippine Identification System (PhilSys) aims to provide a valid proof of identity for all
Citizen and resident aliens as a means of increasing access to and simplifying public and
private transactions, as well as accelerating the digital transformation of service delivery.

The PhilSys, through the Use Case Development and Management Service (UCDMS) -
PhilSys Advocacy Unit (PAU) conducts advocacy activities, such as webinars, to provide
information on the salient features of the Republic Act No. 11055, otherwise known as the
Philippine Identification System Act of 2017, the different PhilSys authentication services, and
the onboarding procedures should the relying party (RP) wishes to avail the services.

Implementing the PhilSys advocacy activities will result in the familiarization of the RPs with
the PhilSys services, recognition of PhillD and ePhillD as valid proofs of identity and age, and
the reduction, if not elimination, of the non-acceptance of PhillD and ePhillD.

Office or Division:

Use Case Development and Management Service

Classification: Complex

Type of Transaction:

G2G 1 Government to Government;
G2B i Government to Business

Who may avail:

All Government Agencies, LGUs, GOCCs, and other Government
and Social Protection Instrumentalities
Financial, Business, and Private Institutions

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Formal request letter addressed to the Assistant
National Statistician (ANS) of the UCDMS with the
following details:

Subject: Request for the Conduct of PhilSys
Advocacy Activities (i.e., webinar, face-to-face
activity, other advocacy activities).

Address: PhilSys Registry Office 12/F Cyberpod 5
Eton Centris, EDSA Quezon City
Email: ucdms.staff@psa.gov.ph;
0.chancoco@psa.gov.ph

Requesting

Social

Government
LGUs, GOCCs, and other Government and
Protection
Financial, Business, and Private Institutions

Agencies,

Instrumentalities

AGENCY FEES TO BE | PROCESSING PERSON
SIS ACTIONS PAID TIME RESPONSIBLE
1. Submit a|1.1. Receive the | None 1 day Project
formal formal Development
request request letter. Officers Vv, I, 1l
letter. and |
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AGENCY FEES TO BE | PROCESSING PERSON

GRS ACTIONS PAID TIME RESPONSIBLE

None 1.2. Schedule a | N/A 1 day Project

meeting with Development
the RP. Officers 1V, I, I
and |

2. Provide 2.1 Conduct N/A 3 days Project
decision to preparatory Development
proceed activities for Officers I, Il and |
with the the
advocacy implementa
activity tion of the
based on advocacy
the agreed activity
date. once RP

agrees on
the
advocacy
activity
date.

3. Receive the | 3.1. Send the | None 4 hours Project
online online Development
registration registration Officer II/I
form/link. form to the

RP.

4. Distribute 4.1. Send the | None 4 hours Project
the online calendar Development
registration invitation with Officer |
form to the online
target conference
participants application
for link to the
accomplish registered
ment before participants.
the targeted
deadline.

5. Attend the|5.1. Conduct the | None 1 day Project
advocacy requested Development
activity. advocacy Officers v, 1ll, 1l

activity. and |

TOTAL.: None 7 days
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FEEDBACK AND COMPLAINTS MECHANISM

FEEDBACK AND COMPLAINTS MECHANISM

How to send feedback The concerned public may send their feedback to the
following channels:
info@philsys.gov.ph
PhilSys Hotline 1388
PhilySys Facebook page
(https://ffacebook.com/PSAPhIlSysOfficial)

How feedback is processed Feedbacks are evaluated and forwarded to the
concerned Division/Field Office for appropriate action.
Replies to the concerned public regarding actions
taken are sent via the official email or Facebook.

How to file a complaint The concerned public may file their complaint to the
following channels:
info@philsys.gov.ph
PhilSys Hotline 1388
PhilySys Facebook page
(https://ffacebook.com/PSAPhIlSysOfficial)

How complaints are processed Complaints are evaluated and forwarded to the
concerned Division/Field Office for investigation.
Replies to the concerned public regarding the results
of the investigation and actions taken are sent via the
official email or Facebook.

Follow ups may be done through email and telephone
number provided below.

