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MANDATE

The Embassy ensures the implementation of the three (3) pillars of Philippine
Foreign Policy, i.e. the preservation and enhancement of national security, the
promotion and attainment of economic security, and the protection of the rights
and promotion of the welfare and interest of Filipinos abroad.

VISION
A resilient foreign service for a strong Philippines
MISSION

To promote the interest of the Philippines, and the Filipino people in the Republic
of Singapore.

SERVICE PLEDGE

The Philippine Embassy in Singapore is an organization of competent, dedicated,
and driven personnel, who adhere to the highest ethical standards of government
service, devoting its effort to the benefit of the Filipino people. Our personnel are
our greatest asset and are committed to delivering quality service to the Filipino
people. In pursuit of these goals, we commit to:

e Deliver prompt, efficient, and courteous consular service utilizing a highly
responsive system, overseen by competent, dedicated, and highly
motivated personnel, Mondays to Fridays from 8:30 A.M. to 5:00 P.M.

e Formulate procedures to comply with service standards, which ensure
effective delivery of service to Filipinos.

e Continue improvements of existing procedures and explore new ones for
the enhancement of the service.

e Adapt world-class norms and standards from both local and international
service regulations.

e Respond to client’s concerns at the soonest possible time and update
measures, if necessary.

e Provide Filipinos in the Republic of Singapore with 24/7 access to
information on our consular policies, programs, activities, and services
through our website www.philippine-embassy.org.sg, our Facebook Page:
Philippine Embassy in Singapore (PHinSingapore), our Instagram Account:
PHinSingapore, Phone number: +65 6506-0540
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Reference Code: SG_CON_P1

Embassy in Singapore

Process Name: Passport Renewal Application
Process Activity: Process of Applying for Passport Renewal at the Philippine

Office or Division:

Passport Division of the Consular Section

Classification: Complex

Type of Transaction:

G2C - Government to Citizen

Who may avail:
one (1) year

All overseas Filipinos in Singapore with current passports expiring within

Checklist of Requirements

Where to Secure

Appointment and printed passport application form (1
original with signature) generated through the Global
Online Appointment System

ISent via e-mail after securing an appointment at
Www.passport.gov.ph

Current passport (original & 1 photocopy)

Issued by the Department of Foreign Affairs (DFA)

Singapore-issued identification card (original & 1
photocopy)

Issued by relevant Singapore government agency

Additional requirements

For minors:

PSA Birth certificate (original & 1 photocopy)
PSA Marriage certificate of parents (original & 1
photocopy)

Original + photocopy of parent’s passport

Issued by the Philippine Statistics Authority (PSA)
Issued by the DFA

For Naturalized Filipino citizen:
Identification Certificate/Certificate of Naturalization
(original and photocopy)

Issued by the relevant Philippine government
lagency or any foreign service post (FSP)

For Dual Citizens:
photocopy)

the Philippine Embassy/Consulate or Bureau of
Immigration (original and photocopy) - if naturalized

Client Steps

PSA-Issued Birth Certificate/Report of Birth (original and

Identification Certificate and Oath of Allegiance issued by

Passport of second citizenship (original and photocopy)

Embassy Action Feels

Issued by PSA

Issued by the relevant Philippine government
lagency or any FSP
Issued by relevant foreign authority

Processing
(SGD) Time

Handled by


http://www.passport.gov.ph/
http://www.passport.gov.ph/
http://www.passport.gov.ph/

Applicant secures an online | An e-mail confirmation is - 10-20 Client
appointment and fills out sent with schedule and mins.
application form through filled out application form
https://passport.gov.ph
(DFA’s Global Online
Appointment
System/GOAS)
Applicant goes to the Embassy confirms - 1-2 mins. Embassy
Embassy on date of appointment and issues receptionist
appointment with printed a queue number
form and requirements
Once queue number is Passport officer - 3-5 mins. | Passport officer
called, applicant submits evaluates application
application form and form and requirements,
requirements and once approved,

endorsed for encoding
Applicant’s details, photos Encoder inputs details, - 5 mins. Passport
and biometrics are inputted | scans requirements, and encoder
into the digital capture captures biometrics of
machine applicant
Applicant checks if all Encoder requests the - 3 mins. Client and
biographic information is applicant to read the passport
correct and affixes the passport processing encoder
signature on the enrolment | advisory and to affix
confirmation and the his/her signature on the
applicant’s log sheet. enrolment confirmation

and the applicant’s log

sheet.
Applicant pays passport Cashier receives 90.00 1-2 mins. | Collecting officer
fees by Cash or PayNow* payment and issues blue
at the cashier collection slip and receipt
Passport application is Passport officer checks - 1-2 mins Passport officer

completed

passport application form
and details on the
ePassport system and
electronically transmits
the approved application
to DFA-OCA at the end
of the day



https://passport.gov.ph/
https://passport.gov.ph/
https://passport.gov.ph/

8 Client awaits passport Embassy updates its - 1 min Passport officer
availability website database of
available passports and
releases advisory on its
social media accounts to
check availability.

9 After 4-6 weeks, applicant - - 1 min Client
checks passport availability
on the Embassy website.

Cash 4 weeks & 33 mins to 6 weeks &
TOTAL 90.00 64 mins

PayNow
*0.54%-0.56% transaction fee is charged for cashless/ PayNow payment 90.49

Output: Approved passport renewal application form, processing and collection slip, official receipt,
transmitted passport application

Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: From application to passport availability: 4 weeks & 33 mins to 6 weeks & 64
mins

Policy Basis: Relevant passport policies and regulations (i.e Republic Act No. 8239 or the
Philippine Passport Act of 1996 and its Implementing Rules and Regulations, Foreign Service
Circular No. 149-2017 on Updated Passport Requirements, and other relevant passport-related
issuances.)

System/Tools Needed: GOAS, ePassport system, Embassy queueing system, Processing Kit
(i.e., Dater, Name stamp and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover, Puncher,
Scissors)

Reference Code: SG_CON_P2
Process Name: New Passport Application
Process Activity: Process of Applying for New Passport for Infants Born in Singapore

Office or Division: Passport Division of the Consular Section

Classification: Complex

Type of Transaction: | G2C — Government to Citizen




Who may avail: All overseas Filipinos born in Singapore who have not been issued a

Philippine passport

Checklist of Requirements

Where to Secure

Appointment and printed passport application form (1
original with signature) generated through the Global
Online Appointment System

Sent via e-mail after securing an appointment at
www.passport.gov.ph

Singapore-issued birth certificate (original & 1
photocopy)

Issued by relevant Singapore government
agency

Completed and signed Report of Birth (refer to
SG_CON_CRH1)

Issued by the Philippine Embassy in Singapore

Documents of parents:

PSA Birth certificate (original & 1 photocopy), if
applicable

PSA Marriage certificate of parents (original & 1
photocopy)

Original + photocopy of parent’s passport or
documentary proof that one or both parents are Filipino
citizens at the time of the applicant’s birth (original and 1
photocopy)

Issued by the relevant government agency

Client Steps Embassy Action Processing Handled by
Time

1 The infant’s parent/s An e-mail confirmation is - 10-20 Client
secures an online sent with schedule and mins.
appointment and fills our filled out application form

application form through
https://passport.gov.ph
(DFA’s Global Online

Appointment
System/GOAS)

2 Applicant’s parent/s bring Embassy confirms - 1-2 mins. Embassy
the child to the Embassy on | appointment and issues receptionist
date of appointment with a queue number

printed form and
requirements



http://www.passport.gov.ph/
http://www.passport.gov.ph/
http://www.passport.gov.ph/
https://passport.gov.ph/
https://passport.gov.ph/
https://passport.gov.ph/

Once queue number is Passport officer - 3-5 mins. | Passport officer
called, applicant’s parent/s | evaluates application
submit application form and | form and requirements,
requirements to passport and once approved,
officer. endorsed for encoding
Applicant’s details, photos Encoder inputs details, - 5 mins. Passport
and biometrics are inputted | scans requirements, and encoder
into the digital capture captures biometrics of
machine applicant
Applicants check if all Encoder requests the - 3 mins. Client and
biographic information is applicant to read the passport
correct and affixes the passport processing encoder
signature on the enrolment | advisory and to affix
confirmation and the his/her signature on the
applicant’s log sheet. enrolment confirmation

and the applicant’s log

sheet.
Applicant pays passport Cashier receives 90.00 1-2 mins. Collecting
fees by Cash or PayNow* payment and issues blue officer
at the cashier collection slip and receipt
Passport application is Passport officer checks - 1-2 mins | Passport officer
completed passport application form

and details on the

ePassport system and

electronically transmits

the approved application

to DFA-OCA at the end

of the day
Client awaits passport Embassy updates its - 1 min Passport officer
availability website database of

available passport and

releases advisory on its

social media accounts to

check availability.
After 3-5 weeks, applicant - - 1 min Client

checks passport availability
on the Embassy website.
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Cash 3 weeks & 33 mins to 5 weeks &

TOTAL | 90.00 64 mins

PayNow
*0.54%-0.56% transaction fee is charged for cashless/ PayNow payment 90.49

Output: Approved passport renewal application form, processing and collection slip, official receipt,
transmitted passport application

Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: From application to passport availability: 4 weeks & 33 mins to 6 weeks & 64
mins

Policy Basis: Relevant passport policies and regulations (i.e Republic Act No. 8239 or the
Philippine Passport Act of 1996 and its Implementing Rules and Regulations, Foreign Service
Circular No. 149-2017 on Updated Passport Requirements, and other relevant passport-related
issuances.)

System/Tools Needed: GOAS, ePassport system, Embassy queueing system, Processing Kit
(i.e., Dater, Blue Processing Slip, Name stamp and Stamp Pad, Pen, Paper, Ballpen, Stapler,
Staple Remover, Puncher, Scissors

Reference Code: SG_CON_P3

Process Name: Lost Passport Replacement

Process Activity: Process of Applying for Replacement of Lost Passport at the
Philippine Embassy in Singapore

Office or Division: | Passport Division of the Consular Section

Classification: Complex

Type of G2C — Government to Citizen

Transaction:

Who may avail: All overseas Filipinos in Singapore who have lost their passport
Checklist of Requirements Where to Secure

Appointment and printed passport application form (1 Sent via e-mail after securing an appointment
original with signature) generated through the Global at www.passport.gov.ph or from the passport
Online Appointment System or filled out manually at processor

the Embassy

11



http://www.passport.gov.ph/
http://www.passport.gov.ph/

Photocopy or scanned copy of current passport

Printed lost passport police report Issued by the Singapore Police Force (SPF)
through SingPass app, or secured from the
neighborhood police or any SPF branch

Singapore-issued identification card (original & 1 Issued by relevant Singapore government
photocopy) agency

Additional requirements

For minors:

PSA Birth certificate (original & 1 photocopy) Issued by the Philippine Statistics Authority
PSA Marriage certificate of parents (original & 1 (PSA)

photocopy) Issued by the DFA

Original + photocopy of parent’s passport

For Naturalized Filipino citizen:
Identification Certificate/Certificate of Naturalization Issued by the relevant Philippine government

(original and photocopy) agency or any foreign service post (FSP)

