Process Flow for the Registration of Order of Adoption
Pursuant to Memorandum Circular No. 2024-05

STEP 1

Email from the National Authority for Child Care
(NACC) and or Regional Alternative Child Care

Office (RACCO) transmitting the Letter of
Endorsement, Order of Adoption, and the draft
Report of Birth (ROB)

STEP 2
(10 calendar days)
Email Acknowledgment by
concerned PFSP to NACC Email

STEP 3
(10 calendar days)
Issuance of Certificate of
Finality
by the NACC

Electronic copy of the Letter of
Endorsement, Order of Adoption, and
the draft new COLB/ROB from
NACC/RACCO will be received via
email by DFA, through OCA-CRD, and
the concemed Philippine Foreign
Service Post (PFSP) having
jurisdiction of the place where the birth
occurred.

Within 10 calendar days from receipt of the
NACC/RACCO email, the concerned PFSP  must
send to NACC/RACCO, via the same email thread,
the acknowledgment of receipt of the electronic copy
of the Letter of Endorsement, Order of Adoption, and
the draft new ROB.

The following email acknowiedgment from the PFSP
is considered as substantial and sufficient compliance
to this procedure:

"This is to acknowledge receipt of the Order of
Adoption from the National Authority for Child Care re:
Petition for Adoption of xxxxxx by Xxxxxxx issued on
xxxx by the NACC Undersecretary xxxx, with attached
certified photocopy of the draft New Report of Birth,
via email on xxxx (date of receipt by post)"
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Original and CTC of the Certificate of Finality shall
be issued by the Executive Director of NACC to
the concemed parties (Propespective Adoptive
Parent/s, RACOO, PFSPs, and PSA) after the
lapse of ten (10) calendar days from the official
receipt of the electronic copy of the adoption
documents by concemed PFSP and and no
motion for reconsideration or appeal was made.

***If born abroad, the NACC, the adult adoptee, adopting
parent/s or his/her authonized representative shall cause
the registration of the Order of Adoption and its
Certificate of Finality at the PFSP having jurisdiction of
the child through DFA. As of current, DFA-OCA only
endorses adoption documents officially received from
NACC to PFSPs for appropriate registration and action
as a matter of due diligence in ensuring the authenticity
of documents.
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Process Flow for the Registration of Order of Adoption
Pursuant to Memorandum Circular No. 2024-05

STEP 4 STEP 5 STEP 6
(7 working days) (7 working days) (7 working days)
Transmittal to DFA Office Drafting of Cover Memo and Receipt by Post via diplomatic pouch
of Consular Affairs (OCA) Scheduling of Transmittal of of the CTC of adoption documents
of the Physical Documents by NACC and actual DFA of NACC documents from NACC
receipt of the document by DFA-OCA 1o relevant PFSP/Post
NACC to transmit to OCA the original and/or Original / CTC of adoption Concemed PFSP receives via diplomatic pouch
certified true copies (CTC) of the following documents received from NACC the original/CTC of the adoption documents from
documents: shall be forwarded by DFA-OCACRD NACC, as endorsed and transmitted by DFA-OCA
1. Order of Adoption; to concemed PFSP via diplomatic CRD.
2. Certificate of Finality; pouch
3. Draft New ROB; and Upon receiving the Adoption documents,
4. Certification or letter coming from the concemed PFSP is directed to undertake the
concemed RACCO or NACC. following actions:
1. Registration of the Order of Adoption;
***NACC is requested fo transmit to DFA-OCA four 2. Issuance of the Certificate of Registration and
(4) CTCs of the above documents to ensure that the Certificate of Authenticity of the Order of
NAGC GTC:d documentsfo s own copy and the. Op .
. 3. Issuance of the amended Report of Birth
- TN (ROB) based on the NACC-CTCd draft ROB.
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Process Flow for the Registration of Order of Adoption
Pursuant to Memorandum Circular No. 2024-05

STEP 7

(7 working days)
Registration of the Order of Adoption and Re-issuance of the Report of Birth (amended)

Concerned PFSP shall undertake the following:

REGISTRATION OF THE ORDER OF ADOPTION

1. Ascertain whether the child was born within its territorial (consular) jurisdiction based on the Order of Adoption. (see Part VIl, Case 2.2
of PSA MC No. 2024-05 to address discrepancies on Order of Adoption entries)

2. The concerned Consul General/Consul/Vice Consul shall verify the authenticity of the submitted Order of Adoption based on any
means provided in Part VIII(2) of the PSA MC No. 2024-05.

3. Register the Order of Adoption with Certificate of Finality and enter the same to the corresponding book of Registry for Court Decrees,
designating the proper registry number.