Contact Information of PRO, ARTA, | PhilSys Registry Office (PRO)
CCB, PCC and Citizend C o mpg Email: info.philsys@psa.gov.ph
Center Call: PhilSys Hotline 1388

ANTI RED TAPE AUTHORITY (ARTA)
Website: arta.gov.ph
Email: complaints@arta.gov.ph
Call: 8478-5091
8478-5099

CONTACT CENTER NG BAYAN (CCB)
Website: contactcenterngbayan.gov.ph
Email: email@contactcenterngbayan.gov.ph
Call: 1-6565

Text: 09088816565

PRESIDENTIAL COMPLAINT CENTER (PCC)
Email: pcc@malacanang.gov.ph
Call: 8736-8645
8736-8603
8736-8629
8736-8621
Fax: 8736-8621
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FEEDBACK AND COMPLAINTS MECHANISM

8888 CITIZENO
Call/Text: 8888

COMPLAI NT CENTER

LIST OF OFFICES

Office Address Contact Information

PhilSys Registry Office | 12/F, Centris Cyberpod 5 | Email: info.philsys@psa.gov.ph

(PRO) Bldg., ETON Loop A, | Call: PhilSys Hotline 1388
Diliman, Quezon City

Registration Operations | 11/F, Centris Cyberpod 5 [ Email: info.philsys@psa.gov.ph

Service (ROS) Bldg., ETON Loop A, | Call: PhilSys Hotline 1388
Diliman, Quezon City

Registration Management | 11/F, Centris Cyberpod 5 | Email: info.philsys@psa.gov.ph

Division (RMD)

Bldg., ETON Loop A,
Diliman, Quezon City

Call: PhilSys Hotline 1388

Identity Validation Division
(IVD)

11/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

and
Division

ID Processing
Management
(IDPMD)

11/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

Policy Coordination and
Monitoring Service (PCMS)

12/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

Planning and Policy
Coordination Division
(PPCD)

12/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

Monitoring and Evaluation
Division (MED)

12/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

Systems and Information
Security Service (SISS)

11/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

Infrastructure and Systems
Management Division
(ISMD)

11/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City
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Office

Address

Contact Information

Device Certification and
Relying Party Integration
Division (DCRPID)

11/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

Information and
Cybersecurity Division (ICD)

11/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

Use Case Development and
Management Service
(UCDMS)

12/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

Social Protection Use Cases
Division (SPUCD)

12/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

Government Service Use
Cases Division (GSUCD)

12/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

Financial and Private Sector
Use Cases Division
(FPSUCD)

12/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

Fraud Management and
Client Management Service
(FMCMS)

12/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

Fraud Management Division
(FMD)

12/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388

Feedback and Grievance
Division (FGD)

12/F, Centris Cyberpod 5
Bldg., ETON Loop A,
Diliman, Quezon City

Email: info.philsys@psa.gov.ph

Call: PhilSys Hotline 1388
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SECTORAL STATISTICS OFFICE
MACROECONOMIC ACCOUNTS SERVICE

1. Generates and disseminates macroeconomic accounts and economic
statistics/indicators not on the PSA website for emailed data/product request

The Macroeconomic Accounts Service (MAS) generates and disseminate macroeconomic
accounts and economic indicators on the PSA website. It also provides assistance to
researchers who emailed related or specific data/product needs, other than those which can
be found on the website.

All Divisions of MAS
Simple
Government-to-Citizen (G2C)/ Government-to-Government (G2G)
All
1. Researcherds email of
FEES PERSON
CLIENT STEPS AGENCY ACTIONS TOBE PROCESSING RESPONSIBLE
PAID TIME
1. Send email of | 1.2  Acknowledge None 2 minutes Statistical
data/product receipt of Analyst
request to: email of data/ product o
mas.staff@psa.gov.p | request Statls_tlc_al
h copy furnished Specialist|
info@psa.gov.ph Macroeconomic
Accounts
Service
1.3 Assess the | None 5 minutes Statistical
data/product request Analyst
and refer it to the Statistical
division which should Specialist |
handle it Macroeconomic
Accounts
Service
1.4  Assess the | None 5 minutes Statistical
availability — of  the Analyst
data/product requested Statistical
Specialist |
Statistical
Specialist Il
Senior
Statistical
Specialist
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CLIENT STEPS