For Dual Citizens:
PSA-Issued Birth Certificate/Report of Birth (original Issued by PSA
and photocopy) — for dual citizens at birth
Identification Certificate and Oath of Allegiance issued | |ssyed by the relevant Philippine government
by the Philippine Embassy/Consulate or Bureau of
Immigration (original and photocopy) - if naturalized
Passport of second citizenship (original and
photocopy)

agency or any FSP
Issued by relevant foreign authority

Client Steps Embassy Action Processing Handled by
Time

1 Client sends an e-mail to An e-mail confirmation is - Reply Client
epassport.sgpe@gmail.com | sent with schedule, link within 24
to secure an appointment for | to application form, and hours
lost passport replacement list of requirements and

reminders

2 Applicant goes to the Embassy confirms - 1-2 mins. Embassy
Embassy on date of appointment and issues receptionist
appointment with printed a queue number
form and requirements

12



Once queue number is Passport officer - 3-5 mins. Passport
called, applicant submits evaluates application officer
application form and form and requests
requirements applicant to fill out
Affidavit of Loss
Applicant fills out Affidavit of | Passport officer receives | 37.50 5 mins. Collecting
Loss and pays fees at the forms and reports the officer
Cashier loss of the passport to
DFA-OCA
Applicant waits for 2-week Passport officer - 2 weeks Client and
clearing period provides the applicant passport
an appointment to come encoder
back for passport
encoding
After the clearing period, Encoder inputs details, - 5 mins. Passport
applicant goes back to the scans requirements, and encoder
Embassy for biometrics captures biometrics of
capture and secures a applicant
queue number
Applicants check if all Encoder requests the - 3 mins. Client and
biographic information is applicant to read the passport
correct and affixes the passport processing encoder
signature on the enrolment advisory and to affix
confirmation and the his/her signature on the
applicant’s log sheet. enrolment confirmation
and the applicant’s log
sheet.
Applicant pays passport fees | Cashier receives 225.00 | 1-2 mins. Collecting
by Cash or PayNow* at the payment and issues officer
cashier blue collection slip and
receipt
Passport application is Passport officer checks - 1-2 mins Passport
completed passport application officer

form and details on the
ePassport system and
electronically transmits
the approved application
to DFA-OCA at the end
of the day

13




8 Client awaits passport Embassy updates its - 4t06 Passport
availability website database of weeks officer
available passport and
releases advisory on its
social media accounts to
check availability.

9 After 4-6 weeks, applicant - - Client
checks passport availability
on the Embassy website.

Cash 6 weeks, 1 day & 21 mins to
TOTAL | 262.50 8 weeks, 1 day & 30 mins

PayNow
*0.54%-0.56% transaction fee is charged for cashless/ PayNow payment 263.94

Output: Approved passport renewal application form, processing and collection slip, official
receipt, transmitted passport application

Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5;00PM)

Turnaround Time: From report of loss to passport availability: 6 to 8 weeks

Policy Basis: Relevant passport policies and regulations (i.e Republic Act No. 8239 or the
Philippine Passport Act of 1996 and its Implementing Rules and Regulations, Foreign Service
Circular No. 149-2017 on Updated Passport Requirements, and other relevant passport-
related issuances.)

System/Tools Needed: GOAS, ePassport system, Embassy queueing system, Processing
Kit (i.e., Dater, Green Processing Slip, Name stamp and Stamp Pad, Pen, Paper, Ballpen,
Stapler, Staple Remover

Reference Code: SG_CON_P4

Process Name: Mutilated Passport Replacement

Process Activity: Process of Applying for Replacement of Mutilated Passport at
the Philippine Embassy in Singapore

Office or Division: | Passport Division of the Consular Section

Classification: Complex

Type of G2C — Government to Citizen
Transaction:

14



Who may avail:

All overseas Filipinos in Singapore who have lost their passport

Checklist of Requirements

Where to Secure

Appointment and printed passport application form (1
original with signature) generated through the Global
Online Appointment System or filled out manually at
the Embassy

Sent via e-mail after securing an appointment
at www.passport.gov.ph or from the passport
processor

Original and one (1) photocopy of current passport

Affidavit of Explanation stating reason for damage

Form available at the Embassy

Singapore-issued identification card (original & 1
photocopy)

Issued by relevant Singapore government
agency

Additional requirements

For minors:

PSA Birth certificate (original & 1 photocopy)
PSA Marriage certificate of parents (original & 1
photocopy)

Original + photocopy of parent’s passport

Issued by the Philippine Statistics Authority
(PSA)
Issued by the DFA

For Naturalized Filipino citizen:
Identification Certificate/Certificate of Naturalization
(original and photocopy)

Issued by the relevant Philippine government
agency or any foreign service post (FSP)

For Dual Citizens:

PSA-Issued Birth Certificate/Report of Birth (original
and photocopy)

Identification Certificate and Oath of Allegiance issued
by the Philippine Embassy/Consulate or Bureau of
Immigration (original and photocopy) - if naturalized
Passport of second citizenship (original and
photocopy)

Client Steps

Embassy Action

Issued by PSA

Issued by the relevant Philippine government
agency or any FSP
Issued by relevant foreign authority

Feels
(SGD)

Processing
Time

Handled by

15



http://www.passport.gov.ph/
http://www.passport.gov.ph/

Client sends an e-mail to An e-mail confirmation is - Reply Client
epassport.sgpe@gmail.com | sent with schedule, link within 24
to secure an appointment for | to application form, and hours
lost passport replacement list of requirements and

reminders
Applicant goes to the Embassy confirms - 1-2 mins. Embassy
Embassy on date of appointment and issues receptionist
appointment with printed a queue number
form and requirements
Once queue number is Passport officer - 3-5 mins. Passport
called, applicant submits evaluates application officer
application form and form and requests
requirements applicant to fill out

Affidavit of Loss
Applicant fills out Affidavit of | Passport officer receives | 127.50 5 mins. Collecting
Explanation and pays fees at | forms and reports the (Affidavit + officer
the Cashier loss of the passport to Palf:g)o”

DFA-OCA
Applicant details and Encoder inputs details, - 5 mins. Passport
biometrics are captured scans requirements, encoder

and captures biometrics

of applicant
Applicants check if all Encoder requests the - 3 mins. Client and
biographic information is applicant to read the passport
correct and affixes the passport processing encoder
signature on the enrolment advisory and to affix
confirmation and the his/her signature on the
applicant’s log sheet. enrolment confirmation

and the applicant’s log

sheet.
Passport application is Passport officer checks - 1-2 mins Passport
completed passport application officer

form and details on the
ePassport system and
electronically transmits
the approved application
to DFA-OCA at the end
of the day

16




8 Client awaits passport Embassy updates its - 1 min Passport
availability website database of officer
available passport and
releases advisory on its
social media accounts
to check availability.
9 After 4-6 weeks, applicant - - 1 min Client
checks passport availability
on the Embassy website.

Cash 4 weeks & 33 mins to 6
TOTAL | 127.50 weeks & 64 mins
PayNow
*0.54%-0.56% transaction fee is charged for cashless/ PayNow payment 128.20

Output: Approved passport renewal application form, processing and collection slip, official
receipt, transmitted passport application

Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: From application to passport availability: 4 weeks & 33 mins to 6 weeks &
64 mins

Policy Basis: Relevant passport policies and regulations (i.e Republic Act No. 8239 or the
Philippine Passport Act of 1996 and its Implementing Rules and Regulations, Foreign Service
Circular No. 149-2017 on Updated Passport Requirements, and other relevant passport-
related issuances.)

System/Tools Needed: GOAS, ePassport system, Embassy queueing system, Processing
Kit (i.e., Dater, Name stamp and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover,
Puncher, Scissors)

Reference Code: SG_CON_P5
Process Name: Passport Collection
Process Activity: Process of Collecting Newly-Issued Passport

Office or Division:

Passport Division of the Embassy’s Consular Section

Classification:

Simple

Type of Transaction:

G2C — Government to Citizen

Who may avail:

All overseas Filipinos in Singapore who have renewed their Philippine

passport

Checklist of Requirements

Where to Secure

17



« Blue Passport Collection slip;

« Passport applicant’s current passport; and
v Website verification that passport is already

available

Additional requirements for collection through a

representative:

e Letter signed by the applicant authorizing

representative

e Representative’s proof of Identification
(passport or Singapore-issued

identification card)
Client Steps

Embassy Action

Available on Embassy website

Provided by passport applicant

Processing
Time

Released to client after passport renewal application

Handled by

1 About 4 to 6 weeks after Upon arrival of the 1-2 mins Client
passport application, the passport, passport officer
applicant checks passport updates the passport
availability on the Embassy availability database on
website. the Embassy website

2 | Once passport is found to be | An e-mail appointment 2 mins Client
available, client secures an confirmation is sent with
online appointment through schedule and list of
the Embassy website requirements for collection.

3 | On appointment date and Embassy verifies 5-15 mins Embassy
time, applicant or appointment and provides (depends on Receptionist
representative presents client a queue number queue)
appointment confirmation e-
mail and collects queue
number at the Embassy
reception.

4 | Once queue number is Embassy personnel 2-5 mins Releasing
called, applicant submits evaluates requirements, officer
requirements locates passport and hands

to client for review

5 | Applicant receives new Releasing officer hands 1-2 mins Releasing
passport, reviews entries, cancels applicant’s old officer
and surrenders old passport passport, and instructs
for cancellation applicant to sign on Page 2

of the passport
TOTAL 11-26 mins

Output: Client collects new passport
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)
Turnaround Time: 11-26 minutes

Policy Basis: Relevant passport policies and regulations (i.e Republic Act No. 8239 or the
Philippine Passport Act of 1996 and its Implementing Rules and Regulations, Foreign Service
Circular No. 149-2017 on Updated Passport Requirements, and other relevant passport-related

issuances.)

18




System/Tools Needed: ePassport system, Embassy queueing system, Processing Kit (i.e.,
Dater, Name stamp and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover, Puncher,

Scissors)

Reference Code: SG_CON_P6
Process Name: Travel Document Application
Process Activity: Process of Applying for and Obtaining a Travel Document

Office or Division: Notarial Division of the Consular Section
Classification: Simple
Type of Transaction: G2C — Government to Citizen
Who may avail: All Filipinos who have lost/expired/damaged passport and need to
urgently travel back to the Philippines (within 30 days)

Checklist of Requirements Where to Secure

+/ Personal appearance of the applicant®

« Completed travel document application form Template form downloadable through the

Embassy website;

v Photocopy of lost/expired/damaged passport L .
« Phot ¢ PSAi 4 birth certificat Issued by relevant Philippine authorities
otocopy o -issued birth certificate Any photo service kiosk
+ 3 pcs. recent passport-size (3.5 x 4.5 cm) photos
v If passport if lost: Printed lost passport police Issued by the Singapore Police Force (SPF)
report through SingPass app, or secured from the

« Other supporting documents, as may be required, |neighborhood police or any SPF branch
depending on the reason for TD application

* Seafarers who are restricted from disembarking the

vessel and transacting with the Embassy due to

unavoidable circumstances may apply for a Travel

Document through the assistance of their manning

agency

Client Steps Embassy Action Fees Processing Handled by

(SGD) Time

19
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working days

Client secures an online An e-mail - Response Client and
appointment through the confirmation is sent within 24h | Passport Officer
Embassy website with schedule and list
www.philippine- bf requirements
embassy.org.sg) or through e-
mail at
epassport.sgpe@gmail.com
Applicant goes to the Embassy confirms - 1-2 mins. Embassy
Fmbassy on date of appointment and receptionist
appointment with printed form [ssues a queue
and requirements number
Dnce queue number is called, [he processor - 5-20 mins Consular
Client submits requirements to pvaluates depends on Processor
consular processor equirements. queue)
Client decides whether to avail [he Consular Officer 1 min Consular
bf expedited*** (same- sets the release date Processor
day/next-day release) or and time accordingly
egular processing (2 working pnd issues Pink
day release) Processing Slip
Client pays fees at the Cashier collects fees | 45.00 2-3 mins  |Collecting officer
Cashier ia cash or (travel depends on
PayNow™**** document queue)
cashless fee)
ransaction) and +
ssues receipt and 15.00
bink consular slip (optional,
for same
or next
day
release)
Client awaits collection Document is - Expedited: 2- |Consular Officer
schedule brepared and signed 6 hours for
by a consular officer same day
release;
Regular: 2

