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Department of Social Welfare and Development
National Capital Region
FOR : ALL CENTER/RESIDENTIAL CARE FACILITIES
ALL UNITS/SECTIONS
ALL RPMOs ( Pantawid, SLP and RCTSU)
FROM : THE REGIONAL DIRECTOR
.SUBJECT : Travel Clearance Section BPRA and Process Flow Chart
DATE : August 10, 2017

This is to share with you the approved BPRA and Process Flow Chart of Travel Clearance Section as per
result of the Monitoring and Evaluation Workshop on the Preparation of Business Process and
requirements Analysis and Process Flow Chart held on July 21, 2017 at icon Hotel.

For your information and guidance.

VIN . LEYSON

\ e B
ﬁ R B S Y i PR
P/MML/MMG/ AR N TG
b { 7. aoa
Y Ofwa“:(l/d-‘ ]
; e 3 . £ Yoo




PROCESS FLOW CHART IN SECURING TRAVEL CLEARANCE FOR MINORS
TRAVELLING ABROAD

Registration and Filling
Up of Forms
(Applicants)

Sminutes

Submission of Documents
(Applicants)
1minutes

Dacumentary Requirements:

A For First Time Applicant

1. Duly accomplished Application Form

2. SECPA (Security Paper)} copy of Birth Certificate

3. 2 pcs colored passport size picture of minor

4. SECPA (Security Paper) copy of Marriage Contract or Certificate of No Marriage

(CENOMAR) for illegitimate minors, Certificate of No Records of Marriage from Local
Civil Registry if fictitious Marriage

S. Written consent of both parents/legal guardian

6. valid (D with signature of both parents/iegal guardian if parents are abroad,
photocopy of valid visa and passport.

7. Photocopy of passport of the travelling companion

8. Certificate of participation and list of participants from the local organization in case

the travel is sponsored by the organization (with letter head and signature of official)
A Renewal

1. Duly accomplished Application Form

2. Photocopy of old Travel Clearance

3. Written consent of both parents/legal guardian.

4. Valid 1D with signature of both parents/legal guardian if parents are abroad,
photocopy of valid visa and passport

5. Photocopy of passport of the travelling companion

6. Certificate of participation and list of participants from the local organization in case

the travel is spansored by the organization (with fetter head and signature of official)

¢ Note: Additional doc may bereq d by the Social Worker if necessary
Check and Review Completeness

(Social Welfare Officer) — ===

1minutes

NO Provide Checklist of
Complete? Requirements/ Certified True
Copy of AO # 02 Series of 2006
YES if exempted
(Social Welfare Officer)
Interview and Assessment 5 minutes

{Social Welfare Officer)
Maximum of 15 minutes

NO Conduct Counselin Notify nearby DSWD Field

Approved? (soci ng Offices on the disapproved
cial Welfare Officer) p— = - application
Maximum of 10 minutes (social Weltare Officer)
YES R
5 minutes
Preparation of Travel Clearance
Certificate
{Admin Aide V)

3 miputes

Recommendation for Approval
of the OIC
{Officer in Charge)
2 minutes

v v

Approval of TC Certificate by Payment of Travel Clearance
the Regional Director Certificate
(rD) {Applicant)
3 minutes 2 minutes
|

Issuance of Travel
Clearance Certificate

Armount for payment
Php 300~ 1 year validity
Php 600 -2 year validity
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