AGENCY ACTIONS

FEES
TOBE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Supervising
Statistical
Specialist

Chief Statistical
Specialist
Macroeconomic
Accounts
Service

2. Wait for
approval
release
data/product
requested

the
and
of

2.1 Prepare the
data/product for release
if data/product
requested is readily
available

None

10 minutes

Statistical
Analyst
Statistical
Specialist |
Statistical
Specialist Il
Senior
Statistical
Specialist
Supervising
Statistical
Specialist

Chief Statistical
Specialist
Macroeconomic
Accounts
Service

2.2. Inform client that
data/product requested
need special
processing/ tabulation
thus will be released
after 1 day; will be
emailed/ pick-up
depending on the
volume of data/product

2.3. Generate the
data/product requested

None

None

2 minutes

1 day

Statistical
Analyst
Statistical
Specialist |
Statistical
Specialist Il
Senior
Statistical
Specialist
Supervising
Statistical
Specialist
Chief Statistical
Specialist
Macroeconomic
Accounts
Service
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FEES PERSON
CLIENT STEPS AGENCY ACTIONS TO BE PROCESSING RESPONSIBLE
TIME
PAID
2.4. Forward the | None 5 minutes Statistical
request for unpublished Analyst
data/product to ONS for Statistical
approval cc Information Specialist |
Center Central Office Statistical
25. Generate the gpe_mallst .
enior
data/product requested Statistical
once approved by NS L
None 1 day Specialist
2.6. Submit generated Supervising
data/product requested Statistical
to ONS for clearance of Specialist
release Chief Statistical
None 5 minutes Specialist
2.7. Inform client that Macroeconomic
data/product requested Accounts
will be emailed or for Service
pick-up if voluminous
None 2 minutes
3. Receive and | 3. Release the data/ | None 5 minutes Statistical
acknowledge the | product requested Analyst
data/product requested | (hard copy or e-copy Statistical
depending on the Specialist |
volume of data/product) Macroeconomic
Accounts
Service
4. Fill out the Feedback | 4. Ask the client to fill | None 2 minutes Statistical
Form out the Feedback Form Analyst
thru email Statistical
Specialist |
Macroeconomic
Accounts
Service
TOTAL.: None 2 days and 43
minutes
2. Generates and disseminates macroeconomic accounts and economic

statistics/indicators not on the PSA website for data/product request through phone

The Macroeconomic Accounts Service (MAS) generates and disseminates macroeconomic
accounts and economic indicators on the PSA website. It also provides assistance to
researchers who requested through phone related or specific data/product needs, other than
those which can be found on the website.
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All Divisions of MAS

Simple

Government-to-Citizen (G2C)/ Government-to-Government (G2G)

All

1. Specifics of data/product requested
FEES PERSON
CLIENT STEPS AGENCY ACTIONS TO BE PROCESSING RESPONSIBLE
TIME
PAID
1. Call MAS | 1.1. Receive call None 2 minutes Statistical
telephone Analyst
number: Statistical
83761996 Specialist |
Macroeconomic
Accounts Service
1.2. Assess the | None 5 minutes Statistical
data/product  request Analyst
and refer it to the Statistical
division which should Specialist |
handle it Macroeconomic
Accounts Service
1.3. Assess the | None 5 minutes Statistical
availability — of  the Analyst
data/product Statistical
requested Specialist |
Statistical
Specialist Il
Senior Statistical
Specialist
Supervising
Statistical
Specialist
Chief Statistical
Specialist
Macroeconomic
Accounts Service
2. Wait for the | 2.1. Prepare the | None 10 minutes Statistical
approval and | data/product for Analyst
release of | release if data/product Statistical
data/product requested is readily Specialist |
requested available
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FEES PERSON
CLIENT STEPS AGENCY ACTIONS TOBE PROCESSING RESPONSIBLE
TIME
PAID
Statistical
Specialist Il
Senior Statistical
Specialist
Supervising
Statistical
Specialist
Chief Statistical
Specialist
Macroeconomic
Accounts
Service
2.2. Inform client that | None 2 minutes Statistical
data/product requested Analyst
need special Statistical
processing/ tabulation Specialist |
thus will be relgased Statistical
after 1 day; will be Specialist II
emailed/ pick-up Senior Statistical
depending on the .
volume of data/product SpeC|aI.|s-t
Supervising
2.3. Generate the Statistical
data/product requested Specialist
None 1 day Chief Statistical
Specialist
Macroeconomic
Accounts
Service
2.4, Forward the | None 5 minutes Statistical
request for unpublished Analyst
data/product to ONS for Statistical
approval cc Information Specialist |
Center Central Office Statistical
Specialist Il
2.5. Generate the SZnior Statistical
data/product requested L
once approved by NS SpeC|aI.|s.t
None 1 day Supervising
2.6. Submit generated Statistical
data/product requested Specialist
to ONS for clearance of Chief Statistical
release Specialist
None 5 minutes Macroeconomic
2.7. Inform client that Accounts
data/product requested Service
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FEES PERSON
CLIENT STEPS AGENCY ACTIONS TO BE PROCESSING RESPONSIBLE
TIME
PAID
will be emailed or for
pick-up if voluminous
None 2 minutes
3. Receive and | 3. Release the data/ | None 5 minutes Statistical
acknowledge the | product requested Analyst
data/product (hard copy or e-copy Statistical
requested depending on the Specialist |
volume of data/product) Macroeconomic
Accounts
Service
4, Fill  out the | 4. Ask the client to fill | None 2 minutes Statistical
Feedback Form out the Feedback Form Analyst
thru email Statistical
Specialist |
Macroeconomic
Accounts
Service
TOTAL: None 2 days and
43 minutes