Client returns to claim the
documents during the
scheduled collection date with
bink consular collection slip

Releasing officer
thecks requirements,
etrieves document
and provides general
eminders

2-5 mins

Releasing Officer

20




TOTAL Cash Regular: 2 days
Regular:45.0 | & 23mins to 2
F Consular services do not include preparation of legal 0 days & 53 mins
Hocuments; the Embassy does not authenticate documents Exgg‘ggec’: Evoedited: 2
ssued by Philippine Government agencies per copy/ h;)urs & 23
** Expedited service: cut-off for same day release is 12NN; document | minutes to 26
next-day release if processed after 12NN hours & 53 mins
*** ().54%-0.56% transaction fee is charged for cashless/ Qezaulllgril“éQ
PayNow payment 5
Expedited:
60.34
per copy/
document

Dutput: Travel document (in triplicate) valid for 30 days from application, notarized travel document
application form

Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

furnaround Time: From 2 hours and 23 minutes to 2 days and 53 minutes

Policy Basis: Relevant passport policies and regulations (i.e Republic Act No. 8239 or the
Philippine Passport Act of 1996 and its Implementing Rules and Regulations, Foreign Service
Circular No. 149-2017 on Updated Passport Requirements, and other relevant passport-related
ssuances.)

System/Tools Needed: Embassy queueing system, Travel Document Form, Processing Kit (i.e.,
Dater, Name stamp and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover, Puncher,
5Cissors)

Reference Code: SG_CON_N1
Process Name: Notarial Processing
Process Activity: Process of Applying for Consularization of Documents

Office or Division: Notarial Division of the Consular Section

Classification: Simple

Type of Transaction: [52C — Government to Citizen

Who may avail: All overseas Filipinos of legal age who need to have their documents
notarized for use in the Philippines*

Checklist of Requirements Where to Secure
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« Personal appearance of all affiants
+ Completed form, affidavit, deed, oath or
document to be notarized (unsigned and
printed)** with basic elements (affiant name/s,
notarial annotation, 2 witnesses fields)
« Passport valid for at least 6 months (original
+ 1 photocopy of data and signature page,
one photocopy per document to be notarized)
* Other supporting documents, as may be required,
depending on nature of document:
e For translation of diploma issued by certain
schools, original/CTC and 1 photocopy
e For Certificate of One and the Same Person
(OTSP): valid Philippine passport, previous
Philippine passport with maiden name, PSA-
issued birth and marriage certificates (original
and 1 photocopy of each document)
* For Copy Certification/CTC of Philippine passport,
briginal and 3 photocopies of passport will be
equired

Sample template forms downloadable through the
Embassy website; client to seek help from the
ecipient institution or a legal practitioner, where
necessary

ssued by the Department of Foreign Affairs (DFA)
br foreign government

Issued by Philippine university/college

Issued by relevant Philippine government
agencies

Issued by the DFA

Fees
(SGD)

Client Steps

Embassy Action Processing

Time

Handled by

1 Applicant prepares the  An e-mail confirmation - 2 mins Client

document and secures  |s sent with schedule
an appointment through pnd reminders
he Embassy website
Applicant goes to the Fmbassy confirms - 1-2 mins Client
Fmbassy on date of appointment and issues
appointment with printed h queue number
orm and requirements
Dnce queue numberis  Processor verifies - 10 - 30 mins Consular
talled, applicant submits pppointment and (depends on Processor
application form and valuates requirements. queue)
equirements to After evaluation, client is
Consular Processor asked to sign onto the

elevant sections of the

Hocument/s.
Client decides whether  [he Consular Officer 1 min Consular
o avail of expedited*™*  pets the release date Processor
same-day/next-day and time accordingly (Window 9 or 10)
elease) or regular and issues a Pink
brocessing (2 working Processing Slip
Hay release)
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Client pays fees atthe ~ [Cashier collects fees via | 37.50 2-3 mins  [Collecting Officer
Cashier tash or PayNow™**** per copy/ |(depends on
cashless transaction) per queue)
and issues receipt and |document
bink consular slip +
15.00
(optional,
for same
br next day
release)
Client awaits collection  Document is prepared - Expedited: 2- |Consular Officer
schedule and signed by a 6 hours for
consular officer same day
release;
Regular: 2
working days
Client returns to claim Releasing officer checks - 2-5mins  [Releasing Officer
he documents during equirements, retrieves
he scheduled collection HJocument and provides
Hate with pink consular  peneral reminders
collection slip
TOTAL Cash Regular: 2 days
Regular:l37.50 & 23mins to 2
* Consular services do not include preparation of legal Exgzeds'tgd: days & 53 mins
QOcuments; tl7§ Embassy does not authgnticate documents per (;opy/ Expeditad: 2
xpedited:
issued by Philippine Government agencies document hours & 23
*** Expedited ser\(ice.' cut-off for same day release is 12NN; PayNow minutes to 26
next-day release if processed after 12NN Regular: hours & 53 mins
**** 0.54%-0.56% transaction fee is charged for cashless/ 37.71
PayNow payment Expedited:
52.80
per copy/
document

Output: Acknowledgment or jurat certificate or certification (affixed with Embassy seal and

signature of Vice Consul/Consul/Consul General)

Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00PM)
Turnaround Time: From 2 hours and 23 minutes to 2 days and 53 minutes

Policy Basis: 2004 Rules on Notarial Practice

System/Tools Needed: Embassy queueing system, Processing Kit (i.e., Dater, Name stamp
and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors),
Computer system for back-end preparation, Notarial Certificates, Crimper tool, Embassy gold

seal
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Reference Code: SG_CON_N2

Process Name: NBI Fingerprinting Service

Process Activity: Process of Applying for NBI Fingerprinting and Release of Signed

NBI Form No. 5

Office or Division: Notarial Division of the Consular Section
Classification: Simple
Type of Transaction: G2C - Government to Citizen or Foreign National
Who may avail: All overseas Filipinos or foreign nationals of legal age who need to
secure a new clearance from the Philippine National Bureau of
Investigation (NBI)*

Checklist of Requirements

Where to Secure

/ Personal appearance of all

affiants Any photo service kiosk

+ 2 pcs recent 2"x2”
photograph (on white

Available at the Philippine Embassy

background) taken within 3 [Sued by DFA or any relevant authority

months of application

« Completed NBI Form 5 and
authorization

+ Any valid ID or passport to
confirm identity

No Client Steps mbassy Action Fees Processing Handled by
(SGD)** Time
1 Applicant An e-mail confirmation is - 2 mins Client
secures an sent with schedule and
appointment eminders
through the
Embassy
website
2 Applicant goes Embassy confirms - 1-2 mins Client
to the Embassy pppointment and issues a
on date of qjueue number
appointment
with printed
form and
requirements
3 Once queue Processor hands NBI Form - 10-30 mins Consular
number is b and Consular Processing (depends on Processor
called, Slip queue)
applicant
informs
processor of
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request for NBI

bhysically existing but expired original NBI clearances dated 2014
br later no longer need to have fingerprinting done, but will only

need to apply for renewal with the NBI Mailed Clearance Section.
* 0.54%-0.56% transaction fee is charged for cashless/ PayNow

fingerprinting
service
Client pays Cashier collects fees via 37.50 2-3 mins [ollecting Officer
fees at the tash or PayNow**** per copy/ per  |(depends on
Cashier cashless transaction) and document queue)

ssues receipt and pink

consular slip
Client proceeds [onsular assistant - 5-10 mins Consular
to NBI pvaluates completeness of Assistant
Fingerprinting  the form and helps client in
Window mpressing fingerprints on

NBI form
Client waits for [onsular officer - 5-10 mins |Consular Officer
the release of  fonsularizes and signs NBI
the Form
consularized
NBI form
Client receives [onsular assistant releases Releasing Officer
the NBI form he NBI Form and provides

urther instructions to client

or obtaining NBI Clearance

rom NBI-Manila

TOTAL Cash Regular: 50 to
37.50 62 minutes
" NBI clearances are issued in Manila, clients will be guided on PayNow
he next steps to secure their NBl clearance. Those with 37.71

Dutput: Notarized filled out NBI Form with rolled fingerprint impressions
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)
Ffurnaround Time: From 50 to 62 minutes

Policy Basis: Relevant regulations of the DFA and NBI on Fingerprinting Services

System/Tools Needed: NBI Form 5 issued by the National Bureau of Investigation,
Fingerprinting Kit (ink stamp, wet wipes, gloves), Embassy queueing system, Processing Kit
i.e., Dater, Name stamp and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover,
Puncher, Scissors), Embassy stamp
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Reference Code: SG_CON_CR1
Process Name: Report of Birth

Process Activity: Reporting the Birth of a Filipino Child in Singapore at the Philippine

Embassy in Singapore

Office or Division: | Civil Registry Division of the Consular Section

Classification: Simple

Type of G2C - Government to Citizen or Foreign National

Transaction:

Who may avail: All overseas Filipino children born in Singapore

Checklist of Requirements

Where to Secure

+ Duly accomplished Report of Birth
Form

« Original Certificate of Registration of
Birth issued by Singapore

« Original passports of parents

' PSA-issued Marriage Certificate of
parents or Report of Marriage filed at
the Embassy

Additional requirements for children born
out of wedlock:

« Affidavit to Use Surname of the
Father (AUSF) executed by mother

 Affidavit of Admission of Paternity
(AAP) executed by father

« PSA-issued birth certificate of
mother

- Report of Birth form is available at the
Embassy website

- Registry of Births and Deaths,
Singapore

- Department of Foreign Affairs (DFA) for
Filipino; or relevant foreign government
agency for passport if one of the parents
is a foreign national

- Philippine Statistics Authority (PSA)

- Affidavit forms available at the
Embassy website

- Affidavit forms available at the
Embassy website

- Philippine Statistics Authority (PSA)

No Client Steps Embassy Action Fees Processing Handled by
(SGD)** Time
1 Client secures | An e-mail confirmation is sent with - 2 mins Client
an schedule and reminders

appointment
through the

Embassy
website
(www.philippin
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e-
embassy.org.s
9)

On Embassy verifies appointment and - 1-2 mins Client
appointment provides client a queue number
date and time,
parents
present their
appointment
confirmation
email and
collect queue
number
Once queue Processor accepts and reviews - 10-30 [Civil Registry
number is documents submitted by client and mins
called, then proceeds with processing the (depends
applicant Report of Birth including the on
presents the passport application and photo queue)
requirements capturing of child
for the ) .
Reporting of - Issuance of receipt with date of
Birth collection indicated in the receipt
Client pays Cashier collects fees via cash or 37.50 |2-3 mins Collecting
fees at the PayNow**** (cashless transaction) (depends Officer
Cashier - Issues receipt and handed back on queue)
the collection slip
Client collects | Processor issues signed Report of - 10-15 |Civil Registry
Report of Birth | Birth along with attachments, and if mins
copy -after needed, processor issues
registration . .
-Embassy Certificate proving that
child has already applied for a
passport at the Embassy.
-Processor also provides reminders
on how to get a PSA copy of the
Report of Birth.
Client may Processor transmits Report of Birth  [to PSA 6 months PSA

request copy
of PSA Report
of Birth after 6
months

to DFA
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TOTAL | Cash Regular: 50
37.50 0 62 minutes

PayNow

[ 0.54%-0.56% transaction fee is charged for cashless/ PayNow payment | 37.71

Output: Report of Birth

Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: From 50 to 62 minutes

Policy Basis: Relevant regulations of the DFA and PSA on Civil Registry Laws

System/Tools Needed: Embassy queueing system, Processing Kit (i.e., Dater, Name stamp
and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy

stamp

Reference Code: SG_CON_CR1 (2)

Process Name: Affidavit to Use Surname of Father (AUSF)
Process Activity: Executed by the mother or the guardian of the child that allows the use of

the surname of the father.