4.  Once registered, the concerned PFSP shall issue the Certificate of Registration and Certificate of Authenticity of the Order of Adoption.

**To this end, the PFSPs shall be required to keep a Registry Book of Administrative Adoption.
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Process Flow for the Registration of Order of Adoption

Pursuant to Memorandum Circular No. 2024-05

STEP 7

(at least 7 working days)
Registration of the Order of Adoption and Re-issuance of the Report of Birth (amended)

12

Concerned PFSP shall undertake the following:

REISSUANCE OF THE REPORT OF BIRTH

1.

The original ROB, along with the CTC of the same, annotated with “The child is hereby adopted pursuant to Order of Adoption under Case
No. [CASE NUMBER OF THE ORDER OF ADOPTION] dated [DATE OF THE ISSUANCE OF THE ORDER] rendered by the Executive Director
[FULL NAME OF THE EXECUTIVE DIRECTOR] of the National Authority for Child Care in accordance with RA 11642" and with a stamp of
“Cancelled” shall be sealed;

In the Registry Book for Live Birth, the remarks portion shall contain the following annotation: “Sealed in accordance with Case No.
[CASE NUMBER OF THE ORDER OF ADOPTION] dated [DATE OF THE ISSUANCE OF THE ORDER] pursuant to RA 11642"

Accomplish the ROB form in quadruplicate, strictly following the details on the draft ROB that was prepared by the NACC and verified by
the prospective adoptive parents;

Indicate in Item 20 of the ROB form the name of either of the adoptive parents as the Informant, and put "sgd” above the name of said
informant. The ROB shall have the same registry number as the original ROB. Post’'s consular officer shall subsequently sign and affix
the Post’s seal 1o indicate that the document has been duly registered; and

Post shall retain its original copy of the ROB, and transmit to OCA the remaining three (3) original sets for onward transmittal to the
registrant/petitioner, NACC, and OCRG(PSA). Post is requested to send an advance copy to OCA and the applicant for reference.
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Process Flow for the Registration of Order of Adoption
Pursuant to Memorandum Circular No. 2024-05

STEPS
(at least 7 working
days)
Concerned PFSP'S
issuance of
Certifications and
DAVYIICT ==

RACCO/NACC or the Adoptive

parents

shall coordinate

directly with PFSPs on how to
settle the consular fees of $25
per certificate for the following:

1.

2.

EE

Certificate of Registration of
Order of Adoption; and,
Certificate of Authenticity of
the Order of Adoption with
Certificate of Finality.

STEP 9

(14 working days)
Scheduling of Transmittal

of Documents to OCA via Post’s next
available diplomatic pouch (usually
every second week of the

Concerned PFSP shall forward to OCA the

complete

original/CTC  the  following

documents:

1.

2

Order of Adoption with attached Certified Draft New ROB,
issued and CTC'd by NACC;

Certificate of Finality of the Order of Adoption, issued and
CTC'd by NACC;

. Certificate of Reqgistration of the Order of Adoption,

issued and CTC'd by PFSP;

Certificate of Authenticity of the Order of Adoption,
issued and CTC'd by PFSP;

Unannotated copy of the original ROB, issued and CTC'd
by PFSP; and

Three (3) original sets of the reissued ROB (amended),
duly registered by PFSP;

Photocopy of the NACC-CTC'd Order of Adoption,
Certificate of Finality, and Draft ROB, stamped by
concerned PFSP with “Original Seen” (or other equivalent
stamp to indicate that the NACC documents submitted
were as received and verified by Post)
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STEP 10
(7 working days)
Receipt of Documents
by OCA and its
Transmittal 1o PSA,
Adopter/s and NACC

Upon receipt of the documents
from concerned PFSP via
diplomatic pouch of the required
documents, DFA-OCA CRD will
transmit the three (3)
original/CTC sets of the amended
ROB 1o the following:

1. Philippine Statistics Authority
(PSA);

2. NACC; and,

3. Registrants or Petitioner/s,
through NACC.

STEP 11
Issuance of
PSA ROB

If documents are found in
order by PSA, the PSA will
issue the ROB in SECPA
paper and with PSA Seal.
Otherwise, the ROB remains
unregistered due to PSASs
feedback, which requires
further action by Post.

***Additional time (e.g. at
least 20 working days) is
needed by Post to resolve the
issues.

#*Turnaround time of PSA
issuance of ROB will depend
on PSAs internal procedures.

R
OFFICE OF CONSULAR AFFAIRS \w

DEPARTMENT OF FOREIGN AFFAIRS



	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5