3. Generates and disseminates macroeconomic accounts and economic

statistics/indicators not on the PSA website for walk-in researchers

The Macroeconomic Accounts Service (MAS) generates and disseminates macroeconomic
accounts and economic statistics/indicators on the PSA website. For walk-in researchers,
MAS provides technical assistance concerning related or specific data/product needs, other
than those which can be found on the website.

All Divisions of MAS

Simple

Government-to-Citizen (G2C)/ Government-to-Government (G2G)

All

2. Ground Floor, Eton Centris Cyberpod Il (North
Tower), EDSA corner Quezon Avenue,
Diliman, Quezon City

1. Visitorobés Pass
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2. Researcher 6s l ette
request
PERSON
CLIENT STEPS AGENCY ACTIONS FBEEEF?A-II_[? PRO_IC_:EASESING RESPONSIBLE
1. Approach the | 1. Refer the clientto the | None 2 minutes PSA Guard on
guard on duty in | Office of the Assistant duty
PSA reception | National Statistician
area at 16" Floor | (OANS) of MAS
to inform and
register in the
Visitoros
the purpose of visit
2. Proceed to| 2. Assess  the | None 5 minutes Statistical
OANS of MAS data/product request Analyst
and refer the client to Statistical
the division which Specialist |
should handle it Macroeconomic
Accounts Service
3. Proceed to the | 3. Assess the | None 5 minutes Statistical
concerned division | availability = of  the Analyst
and log the data to | data/product requested Statistical
be requested. Specialist |
Statistical
Specialist Il
Senior Statistical
Specialist
Supervising
Statistical
Specialist
Chief Statistical
Specialist
Macroeconomic
Accounts Service
4. Wait for the | 4.1. Prepare the | None 10 minutes Statistical
approval and | data/product for release Analyst
release of | if data/product Statistical
data/product requested is readily Specialist |
requested available Statistical
Specialist Il
Senior Statistical
Specialist
Supervising
Statistical
Specialist
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PERSON