Office or Division:

Civil Registry Division of the Consular Section

Classification: Complex

Type of Transaction:

G2C - Government to Citizen or Foreign National

Who may avail:

Parents of Filipino children

Checklist of Requirements

Where to Secure

« Duly accomplished AUSF form;

«/ Original passport of mother;

« PSA issued birth certificate of the mother;

« Original birth certificate of the child if
available;

« Copy of passport of the father;

-Template form downloadable through the
Embassy website

- Department of Foreign Affairs (DFA) for Filipino;
or relevant foreign government agency for
passport if either one of the parties is a foreign
national

- Philippine Statistics Authority (PSA)

- Local Civil Registry in the Philippines or
Hospital

- Department of Foreign Affairs (DFA) for Filipino;
or relevant foreign government agency for
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+ Identification Card of the mother issued by
Singapore government or valid Philippine

ID.

passport if either one of the parties is a foreign
national

- Relevant Government Agencies

Client Steps Embassy Action Fees Processing Handled by
(SGD)** Time
Client secures an | An e-mail confirmation - 2 mins Client
appointment is sent with schedule
through the and reminders
Embassy website
(www.philippine-
embassy.org.sqg)
On appointment Embassy verifies - 1-2 mins Client
date and time, appointment and
parents present provides client a queue
their appointment | number
confirmation email
and collect queue
number
Once queue Processor accepts and - 10-30 Consular
number is called, | reviews documents mins Processor
applicant presents | submitted by client (depends
;2? A?Jqsulirements - I.ssuance of receipt on queue)
with date of collection
indicated in the receipt.
Client pays fees at | Cashier collects fees 37.50 2-3 mins Collecting
the Cashier via cash or PayNow**** (depends on Officer
(cashless transaction) JURAT queue)
and issues receipt and 37.50
consular collection slip
CERT.
- Issues receipt and
handed back the
collection slip
Collection of - Once queue number is - 2-3 mins Consular
documents after 4 | called, proceed to the (depends on | Assistant/Civil
working days. designated window for queue) Registry

collection
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TOTAL | Cash

Regular: 50 to
75.00 62 minutes

PayNow

** 0.54%-0.56% transaction fee is charged for cashless/ PayNow 75.42

payment

Output: Affidavit to Use Surname of Father (AUSF)
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: From 50 to 62 minutes

Policy Basis: Relevant regulations of the DFA and PSA on Civil Registry Laws

System/Tools Needed: Embassy queueing system, Processing Kit (i.e., Dater, Name stamp
and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy

stamp

Reference Code: SG_CON_CR1 (3)

Process Name: Affidavit of Admission of Paternity (AAP)
Process Activity: Executed by the father of the child that allows the use of the

surname of the father.

Office or Division:

Civil Registry Division of the Consular Section

Classification: Complex

Type of Transaction:

G2C - Government to Citizen or Foreign National

Who may avail:

Parents of Filipino children

Checklist of Requirements

Where to Secure

« Duly accomplished AAP form;

« Original passport of father;

« PSA issued birth certificate of the mother;

<

Copy of passport of the mother;

« Original birth certificate of the child if
available for notarization of Embassy
Officer; and

-Template form downloadable through the
Embassy website

- Department of Foreign Affairs (DFA) for Filipino;
or relevant foreign government agency for
passport if either one of the parties is a foreign
national

- Philippine Statistics Authority (PSA)

- Department of Foreign Affairs (DFA) for Filipino;
or relevant foreign government agency for
passport if either one of the parties is a foreign
national

- Local Civil Registry in the Philippines or

Hospital
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+ Identification Card of the father issued by

Singapore government.

- Relevant Government Agencies

No Client Steps Embassy Action Fees Processing Handled by
(SGD)** Time
1 Client secures an | An e-mail confirmation - 2 mins Client
appointment is sent with schedule
through the and reminders
Embassy website
(www.philippine-
embassy.org.sg)
2 On appointment Embassy verifies - 1-2 mins Client
date and time, appointment and
parents present provides client a queue
their appointment | number
confirmation email
and collect queue
number
3 Once queue Processor accepts and - 10-30 Consular
number is called, reviews documents mins Processor
applicant presents | submitted by client (depends
]ng';i\qulrements - Issuance of receipt on queue)
with date of collection
indicated in the receipt.
4 Client pays fees at | Cashier collects fees 37.50 2-3 mins Collecting
the Cashier via cash or PayNow**** (depends on Officer
(cashless transaction) JURAT queue)
and issues receipt and 37.50
consular collection slip
CERT.
- Issues receipt and
handed back the
collection slip
5 Collection of - Once queue number is - 2-3 mins Consular
documents after 4 | called, proceed to the (depends on | Assistant/Civil
working days. designated window for queue) Registry

collection
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TOTAL

** 0.54%-0.56% transaction fee is charged for cashless/ PayNow
payment

Cash Regular: 50 to

75.00 62 minutes
PayNow

75.42

Output: Affidavit of Admission of Paternity (AAP)
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: From 50 to 62 minutes

Policy Basis: Relevant regulations of the DFA and PSA on Civil Registry Laws

System/Tools Needed: Embassy queueing system, Processing Kit (i.e., Dater, Name stamp
and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy

stamp

Reference Code: SG_CON_CR2
Process Name: Report of Marriage

Process Activity: Reporting the Marriage of a Filipino who entered into marriage

abroad

Office or Division:

Civil Registry Division of the Consular Section

Classification: Simple

Type of Transaction:

G2C — Government to Citizen or Foreign National

Who may avail:

All overseas Filipino who got married abroad

Checklist of Requirements

Where to Secure

« Four (4) accomplished Report of Marriage
forms

+ Original and four (4) photocopies of the
Certificate of Marriage

+ Original and four (4) photocopies of the data
page of Groom’s passport
+ Original and four (4) photocopies of the data

page of Bride’s passport

+/ Original and four (4) photocopies of the
Groom'’s birth certificate

+ Original and four (4) photocopies of the
Bride’s birth certificate

- Template forms available through the
Embassy website

- Registry of Marriages, Singapore

- Department of Foreign Affairs (DFA) for Filipino;
or relevant foreign government agency for
passport if either one of the parties is a foreign
national

- For Filipino nationals, Philippine Statistics
Authority (PSA); for non-Filipinos, original birth
certificate issued by a competent foreign
authority (equivalent to the Philippines’ PSA)
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Additional requirements for special cases:

« If either groom or bride is a Filipino who had
a previous Philippine marriage annulled,
original and four (4) photocopies of the PSA-
issued Annotated Marriage Certificate

« If either groom or bride is a non-Filipino
divorcee, original and four (4) photocopies of
Final Decree of Divorce

« If either groom or bride is a Filipino divorced
by a former foreign spouse, original and four
(4) photocopies of DFA-apostilled PSA-issued
Marriage Certificate with annotation indicating
that the divorce has been recognized by the
Philippines

+ If either groom or bride is widowed, original
and four (4) photocopies of DFA-apostilled
PSA-issued Death Certificate of deceased
spouse and their PSA-issued marriage
certificate

+ If either groom or bride is a Filipino who is 18
or below 21 years of age, a notarized Affidavit
of Consent executed by parents

+ If either groom or bride is a Filipino who is 21
to 25 years of age, a notarized written
parental advice executed by parents

+ If either groom or bride is a Filipino who is
between 18 to 25 years of age, a marriage
counselling certificate stating that the parties

have undergone marriage counselling

Client Steps

Client secures an
appointment
through the
Embassy website

and reminders

Embassy Action

An e-mail confirmation
is sent with schedule

- Non-Filipino spouses whose birth certificates
are not written in English, submission of birth
certificate with translation to English

- Philippine Statistics Authority (PSA)

- Relevant foreign government agency where
Final Decree of Divorce is issued

- Philippine Statistics Authority (PSA) &
Department of Foreign Affairs (DFA)

- Relevant Foreign Government Agencies

- Relevant Notary Public

- Relevant Notary Public

- Any accredited organization or agency that
offers marriage counselling

Processing
Time

Fees
(SGD)**

Handled by

Client
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(www.philippine-
embassy.org.sq)

payment

On appointment Embassy verifies - 1-2 mins Client
date and time, appointment and
client presents provides client a queue
their appointment | number
confirmation email
and collect queue
number
Once queue Processor accepts and - 10-30 Consular
number is called, reviews documents mins Processor
applicant presents | submitted by client (depends
the requirements | , on queue)
for the Reporting - Issuance of rece|_pt
of Marriage with date of collection

indicated in the receipt
Client pays fees at | Cashier collects fees 37.50 2-3 mins Collecting
the Cashier via cash or PayNow**** (depends on Officer

(cashless transaction) queue)

- Issues receipt and

handed back the

collection slip
Client collects Processor issues - 2-3 mins Consular
Report of signed Report of (depends on Assistant
Marriage copy Marriage along with queue)
after four (4) attachments and
working days provides reminders on

how to get a PSA copy

of the Report of

Marriage
Client may Processor transmits To PSA | 6 months PSA
request copy of Report of Marriage to
PSA Report of DFA
Marriage after 6
months

TOTAL Cash Regular: 30 to
37.50 50 minutes
PayNow
** 0.54%-0.56% transaction fee is charged for cashless/ PayNow 37.71
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Output: Report of Marriage

Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: From 30 to 50 minutes

Policy Basis: Family Code of the Philippines (Sec. 664) and relevant regulations of the DFA

and PSA on Civil Registry

System/Tools Needed: Embassy queueing system, Processing Kit (i.e., Dater, Name stamp

and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy
stamp

Reference Code: SG_CON_CR3

Process Name: Solemnization of Marriage at the Embassy

Process Activity: Solemnization of Marriage between two Filipino citizens who are
both eligible for marriage under Philippine law

Office or Division: Civil Registry Division of the Consular Section
Classification: Simple
Type of Transaction: G2C - Government to Citizen or Foreign National
Who may avail: All Filipinos who are eligible for marriage under Philippine law
Checklist of Requirements Where to Secure

« Duly accomplished application for marriage | - Template forms available through the
license and marriage solemnization; Embassy website

« Personal appearance of the applicants;

+ Publication of of the intended marriage for | - Philippine Embassy in Singapore -Civil Registry
ten (10) consecutive days; Office

v Bride and Groom’s PSA issued Certificate | - Philippine Statistics Authority (PSA) &
of Live Birth with DFA Apostille Certificate | Department of Foreign Affairs (DFA)

+ Bride and Groom’s PSA issued CENOMAR
with DFA Apostille Certificate; (Valid within 6
months)

+ Photocopy of bride and groom’s passport; | - Department of Foreign Affairs (DFA)

+ Photocopy of the passports of two (2) - Department of Foreign Affairs (DFA) for Filipino
principal witnesses. witness; or relevant foreign government agency

for foreign national witness
Additional requirements for special cases:

+/ If either groom or bride is a Filipino who had
a previous Philippine marriage annulled,
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original and four (4) photocopies of the PSA-
issued Annotated Marriage Certificate - Philippine Statistics Authority (PSA)

+/ If either groom or bride is a non-Filipino

divorcee, original and four (4) photocopies of | _ pajevant foreign government agency where
Final Decree of Divorce Final Decree of Divorce is issued

+ If either groom or bride is a Filipino divorced
by a former foreign spouse, original and four
(4) photocopies of DFA-apostilled PSA-issued
Marriage Certificate with annotation indicating

that the divorce has been recognized by the - Relevant Foreign Government Agencies
Philippines

- Philippine Statistics Authority (PSA) &
Department of Foreign Affairs (DFA)

« If either groom or bride is widowed, original
and four (4) photocopies of DFA-apostilled
PSA-issued Death Certificate of deceased
spouse and their PSA-issued marriage
certificate

« If either groom or bride is a Filipino who is 18
or below 21 years of age, a notarized Affidavit ]
of Consent executed by parents - Relevant Notary Public

« If either groom or bride is a Filipino who is 21
to 25 years of age, a notarized written - Relevant Notary Public

parental advice executed by parents
- Any accredited organization or agency that
offers marriage counselling

« If either groom or bride is a Filipino who is
between 18 to 25 years of age, a marriage
counselling certificate stating that the parties
have undergone marriage counselling

Client Steps Embassy Action Fees Processing Handled by
(SGD)** Time
1 Client secures an | An e-mail confirmation - 2 mins Client
appointment is sent with schedule
through the and reminders

Embassy website

(www.philippine- -SOM conducts every

embassy.org.sg) | Fridays only
2 To send Send a manual - Within the Civil registry
documents appointment for the day
through email for | submission of
pre-evaluation. documents for the
solemnization of
marriage.

36


http://www.philippine-embassy.org.sg/
http://www.philippine-embassy.org.sg/

On appointment Embassy verifies - 1-2 mins Client
date and time, appointment and
client presents provides client a queue
their appointment | number
confirmation email
and collect queue
number
Once queue Processor accepts and - 10-30 mins Consular
number is called, reviews documents (depends Processor
applicant presents | submitted by client on queue)
the requirements o
for the -couples must sign in
Solemnization of the presencg ‘_)f an
Marriage Embassy official
-issuance of receipts
with date of
solemnization indicated Civil registry
Client pays fees at | Cashier collects fees 202.50 2-3 mins Collecting
the Cashier via cash or PayNow™**** (depends on Officer
(cashless transaction) queue)
- Issues receipt and
handed back the
collection slip
On the day of the | -Provides clients the - 20-30 mins | Civil registry
Solemnization- marriage contract form
clients arrive 30 for review.
minutes before the . 20-30 mins
solemnization rites | - Embassy Officer _
to review the solemnizes the couple; Solemnizing
marriage contract. Officer
Collection of -Issuance of signed - 2-3 mins Civil registry
copies - after marriage contract,
SOM report of marriage and
marriage license
together with the
attachments.
Client may Processor transmits to PSA 6 months PSA

request copy of
PSA Report of
Marriage after 6
months

Report of Marriage to
DFA
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TOTAL Cash Regular: 30 to
202.50 50 minutes

PayNow
** 0.54%-0.56% transaction fee is charged for cashless/ PayNow | 202.700

payment

Output: Solemnization of Marriage at the Embassy

Frequency:Regularly scheduled Thursdays or as needed, service offered daily (Mon-Fri 8:30
AM to 5:00 PM)

Turnaround Time: From 30 to 50 minutes

Policy Basis: Family Code of the Philippines (Sec. 664) and relevant regulations of the DFA
and PSA on Civil Registry

System/Tools Needed: Embassy queueing system, Processing Kit (i.e., Dater, Name stamp
and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy
stamp

Reference Code: SG_CON_CR4

Process Name: No Impediment to Marry Certificate (NIMC)

Process Activity: Filipinos intending to marry in Singapore under the Registry of
Marriages

Office or Division: Civil Registry Division of the Consular Section
Classification: Simple
Type of Transaction: G2C - Government to Citizen or Foreign National
Who may avail: All overseas Filipinos planning to get married in Singapore or for
Filipinos planning to get married to Singaporean and other foreign
nationals in Singapore.

Checklist of Requirements Where to Secure
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« Duly accomplished application form

' Personal appearance of the applicant;

« Original passport of the applicant with
photocopy;

« Applicant’'s PSA birth certificate with
apostille certificate;

v PSA issued CENOMAR with an apostille
certificate.

« Applicant’s Singapore issued IC;

« Photocopy of passport of fiancé / fiancée

Additional requirements for special cases:

« If either groom or bride is a Filipino who had
a previous Philippine marriage annulled,
original and four (4) photocopies of the PSA-
issued Annotated Marriage Certificate

« If either groom or bride is a non-Filipino
divorcee, original and four (4) photocopies of
Final Decree of Divorce

« If either groom or bride is a Filipino divorced
by a former foreign spouse, original and four
(4) photocopies of DFA-apostilled PSA-issued
Marriage Certificate with annotation indicating
that the divorce has been recognized by the
Philippines

+ If either groom or bride is widowed, original
and four (4) photocopies of DFA-apostilled
PSA-issued Death Certificate of deceased
spouse and their PSA-issued marriage
certificate

+ If either groom or bride is a Filipino who is 18
or below 21 years of age, a notarized Affidavit
of Consent executed by parents

- Template forms available through the
Embassy website

- Department of Foreign Affairs (DFA)

- Philippine Statistics Authority (PSA)

- Relevant Government Agencies/ Ministry of
Manpower Singapore

- Relevant foreign government agency where
passport/document is issued

- Philippine Statistics Authority (PSA)

- Relevant foreign government agency where
Final Decree of Divorce is issued

- Philippine Statistics Authority (PSA) &
Department of Foreign Affairs (DFA)

- Relevant Foreign Government Agencies

- Relevant Notary Public

- Relevant Notary Public
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« If either groom or bride is a Filipino who is 21
to 25 years of age, a notarized written
parental advice executed by parents

« If either groom or bride is a Filipino who is
between 18 to 25 years of age, a marriage
counselling certificate stating that the parties
have undergone marriage counselling

- Any accredited organization or agency that
offers marriage counselling
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payment

No Client Steps Embassy Action Fees Processing Handled by
(SGD)** Time
1 Client secures an | An e-mail confirmation - 2 mins Client
appointment is sent with schedule
through the and reminders
Embassy website
(www.philippine-
embassy.org.sg)
2 On appointment Embassy verifies - 1-2 mins Client
date and time, appointment and
client presents provides client a queue
their appointment | number
confirmation email
and collect queue
number
3 Once queue Processor accepts and - 10-30 mins Consular
number is called, reviews documents (depends Processor
applicant presents | submitted by client on queue)
the requirements )
for the NIMC - I_ssuance of recelpt
with date of collection
indicated in the receipt.
Civil registry
4 Client pays fees at | Cashier collects fees 37.50 2-3 mins Collecting
the Cashier via cash or PayNow™**** (depends on Officer
(cashless transaction) queue)
- Issues receipt and
handed back the
collection slip
5 Collection of - Once queue number is - 2-3 mins Consular
documents after 4 | called, proceed to the (depends on | Assistant/Civil
working days. designated window for queue) Registry
collection
TOTAL Cash Regular: 30 to
37.50 50 minutes
PayNow
**0.54%-0.56% transaction fee is charged for cashless/ PayNow 37.71
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Output: No Impediment to Marry Certificate (NIMC)

Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: From 30 to 50 minutes

Policy Basis: Family Code of the Philippines (Sec. 664) and relevant regulations of the DFA

and PSA on Civil Registry

System/Tools Needed: Embassy queueing system, Processing Kit (i.e., Dater, Name stamp

and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy
stamp

Reference Code: SG_CON_CR5

Process Name: Petition for Correction of Clerical Error (PCCE)

Process Activity: Filipinos abroad filing a petition to correct a clerical or typographical
error in an entry in the Civil Register without the need for a judicial order

Office or Division: Civil Registry Division of the Consular Section
Classification: Complex
Type of Transaction: G2C - Government to Citizen or Foreign National
Who may avail: All overseas Filipinos who wanted to correct a clerical error or
typographical error in their Civil Registry documents

Checklist of Requirements Where to Secure
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<

Duly accomplished PCCE form;

PSA issued original birth certificate;

PSA issued original marriage certificate;

At least 2 supporting documents:

Baptismal certificate;

School records or transcript of records of
the applicant;

Diploma;

PSA issued original marriage certificate if
married;

Passport with correct information.

Identification Card with correct information.

Other documents that may seem
necessary or relevant to the petition.

For entries that need a Judicial process
may engage a Lawyer/Legal Counsel.

- Template form downloadable through the
Embassy website

- Philippine Statistics Authority (PSA)

- Relevant Church

- Relevant School in the Philippines

- Philippine Statistics Authority (PSA)

- Department of Foreign Affairs (DFA)

- Relevant Government Agencies

- Integrated Bar of the Philippines (IBP)

- Public Attorney’s Office (PAO)

date and time,
client presents
their appointment
confirmation email
and collect queue
number

number

appointment and
provides client a queue

Client Steps Embassy Action Fees Processing Handled by
(SGD)** Time
Client secures an | An e-mail confirmation - 2 mins Client
appointment is sent with schedule
through the and reminders
Embassy website
(www.philippine-
embassy.org.sq)
2 On appointment Embassy verifies - 1-2 mins Client
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Once queue Processor accepts and - 10-30 mins Consular
number is called, reviews documents (depends Processor
applicant presents | submitted by client on queue)
the requirements ,
for the PCCE - Issuance of receipt as
proof of filing
Civil registry
4 Client pays fees at | Cashier collects fees 37.50 2-3 mins Collecting
the Cashier via cash or PayNow™**** (depends on Officer
(cashless transaction) JURAT queue)
- Issues receipt and 37.50
handed back the slip CERT.
5 Applicant may Publication of notice of - - Civil registry
email the petition and issuance of
Embassy, DFA certificate of posting,
and PSA for
_ -Consul General (CG) DFA-OCA-
follow-up : ~ CRD
decides on the petition.
-Embassy sent the
petition to Manila for PSA
PSA affirmation.
- Annotation of
corrected entries once
affirmed by PSA
TOTAL Cash Regular: 30 to
75.00 50 minutes
PayNow
** 0.54%-0.56% transaction fee is charged for cashless/ PayNow 75.42
payment

Output: Petition for Correction of Clerical Error (PCCE)

Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: From 30 to 50 minutes

Policy Basis: Family Code of the Philippines (Sec. 664) and relevant regulations of the DFA

and PSA on Civil Registry

System/Tools Needed: Embassy queueing system, Processing Kit (i.e., Dater, Name stamp

and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy
stamp
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Reference Code: SG_CON_CR6

Process Name: Annotation of Civil Registry Documents

Process Activity: Pursuant to Section 48, Rule 39 of the Rules of Court and the
Supreme Court ruling in the case of RP vs. Orbecido Ill (G.R. 154380, dated October 5,
2005), judgments/orders rendered by foreign courts must be passed upon judicially by
Philippine court to prove its validity. These are not self-executory in the Philippines,
hence, the following guidelines are hereby adopted in the annotation of civil registry
documents involving foreign judgments/orders.