CLIENT STEPS AGENCY ACTIONS ';IIEEESA-II—[O) PRO_IC_:EASESING RESPONSIBLE
Chief Statistical
Specialist
Macroeconomic
Accounts Service
4.2. Inform client that | None 2 minutes Statistical
data/product requested Analyst
need special Statistical
processing/ tabulation Specialist |
thus will be released Statistical
after 1 day; will be Specialist II
emailed/ pick-up Senior Statistical
depending on the .
volume of data/product Spemallls_t
Supervising
43. Generate the Statistical
data/product requested Specialist
None 1 day Chief Statistical
Specialist
Macroeconomic
Accounts Service
4.4, Forward the | None 5 minutes Statistical
request for unpublished Analyst
data/product to ONS for Statistical
approval cc Information Specialist |
Center Central Office Statistical
Specialist Il
45. Generate the Senior Statistical
data/product requested .
once approved by NS SpeC|aI.|s-t
None 1 day Supervising
4.6. Submit generated Statistical
data/product requested Specialist
to ONS for clearance of Chief Statistical
release Specialist
None 5 minutes Macroeconomic
4.7. Inform client that Accounts Service
data/product requested
will be emailed or for
pick-up if voluminous
None 2 minutes
5. Receive and |5. Release the data/ | None 5 minutes Statistical
acknowledge the | product requested Analyst
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FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
data/product (hard copy or e-copy Statistical
requested. depending on the Specialist |
volume of data/product) Macroeconomic
Accounts Service
6. Fill out the|B®6. Ask the clientto | None 2 minutes Statistical
Feedback fill out the Feedback Analyst
Form Form (personally or Statistical
thru email) Specialist |
Macroeconomic
Accounts Service
TOTAL.: None 2 days and
43 minutes

ECONOMIC SECTOR STATISTICS SERVICE

Simple Data Request

1. Walk-in Researchers Requesting for Printed Copy of Readily Available Unpublished
Data

1. Accomplished Data Request Form

All Divisions of ESSS

Simple

Government-to-Citizen (G2C)
Government-to-Business Entity (G2B)
Government-to-Government (G2G)

All

ESSS Subject Matter Division (SMD)
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PERSON

FEES TO | PROCESS
CLIENT STEPS AGENCY ACTIONS BE PAID ING TIME RESPONSIBLE
1. Register at | 1.1 Request the | None - Security Guard on
PSAOS S researcher to sign in Duty
16t Floor the Log Book.

1.2 Assist the researcher | None - Security Guard on
to the Office of the Duty
Assistant National
Statistician (OANS).

1.3 Assess which | None - Assistant
division should Statistician
handle the query/data
request.

1.4 Assist the researcher | None - Assistant
to the concerned Statistician
Division.

2. Accomplish two | 2.1 Require the | None 10 minutes | Statistician Aide
copies of Data researcher to
Request  Form accomplish two
(PSAb6s C copies of Data
Cliento6s Request Form ( P S A
Copy and
copy).

2.2 Check if all the | None 5 minutes | Statistician Aide
required information
are provided.

2.3 Indicate in both | None 5 minutes | Statistician Aide
forms the latest date
and time the data will
be sent to the email
address he/she
provided in the form.

24 Gi ve t he | None 2 minutes | Statistician Aide
copy to the
researcher
copy to the concerned
technical staff who
will  prepare the
request.

25 Prepare the | None 2 hours Statistical Analyst
requested data. Statistical

Specialist |
Statistical
Specialist Il

2.6 Print and submit the | None 5 minutes | Statistical Analyst

requested data to the
Supervisor for review
and clearance.

Statistical
Specialist |
Statistical
Specialist Il

165



Dy }
SSponsive - 1'°

CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESS
ING TIME

PERSON
RESPONSIBLE

2.7 Review correctness
and completeness of
requested data.

None

30 minutes

Senior Statistical
Specialist

2.8 Endorse to Division
Chief for final
approval.

None

5 minutes

Senior Statistical
Specialist

2.9 Review/Approve the
Data Request.

None

30 minutes

Division Chief

3. Present the
Clientds
the Data Request
Form to get the
printed copy of
the request

3.1 Photocopy/Scan the
approved/signed data
request for
record/filing.

None

15 minutes

Statistician Aide

3.2 Provide the
researcher with the
original copy of the
signed data request .

None

3 minutes

Statistician Aide

4. Accomplish
Acknowledgeme
nt Receipt Form
and
Form

the

Feedback

4.1 Require  the
researcher to
accomplish the
Acknowledgement
Receipt Form and
Feedback Form.

None

10 minutes

Statistician Aide

4.2 Record
transaction in
Data Request
Book.

the
the
Log

None

Statistician Aide

4.2 Provide ITDS-KMCD
with scanned copies
of the following:

Data Request Form
Acknowledgement
Receipt Form
Feedback Form

None

Statistician Aide

Data Request Form
Acknowledgement
Receipt Form
Signed copy of the
data

(photocopy)
1 Feedback Form

1
1
1
4.3 File the following:
f
f
f

request

None

Statistician Aide

Total

None

3 hours and 59 minutes

2. Walk-in Researchers Requesting for an Electronic Copy of Readily Available
Unpublished Data

All Divisions of ESSS

Simple
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1. Accomplished Data Request Form