Office or Division: Civil Registry Division of the Consular Section
Classification: Complex
Type of Transaction: G2C - Government to Citizen or Foreign National
Who may avail: Civil Registry documents registered at Singapore PE
Checklist of Requirements Where to Secure

« Original/Certified copy of foreign
judgment/order duly registered at the City
Civil Registry Office of Manila (where all - Regional Trial Courts in the Philippines
foreign court orders/legal instruments are
to be registered)

« Original/Certified copy of Certificate of
Finality of the decision of RTC-Phil

« Certificate of Registration of the decision of
RTC-Phil at LCRO

« For the process may engage a
Lawyer/Legal Counsel.

Embassy Action Fees Processing Handled by
(SGD)**
1 Client secures an | An e-mail confirmation - 2 mins Client
appointment is sent with schedule
through the and reminders

Embassy website

(www.philippine-
embassy.org.sq)

2 On appointment Embassy verifies - 1-2 mins Client
date and time, appointment and
client presents provides client a queue

their appointment | number
confirmation email
and collect queue
number
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3 Once queue Processor accepts and - 10-30 mins Consular
number is called, reviews documents (depends Processor
applicant presents | submitted by client on queue)
the requirements
for the Annotation Civil registry

4 Client may Processor transmits to PSA 6 months PSA
request copy of Report of Marriage to
PSA Report of DFA
Marriage after 6
months

Output: Annotation of Civil Registry Documents
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: From 30 to 50 minutes

Policy Basis: Family Code of the Philippines (Sec. 664) and relevant regulations of the DFA

and PSA on Civil Registry

System/Tools Needed: Embassy queueing system, Processing Kit (i.e., Dater, Name stamp
and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy

stamp

Reference Code: SG_CON_V1

Process Name: Application for Business Visa (Single-Entry)*
Process Activity: Process of Applying for a Single-Entry Business Visa

Office or Division: Visa Division of the Consular Section
Classification: Complex

Type of Transaction: Government to Foreign National

Who may avail: Visa-required foreign nationals based in Singapore

Checklist of Requirements

Where to Secure

Duly accomplished visa application form
(printed)

Valid passport whose validity must extend at
least six (6) months beyond the length of

www.philippine-embassy.org.sg/wp-
content/uploads/Visa-9A V16-6-20.pdf

Issued by relevant government agency
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proposed stay in the Philippines (original to
be submitted + 1 photocopy)

Passport-size (3.5 x 4.5cm) photo taken
within the last 3 months, with white
background

Singapore-issued Identification Card
(original and 1 photocopy)

Endorsement Letter from Singapore
company stating the employment details
with salary information, date and purpose of
travel, (indicate in the endorsement letter
that - all expenses for this journey will be
entirely borne by the company) and other
pertinent information

Invitation Letter from partner company in the
Philippines stating the date,purpose of
travel, (state in the invitation letter that - the
company ensures the applicant’s
voluntary departure from the Philippines
before expiration of his authorized stay in
the country) and other pertinent information

If there is no Invitation letter from partner
company in the Philippines, applicant will
execute an affidavit stating the purpose of
the travel

If travel is not funded by company: Proof of
income: 3 months consolidated bank
statement, and company ACRA (for
business owner)

Flight and Hotel reservation (entry and exit)
with applicant’s full name
Additional requirements, if applicable:

e Other supporting documents as
requested by the visa officer

Issued by the Singapore Government

Issued by the applicant’'s employer, Singapore
company

Issued by the applicant’s Philippine counterpart
company/employer

Any local notary public or at the Philippine Embassy

Issued by Singapore Bank;
Accounting and Corporate regulatory authority
(ACRA)

Printed draft itinerary, online reservation or from
travel agency

Note: As of 23 June 2025, the Philippine e-Visa system has been implemented in Singapore for the
following categories: a. single-entry 9(a) e-Visas; b. multiple-entry 9(a) e-Visas valid for six (6)
months; or c. multiple-entry 9(a) e-Visas valid for one (1) year.
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N Client Steps

Embassy Action

Fees
(SGD)

Processing

Time

Handled by

Visa applicant accomplishes - - 10-20 mins Client
the visa application form
www.philippine-
embassy.org.sg/wp-
content/uploads/Visa-9A V16-
6-20.pdf and gathers all
requirements
Client request for visa Visa assistant - 1t03 Client and
appointment through the evaluates all working Visa Assistant
Embassy’s visa appointment requirements: days
portal, uploads soft copies of - if complete and
all requirements, and awaits sufficient,
assessment of requirements approves
and approval of appointment appointment
requests request
- if incomplete,
advise
applicant re:
completion of
requirements
Applicant goes to the Queue number is - 1-2 mins Client
Embassy on date of issued
appointment with printed form
and original requirements
Once queue number is called, | The processor - 5 -8 mins Consular
applicant submits application evaluates (depends on | Processor or
forms and other visa requirements and queue) Visa Officer
requirements to Consular interviews
Processor applicants. If all
requirements are in
order, issues Visa
Processing Slip
with release date
Visa applicant pays fees at the | Cashier collects Variable 2-3 mins Collecting
Cashier documents and based on (depends Officer
fees via cash or nationality; | on queue)
PayNow*** See Table
(cashless of Visa Fees
transaction) and below

issues receipt
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7] Client awaits collection Visa is processed, - 4 working Consular
schedule. printed and affixed days Officer
onto the passport.
prepared and
signed by a
consular officer
8| Client returns to claim the Releasing officer - 2-5 mins Releasing
documents during the checks the slip, Officer
scheduled collection date with | retrieves passport
green consular collection slip | with visa affixed
and releases to
client
E-visa system: Visa applicant applies remotely via the official Philippine e-Visa website:
evisa.gov.ph at his/her convenient time (system open 24/7)
1| Visa applicant creates his/her - - 10-45 mins Client
account and provides personal
information and details of
travel; and uploads all
documents (as stated above)*
2| Visa applicant makes payment | Cashier verifies (Visa Fee + | 5-7 min Client and
online through direct bank | payment** Convenience Embassy
transfer. Fee)
Non-Visa
Free
97.50
Visa-Free
Countries
(>30 days)
82.50
Chinese
Nationals:
75.00
3| Client awaits assessment of Visa assistant - 7-12 Client and
requirements and approval of | evaluates all working Visa Assistant;
appointment requests requirements: days Visa Officer

- if complete and
sufficient,
forwards to
visas officer for
further
evaluation
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- if incomplete,
advise
applicant re:
completion of
requirements

Visa Officer

evaluates the

application

-if complete,

issues the visa

*k*k

Notes:

*Submission of original documents and personal appearance/interview is not mandatory for e-Visa
applications. However, the Philippine Embassy reserves the right to require the submission of original
documents or to request the applicant’s personal appearance and/or interview if further scrutiny of the
application is deemed necessary.
** Applications will not be processed by the system unless payment is received. No reimbursements
will be made for unsuccessful applications.

***Once issued by the Embassy, the e-Visa can be accessed remotely using personal computers,
laptops, or mobile devices, and can be presented in either digital or printed form. The e-Visa will no
longer be physically affixed to passports.

Output: Approved visa affixed onto passport of applicant, notarized visa application form
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: 5-11 working days

Policy Basis: DFA Codified Visa Rules and Regulations, relevant foreign service circulars
and department orders

System/Tools Needed: Online Visa Application System (OVAS)/Philippine Visa
Management System (PVMS), visa stickers issued by the DFA, printer, Green consular
processing slip, Embassy queueing system, Processing Kit (i.e., Dater, Name stamp and
Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy
stamp

Reference Code: SG_CON_V2
Process Name: Application for Tourist Visa (Single-Entry)
Process Activity: Process of Applying for a Single-Entry Tourist Visa

Office or Division: Visa Division of the Consular Section
Classification: Complex

Type of Transaction: Government to Foreign National

Who may avail: Visa-required foreign nationals based in Singapore
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Checklist of Requirements

Where to Secure

Duly accomplished visa application form
(printed)

Valid passport whose validity must extend at
least six (6)months beyond the length of
proposed stay in the Philippines (original to
be submitted + 1 photocopy)

Passport-size (3.5 x 4.5cm) photo taken
within the last 3 months, with white
background

Singapore-issued ldentification Card (original
and 1 photocopy)

Employment Certificate with remuneration

For students: A duly signed Certification from
school that the student are currently enrolled

and affidavit of explanation stating the
source of funds from his/her bank account

Proof of financial capacity:3 months
consolidated bank statement - All pages of
each month

Flight and Hotel reservation
(entry and exit) with applicant’s full name

Additional requirements,

e For those whose travel is supported
by immediate family: -Notarized
Affidavit or Letter of Support from
Guarantor with passport copy or
government issued 1D

e For spouse/parent of a Filipino
national: Proof of filiation — PSA
issued marriage or birth certificate

e Other supporting documents as
requested by the visa officer

www.philippine-embassy.org.sg/wp-
content/uploads/Visa-9A V16-6-20.pdf

Issued by relevant government agency

Issued by the Singapore Government

Issued by Singapore company/employer

Singapore school

Local notary public or at the Philippine Embassy

Issued by Singapore Bank

Printed online reservation or from travel agency

Any notary public in the Philippines/Singapore or can
be processed at the Philippine Embassy Singapore

Issued by relevant government agency
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Client Steps

Embassy Action

Fees

Processing

Handled by

Visa applicant - - 10-20 mins Client
accomplishes the
www.philippine-
embassy.org.sg/wp-
content/uploads/Visa-
9A V16-6-20.pdf and
gathers all requirements
Client request for visa Visa assistant - 1t03 Client and Visa
appointment through the | evaluates all working Assistant
Embassy’s visa requirements: days
appointment portal, - if complete and
uploads soft copies of all sufficient,
requirements, and approves
awaits assessment of appointment
requirements and request
approval of appointment - if incomplete,
requests advise applicant
re: completion
of requirements

Applicant goes to the Queue number is - 1-2 mins Client
Embassy on date of issued
appointment with printed
form and requirements
Once queue number is The processor - 5-8 mins Consular
called, applicant submits | evaluates (depends Processor or
application forms and requirements and on queue) Visa Officer
other visa requirements | interviews
to Consular Processor applicants. If all

requirements are in

order, issues Visa

Processing Slip with

release date
Visa applicant pays fees | Cashier collects Variable 2-3 mins Collecting
at the Cashier documents and fees based on (depends Officer

via cash or nationality; on queue)

PayNow™**** See Table of

(cashless Visa Fees

transaction) and below

issues receipt
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7 Client awaits collection Visa is processed, - 4 working Consular
schedule. printed and affixed days Officer
onto the passport.
prepared and
signed by a
consular officer
8 Client returns to claim Releasing officer - 2-5 mins Releasing
the documents during checks the slip, Officer

the scheduled collection
date with green consular
collection slip

retrieves passport

with visa affixed and

releases to client

E-visa system: Visa applicant applies remotely via the official Philippine e-Visa website: evisa.gov.ph
at his/her convenient time (system open 24/7)

1 Visa applicant creates - - 10-45 mins Client
his/her account and
provides personal
information and details
of travel; and uploads all
documents (as stated
above)*

2 Visa applicant makes Cashier verifies (VisaFee + | 5-7 min Client and
payment online through | payment** Convenience Embassy
direct bank transfer. Fee)

Non-Visa Free
97.50
Visa-Free
Countries
(>30 days)
82.50
Chinese
Nationals:
75.00

3 Client awaits Visa assistant - 7-12 Client and Visa
assessment of evaluates all working Assistant; Visa
requirements and requirements: days Officer

approval of appointment
requests

- if complete and
sufficient,
forwards to
visas officer for
further
evaluation
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- if incomplete,
advise applicant
re: completion
of requirements

Visa Officer

evaluates the

application

-if complete,

issues the visa

*k*

Notes:

*Submission of original documents and personal appearance/interview is not mandatory for e-Visa
applications. However, the Philippine Embassy reserves the right to require the submission of original
documents or to request the applicant’s personal appearance and/or interview if further scrutiny of the
application is deemed necessary.
** Applications will not be processed by the system unless payment is received. No reimbursements will
be made for unsuccessful applications.