Government-to-Citizen (G2C)
Government-to-Business Entity (G2B)
Government-to-Government (G2G)

All

ESSS Subject Matter Division (SMD)

CLIENT STEPS

AGENCY ACTIONS

FEES
TO
BE

PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Register
Security 16" Floor

1.1 Request the
researcher to sign in
the Log Book.

None

Security Guard
on Duty

1.2 Assist the
researcher to the
Office of the Assistant
National Statistician
(OANS).

None

Security Guard
on Duty

which
division
the

1.3 Assess
concerned
should handle
query/data request.

None

Assistant
Statistician

1.4 Assist the
researcher to the
concerned Division.

None

Assistant
Statistician

two
Data

2. Accomplish
copies  of
Request Form
(PSAObGs Co
Clientds (

2.1 Require the
researcher to
accomplish two copies
of Data Request Form
(PSAObGs Coj
Clientbds cd

None

10 minutes

Statistician Aide

2.2 Check if all the
required information
are provided.

None

5 minutes

Statistician Aide

2.3 Indicate in both
forms the latest date
and time the data will
be sent to the email
address he/she
provided in the form.

None

5 minutes

Statistician Aide

2. 4Gi ve t h
copy to the researcher
and PSAGs
concerned technical
staff who will prepare

the request.

None

1 minute

Statistician Aide
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FEES
PERSON
CLIENT STEPS AGENCY ACTIONS 15-([2 PRO_IC_:EASESING RESPONSIBLE
PAID
2.5 Prepare the | None | 2 hours Statistical
requested data. Analyst
Statistical
Specialist |
Statistical
Specialist Il
2.6 Print and submit the | None | 5 minutes Statistical
requested data to the Analyst
Supervisor for review Statistical
and clearance. Specialist |
Statistical
Specialist Il
2.7 Review correctness | None | 30 minutes Senior
and completeness of Statistical
requested data. Specialist
2.8 Endorse to Division | None | 5 minutes Senior
Chief for final Statistical
approval. Specialist
2.9 Review/ Approve the | None | 30 minutes Division Chief
Data Request.

3. Accomplish the | 3.1 Send the e-copy 10 minutes Statistical
Acknowledgement copy of the data Analyst
Receipt Form and request to the emalil Statistical
Feedback Form address of the Specialist |

researcher indicated Statistical
in the Data Request o
Form, including the Specialist
Acknowledgement
Receipt Form and
Feedback Form.
3.2 Require the | None | 10 minutes Statistician Aide
researcher to
accomplish and send
back the
Acknowledgement
Receipt Form and
Feedback Form.
3.1 Scan the | None | - Statistician Aide
approved/signed data
request for
record/filing, and
accomplished
Acknowledgement
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FEES PERSON
CLIENT STEPS AGENCY ACTIONS 15-2 PRO.?EASESING RESPONSIBLE
PAID

Receipt Form and
Feedback Form.

3.3 Record the | None | - Statistician Aide
transaction in the
Data Request Log
Book.

4.2 Provide ITDS-KMCD | None | - Statistician Aide
with scanned copies of
the following:

i Data Request Form

1 Acknowledgement
Receipt Form

9 Feedback Form

4.3 File the following: None | - Statistician Aide

i Data Request Form

9 Acknowledgement
Receipt Form

9 Signed copy of the
data request
(photocopy)

9 Feedback Form

3.3 File the following: None | - Statistician Aide

1 Data Request Form

9 Acknowledgement
Receipt Form

9 Signed copy of the

data request
(photocopy)
9 Feedback Form
Total None 3 hours and 51 minutes

3. Researchers Requesting for an Electronic Copy of Readily Available Unpublished Data
through Email

All Divisions of ESSS

Simple

Government-to-Citizen (G2C)
Government-to-Business Entity (G2B)
Government-to-Government (G2G)

All
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1. Accomplished Data Request Form

ESSS Subject Matter Division (SMD)

FEES TO | PROCESS | PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID ING TIME | RESPONSIBLE
1. Send data request 1.1 Acknowledge receipt | None - Statistician Aide
of the data request by
sending the Data
Request Form.
2. Accomplish the | 2.1 Acknowledge receipt | None 2 minutes | Assistant
Data Request Form of the Data Request Statistician
and send back to Form.
PSA

2.2 Check if all the | None 3 minutes | Assistant
required information Statistician
are provided.

2.3 Assess which | None 5 minutes | Assistant
concerned  division Statistician
should handle the
query/data request.

2.4 Forward the | None 15 minutes | Assistant
researcheto Statistician
the concerned
division including the
Data Request Form,
copy furnished the
researcher. Indicate
the email address of
the Division which
should handle the
request.

2.3 Acknowledge receipt | None 5 minutes | Statistician Aide
of the data request
copy furnished the
researcher. Indicate in
the email the latest
date and time the data
will be sent.

2.4 Prepare the | None 2 hours Statistical Analyst
requested data. Statistical

Specialist |
Statistical
Specialist Il

2.6 Print and submit the | None 5 minutes | Statistical Analyst

data request to the
Supervisor for review
and clearance.

Statistical
Specialist |
Statistical
Specialist Il
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PERSON

FEES TO | PROCESS
CLIENT STEPS AGENCY ACTIONS BE PAID ING TIME | RESPONSIBLE

2.7 Review correctness | None 30 minutes | Senior  Statistical
and completeness of Specialist
requested data.

2.8 Endorse to the | None 5 minutes | Senior  Statistical
Division Chief for final Specialist
approval.

2.9 Review/Approve the | None 30 minutes | Division Chief
Data Request.

3. Accomplish the | 3.1 Send the e-copy of 10 minutes | Statistical Analyst
Acknowledgement the data request, Statistical
Receipt Form and including the Specialist |
Feedback Form Acknowledgement Statistical

Receipt Form and Specialist Il
Feedback Form.
3.2 Require the | None 10 minutes | Statistician Aide
researcher to
accomplish and send
back the
Acknowledgement
Receipt Form and
Feedback Form.
3.3 Scan the | None - Statistician Aide
approved/signed data
request for
recording/filing, and
accomplished
Acknowledgement
Receipt Form and
Feedback Form.
3.4 Record the | None - Statistician Aide
transaction in the
Data Request Log
Book.
3.5 Provide ITDS-KMCD | None - Statistician Aide
with scanned copies
of the following:
1 Data Request Form
1 Acknowledgement
Receipt Form
9 Feedback Form
3.6 File the following: None - Statistician Aide

1 Data Request Form

1 Acknowledgement
Receipt Form

9 Signed copy of the
data request
(photocopy)

I Feedback Form
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FEES TO | PROCESS | PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID ING TIME RESPONSIBLE
Total None 4 hours

4. Researchers Requesting for an Electronic Copy of Readily Available Unpublished Data
through Phone

All Divisions of ESSS

Simple

Government-to-Citizen (G2C)
Government-to-Business Entity (G2B)
Government-to-Government (G2G)

All

1. Accomplished Data Request Form ESSS Subject Matter Division (SMD)
FEES TO | PROCESS PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID ING TIME RESPONSIBLE
1. CallESSS 1.1 Receive call. None - Assistant
Statistician

1.2 Instruct researcher | None - Assistant
the to email his/her Statistician
request by providing
the email address of
ESSS.

2. Send data | 2.1 Acknowledge | None - Assistant
request/query  to receipt of the data Statistician
the email address request by sending
of ESSS the Data Request

Form.

3. Accomplish the | 3.1 Acknowledge | None 2 minutes | Assistant
Data Request Form receipt of the Data Statistician
and send back to Request Form.

PSA

3.2 Check if all the | None 3 minutes | Assistant
required information Statistician
are provided.

3.3 Assess which | None 5 minutes | Assistant
concerned  division Statistician
should handle the
guery/data request.

3.4 Forward to the | None 15 minutes | Assistant
concerned  division Statistician
t he rese
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