***Once issued by the Embassy, the e-Visa can be accessed remotely using personal computers,
laptops, or mobile devices, and can be presented in either digital or printed form. The e-Visa will no longer
be physically affixed to passports.

Output: Approved visa affixed onto passport of applicant, notarized visa application form
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: 5-11 working days

Policy Basis: DFA Codified Visa Rules and Regulations, relevant foreign service circulars and
department orders

System/Tools Needed: Online Visa Application System (OVAS)/Philippine Visa Management
System (PVMS), visa stickers issued by the DFA, printer, Green consular processing slip,
Embassy queueing system, Processing Kit (i.e., Dater, Name stamp and Stamp Pad, Pen,
Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy stamp

Reference Code: SG_CON_V3

Process Name: Application for Business Visa (1 Year Multiple Entry)

Process Activity: Process of Applying for a One Year Multiple-Entry Business
Visa

Office or Division: Visa Division of the Consular Section

Classification: Complex

Type of Transaction: | Government to Foreign National

Who may avail: Visa-required foreign nationals based in Singapore

Checklist of Requirements Where to Secure
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Duly accomplished visa application form (printed)

Valid passport whose validity must extend at least
1 year beyond the length of proposed stay in the
Philippines (original to be submitted + 1
photocopy)

Passport-size (3.5 x 4.5cm) photo taken within the
last 3 months, with white background

Singapore-issued Identification Card (original and
1 photocopy)

Letter from Singapore company requesting for 1-
year multiple entry business visa stating date and
purpose of travel, stating the employment details
with salary information, (indicate in the
endorsement letter that - all expenses for this
journey will be entirely borne by the company)
and other pertinent information

Invitation Letter from partner Philippine company
stating date and purpose of travel, request for 1-
year multiple entry, (state in the invitation letter
that - the company ensures the applicant’s
voluntary departure from the Philippines
before expiration of his authorized stay in
the country), and other pertinent information

If travel is not funded by company: Proof of
income: 3 months consolidated bank statement,
and employment certificate with remuneration

Travel itinerary or ticket flight (entry and exit)
Other supporting documents as requested by the
visa officer

Online Visa Application System at
WWw.visa.gov.ph

Issued by relevant government agency

Issued by the Singapore Government

Issued by the applicant’s employer, Singapore
company

Issued by the applicant’s Philippine counterpart
company/employer

Issued by Singapore Bank

Printed online reservation or from travel agency

55


http://www.visa.gov.ph/
http://www.visa.gov.ph/
http://www.visa.gov.ph/

Client Steps

Embassy Action

Processing
Time

Handled by

Visa applicant - 10-20 Client
accomplishes the mins
Online Visa
Application System
www.visa.gov.ph and
gathers all
requirements
Visa applicant will Visa assistant will 2-3 Visa
email evaluate the requirements working Assistant
consular.sgpe@gmail. days
com to submit all the If complete, the visa
requirements for officer will endorse the 1 working | Visa Officer
evaluation application to the day
Department of Foreign
Affairs Manila for approval 6 weeks Department
or more of Foreign
Affairs
Visa applicant will Visa assistant evaluates 1t05 Client and
request for visa all requirements: working Visa
appointment after - if complete and days Assistant
he/she received the sufficient, approves
advice that the appointment request
Embassy received the - if incomplete, advise
approval, through the applicant re:
Embassy’s visa completion of
appointment portal, requirements
uploads soft copies of
all requirements, and
awaits assessment of
requirements and
approval of
appointment requests
Applicant goes to the | Queue number is issued 1-2 mins Client
Embassy on date of
appointment with
printed form and
requirements
Once queue number | The processor evaluates 5-15 mins Consular
is called, applicant requirements and (depends | Processor or
submits application interviews applicants. If all on queue) | Visa Officer

forms and other visa
requirements to
Consular Processor

requirements are in order,
issues Visa Processing
Slip with release date
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6 Visa applicant pays Cashier collects Variable 2-3 mins Collecting
fees at the Cashier documents and fees via based on (depends Officer
cash or PayNow™**** nationality; | on queue)
(cashless transaction) See Table
and issues receipt of Visa
Fees below

7 Client awaits Visa is processed, printed - 4 working Consular

collection schedule. and affixed onto the days Officer
passport. prepared and
signed by a consular
officer

8 Client returns to claim | Releasing officer checks - 2-5 mins Releasing
the documents during | the slip, retrieves Officer
the scheduled passport with visa affixed
collection date with and releases to client
green consular
collection slip

E-visa system: Visa applicant applies remotely via the official Philippine e-Visa website: evisa.gov.ph

at his/her convenient time (system open 24/7)

1 Visa applicant creates - - 10-45 Client
his/her account and mins
provides personal
information and
details of travel; and
uploads all
documents (as stated
above)*

2 Visa applicant makes | Cashier verifies (Visa Fee + | 5-7 min Client and
payment online payment** Convenience Embassy
through direct bank Fee)
transfer. Non-Visa

Free
217.50
Visa-Free
Countries
(>30 days)
172.50
Chinese
Nationals:
217.50
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3 Client awaits Visa assistant evaluates - 15-21 Client and

assessment of all requirements: working Visa
requirements and - if complete and days Assistant;
approval of sufficient, forwards to Visa Officer
appointment requests visas officer for and OCA
further evaluation officer
- if incomplete, advise
applicant re:

completion of
requirements
Visa Officer evaluates
the application
-if complete forwards to
OCA for validation
-OCA may return the
application for revision
or compliance or
approve the same, in
which case visa officer
issues the e-visa ***

Notes:

*Submission of original documents and personal appearance/interview is not mandatory for e-Visa
applications. However, the Philippine Embassy reserves the right to require the submission of original
documents or to request the applicant’s personal appearance and/or interview if further scrutiny of the
application is deemed necessary.
** Applications will not be processed by the system unless payment is received. No reimbursements will
be made for unsuccessful applications.

***Once issued by the Embassy, the e-Visa can be accessed remotely using personal computers,
laptops, or mobile devices, and can be presented in either digital or printed form. The e-Visa will no longer
be physically affixed to passports.

Output: Approved visa affixed onto passport of applicant, notarized visa application form
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: 5-11 working days

Policy Basis: DFA Codified Visa Rules and Regulations, relevant foreign service

circulars and department orders

System/Tools Needed: Online Visa Application System (OVAS)/Philippine Visa Management
System (PVMS), visa stickers issued by the DFA, printer, Green consular processing slip,
Embassy queueing system, Processing Kit (i.e., Dater, Name stamp and Stamp Pad, Pen,
Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy stamp

Reference Code: SG_CON_V4
Process Name: Application for Business Visa (6 Months Multiple Entry)
Process Activity: Process of Applying for a 6 Months Multiple-Entry Business Visa
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Office or Division: Visa Division of the Consular Section
Classification: Complex

Type of Government to Foreign National

Transaction:

Who may avail: Visa-required foreign nationals based in Singapore
Checklist of Requirements Where to Secure

For Indian and Chinese nationals with previously
issued Philippine business visa within the past 2
years in SGPE

Duly accomplished visa application form (printed) Online Visa Application System at
Wwww.visa.gov.ph

Valid passport whose validity must extend at least 1
year beyond the length of proposed stay in the Issued by relevant government agency
Philippines (original to be submitted + 1 photocopy)

Passport-size (3.5 x 4.5cm) photo taken within the
last 3 months, with white background

Singapore-issued Identification Card (original and 1
photocopy) Issued by the Singapore Government

Letter from Singapore company requesting for 6

months multiple entry business visa stating date  Issued by the applicant’s employer, Singapore
and purpose of travel, stating the employment company

details with salary information, (indicate in the

endorsement letter that - all expenses for this

journey will be entirely borne by the company)

and other pertinent information

Invitation Letter from partner Philippine company

stating date and purpose of travel, request for 6 Issued by the applicant’s Philippine counterpart
months multiple entry business visa, (state in company/employer

the invitation letter that - the company ensures the

applicant’s voluntary departure from the

Philippines before expiration of his authorized

stay in the country), and other pertinent

information

Issued by Singapore Bank
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If travel is not funded by company: Proof of income:
3 months consolidated bank statement, and
employment certificate with remuneration
Printed online reservation or from travel agency

Travel itinerary or ticket flight (entry and exit)
Other supporting documents as requested by the
visa officer

Client Steps Embassy Action Processing Handled by
Time
Visa applicant - 10-20 mins Client
accomplishes the Online
Visa Application System
www.visa.gov.ph and
gathers all requirements
Visa applicant will Visa assistant evaluates 1t05 Client and Visa
request for visa all requirements: working Assistant
appointment after - if complete and days
through the Embassy’s sufficient, approves
visa appointment portal, appointment request
uploads soft copies of all - if incomplete, advise
requirements, and applicant re:
awaits assessment of completion of
requirements and requirements
approval of appointment
requests
Applicant goes to the Queue number is issued 1-2 mins Client
Embassy on date of
appointment with printed
form and requirements
Once queue number is The processor evaluates 5-15 mins Consular
called, applicant submits | requirements and (depends Processor or
application forms and interviews applicants. If on queue) Visa Officer
other visa requirements | all requirements are in
to Consular Processor order, issues Visa
Processing Slip with
release date
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6 Visa applicant pays fees | Cashier collects Variable 2-3 mins Collecting
at the Cashier documents and fees via based on (depends Officer
cash or PayNow™**** nationality; on queue)
(cashless transaction) See Table of
and issues receipt Visa Fees
below
7 Client awaits collection Visa is processed, - 4 working Consular
schedule. printed and affixed onto days Officer
the passport. prepared
and signed by a consular
officer
8 Client returns to claim Releasing officer checks - 2-5 mins Releasing
the documents during requirements, retrieves Officer

the scheduled collection
date with green consular
collection slip

passport with visa affixed
and releases to client

E-visa system: Visa applicant applies remotely via the official Philippine e-Visa website:

evisa.gov.ph at

his/her convenient time (system open 24/7)

1 Visa applicant creates - - 10-45 mins Client
his/her account and
provides personal
information and details
of travel; and uploads all
documents (as stated
above)*

2 Visa applicant makes Cashier verifies (Visa Fee + | 5-7 min Client and
payment online through | payment** Convenience Embassy
direct bank transfer. Fee)

Non-Visa Free
157.50
Visa-Free
Countries
(>30 days)
127.50
Chinese
Nationals:
187.50

3 Client awaits Visa assistant evaluates - 15-21 Client and Visa
assessment of all requirements: working Assistant; Visa
requirements and - if complete and days Officer and
approval of appointment sufficient, forwards OCA officer

requests
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to visas officer for
further evaluation
- if incomplete, advise
applicant re:
completion of
requirements
Visa Officer evaluates
the application
-for applications of
Indian and Chinese
nationals, if complete, e-
visa is issued
- for other nationals, if
complete forwards to
OCA for validation
-OCA may return the
application for revision
or compliance or
approve the same, in
which case visa officer
issues the e-visa ***

Notes:

*Submission of original documents and personal appearance/interview is not mandatory for e-Visa
applications. However, the Philippine Embassy reserves the right to require the submission of original
documents or to request the applicant’'s personal appearance and/or interview if further scrutiny of the
application is deemed necessary.
** Applications will not be processed by the system unless payment is received. No reimbursements will be
made for unsuccessful applications.

***Once issued by the Embassy, the e-Visa can be accessed remotely using personal computers, laptops,
or mobile devices, and can be presented in either digital or printed form. The e-Visa will no longer be
physically affixed to passports.

Output: Approved visa affixed onto passport of applicant, notarized visa application form
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: 5-11 working days

Policy Basis: DFA Codified Visa Rules and Regulations, relevant foreign service

circulars and department orders

System/Tools Needed: Online Visa Application System (OVAS)/Philippine Visa Management
System (PVMS), visa stickers issued by the DFA, printer, Green consular processing slip,
Embassy queueing system, Processing Kit (i.e., Dater, Name stamp and Stamp Pad, Pen,
Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy stamp

Reference Code: SG_CON_V5
Process Name: Application for 9(e) Diplomat Visa
Process Activity: Process of Applying 9(e) Diplomat Visa
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Office or Division:

Visa Division of the Consular Section

Classification: Complex

Type of Transaction:

Government to Foreign National

Who may avail:

Visa-required foreign nationals based in Singapore

Checklist of Requirements

Where to Secure

Duly accomplished visa application form
(printed)

Valid passport whose validity must extend at
least 1 year beyond the length of proposed
stay in the Philippines (original to be
submitted + 1 photocopy)

Passport-size (3.5 x 4.5cm) photo taken within
the last 3 months, with white background

MFA Singapore-issued |dentification Card
(original and 1 photocopy)

Note Verbale issued by the
organization/agency based in Singapore or
Singapore government institution indicating
the purpose of travel and length of stay in the
Philippines.

Initially, clients will be requested to submit a
scanned copy of documents and once
complete, the Embassy will forward the same
to the Department of Foreign Affairs in Manila
for approval.

Once approved, the Embassy will inform
clients and will be provided with an
appointment schedule for visa processing.

Online Visa Application System at
www.visa.gov.ph
Issued by relevant government agency

Issued by the Singapore Government

Issued by the applicant’s
organization/agency, Singapore Government

Embassy will request approval

Embassy manual appointment
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Client Steps

Embassy Action

Processin
g Time

Handled by

Visa applicant - 10-20 Client
accomplishes the mins
Online Visa
Application System
www.visa.gov.ph and
gathers all
requirements
Client uploads soft Visa officer evaluates all 6 weeks Client and
copies of all requirements: or more Visa Officer
requirements, and - if complete and
awaits assessment of sufficient, documents
requirements and will be transmitted to
approval from Manila. Manila for approval
- if incomplete, advise

applicant re:

completion of

requirements
Once visa approval is | Queue number is issued 1-2 mins Client

received, applicants
will be informed and
provided with the date
and time of
appointment,
applicant to bring
original and printed
documents and other
requirements.
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Once queue number | The processor evaluates 10-20 Consular
is called, applicant requirements and mins Processor or
submits application interviews applicants, (depends | Visa Officer
forms and other visa attached visa approval on queue)
requirements to from Manila. If all
Consular Processor requirements are in order,

issues Visa Processing

Slip with release date
Visa applicant pays Cashier collects 2-3 mins Collecting
fees at the Cashier documents and fees via (depends Officer
only for expedited cash or PayNow**** on queue)
processing, diplomatic | (cashless transaction)
visa is free of charge | and issues receipt
(gratis)
Client awaits Visa is processed, printed 4 working Consular
collection schedule. and affixed onto the days Officer

passport. prepared and

signed by a consular Expedited

officer diplomatic

visa is 1
working
day

Client returns to claim | Releasing officer checks 2-5 mins Releasing
the documents during | requirements, retrieves Officer
the scheduled passport with visa affixed
collection date with and releases to client
green consular
collection slip

Output: Approved visa affixed onto passport of applicant, notarized visa application form

Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)
Turnaround Time: 3 weeks

Policy Basis: DFA Codified Visa Rules and Regulations, relevant foreign service
circulars and department orders

System/Tools Needed: Online Visa Application System (OVAS)/Philippine Visa Management
System (PVMS), visa stickers issued by the DFA, printer, Green consular processing slip,
Embassy queueing system, Processing Kit (i.e., Dater, Name stamp and Stamp Pad, Pen,

Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy stamp
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Reference Code: SG_CON_V6

Process Name: Application for 9C Visa (Seaman joining the vessel)
Process Activity: Process of Applying for a 9C Visa

Office or Division:

Visa Division of the Consular Section

Classification: Complex

Type of Transaction:

Government to Foreign National

Who may avail:

Visa-required foreign nationals based in Singapore

Checklist of Requirements

Where to Secure

Duly accomplished 9C visa application form
(printed)

Valid passport whose validity must extend at
least 1 year beyond the length of proposed
stay in the Philippines (original to be
submitted + 1 photocopy)

Passport-size (3.5 x 4.5cm) photo taken within
the last 3 months, with white background

Singapore-issued ldentification Card (original
and 1 photocopy)

Letter from Singapore company with Request
for 9C visa stating date and purpose
“applicant will be joining the vessel in the
Philippines up to the next port”, Port and
Date of joining the vessel, the employment
details with salary information, (indicate in the
endorsement letter that - all expenses for
this journey will be entirely borne by the
company) and other pertinent information

Invitation Letter from partner Philippine
company stating Request for 9C visa stating
“applicant will be joining the vessel in the
Philippines up to the next port”, Port and

Online Visa Application System at Online
Visa Application System

Issued by relevant government agency

Issued by the Singapore Government

Issued by the applicant’s employer,
Singapore company

Issued by the applicant’s Philippine
counterpart company/employer
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Date of joining the vessel (state in the
invitation letter that - the company
ensures the applicant’s voluntary
departure from the Philippines before
expiration of his authorized stay in the
country), and other pertinent information

Printed online reservation or travel agency

Ticket flight (entry and exit)
Other supporting documents as requested by
the visa officer

Client Steps Embassy Action Processin  Handled by
g Time
1 Visa applicant - - 10-20 Client
accomplishes the mins
Online Visa

Application System
www.visa.gov.ph and
gathers all
requirements

2 Visa applicant will Visa assistant evaluates - 2-3 Visa
email all requirements: working Assistant
crewlist.sgpe@gmail. - if incomplete, advise days
com to submit all the applicant re:
requirements for completion of
evaluation requirements

- if complete and
sufficient, applicant
will be given an
appointment for
submission of the
required documents

3 Applicant goes to the | Queue number is issued - 1-2 mins Client

Embassy on date of

appointment with

printed form and
requirements
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Once queue number | The processor evaluates - 5-15 mins Consular
is called, applicant requirements and (depends | Processor or
submits application interviews applicants. If all on queue) | Visa Officer
forms and other visa requirements are in order,
requirements to issues Visa Processing
Consular Processor Slip with release date
Visa applicant pays Cashier collects Variable 2-3 mins Collecting
fees at the Cashier documents and fees via based on (depends Officer
cash or PayNow™**** nationality; | on queue)
(cashless transaction) See Table
and issues receipt of Visa
Fees below
Client awaits Visa is processed, printed - 4 working Consular
collection schedule. and affixed onto the days Officer
passport. prepared and
signed by a consular
officer
Client returns to claim | Releasing officer checks - 2-5 mins Releasing
the documents during | the slip, retrieves Officer
the scheduled passport with visa affixed
collection date with and releases to client
green consular
collection slip

Output: Approved visa affixed onto passport of applicant, notarized visa application form
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: 5-11 working days

Policy Basis: DFA Codified Visa Rules and Regulations, relevant foreign service

circulars and department orders

System/Tools Needed: Online Visa Application System (OVAS)/Philippine Visa Management
System (PVMS), visa stickers issued by the DFA, printer, Green consular processing slip,
Embassy queueing system, Processing Kit (i.e., Dater, Name stamp and Stamp Pad, Pen,
Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy stamp
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Reference Code: SG_CON_V7
Process Name: Application for 9C Crewlist Visa
Process Activity: Process of Applying for a 9C Crewlist Visa

Office or Division: Visa Division of the Consular Section

Classification: Complex

Type of Transaction: | Government to Foreign National

Who may avail: Visa-required foreign nationals based in Singapore

Checklist of Requirements Where to Secure

Duly accomplished 9C visa application form Crewlist Visa Applications forms

(printed) ® F.A. Form No. 2 Standard Visa Application
Form

Supplemental Form (Master/Captain)
® F.A Form No. 61 Visa Crewlist Form
FA FORM #61, FA FORM #2, Master and all foreign L
® Crew List Visa Supplemental Form
crews
1.Scanned copies of duly accomplished FA
Form No.2 with recently taken photo with
white background and a closer shot of the
face, signature should be the same as the
passport, to be accomplished per foreign
crew. It should be in order as per FA FORM
61 list of names.

2. Scanned clear colored copy of the
passport data page of the foreign crew; The
passport should have a validity of at least six
(6) months from the date of estimated
departure from the Philippines. It should be
in order as per FA FORM 61 list of names.

Valid passport whose validity must extend at least 1
year beyond the length of proposed stay in the
Philippines (original to be submitted + 1 photocopy),
Master and all foreign crews

Seaman’s Book, Master and all foreign crews

Passport-size (3.5 x 4.5cm) photo taken within the Issued by relevant government agency
last 3 months, with white background
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Signed letter from the vessel owner, naming the
Vessel Master / Captain, identifying the authorized
ship agent, requesting the issuance of a crew list visa
for the vessel's foreign crew members. The letter
must be supported with attachments showing the
relevant information on the vessel’s multiple port
calls.

Copy of the vessel register showing the vessel’s
name, official number (IMO) and specification
particulars

Client Steps Embassy Action

Vessel Owner

The national maritime authority of the vessel’s flag
state

Processing Handled by

Time

1 Visa applicant - - 10-20 mins Client
accomplishes the
https://consular.dfa.gov.
ph/consular-forms and
gathers all requirements
2 Visa applicant will email | Visa assistant evaluates - 2-3 Visa Assistant
crewlist.sgpe@gmail.co | all requirements: working
m to submit all the - if incomplete, advise days
requirements for applicant re:
evaluation completion of

requirements
- if complete and

will be given an
appointment for
submission of the

sufficient, applicant

required documents
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Vessel authorized Queue number is issued - 1-2 mins Client
representative goes to
the Embassy on date of
appointment with printed
forms and requirements
Once queue number is The processor and Visa - 5-15 mins Consular
called, applicant submits | assistant evaluates (depends Processor
application forms and requirements and If all on queue) and Visa
other visa requirements | requirements are in Assistant
to Consular Processor order, issues Visa

Processing Slip with

release date
Vessel authorized Cashier collects Variable 2-3 mins Collecting
representative pays fees | documents and fees via based on (depends Officer
at the Cashier cash or PayNow™**** nationality; on queue)

(cashless transaction) See Table of

and issues receipt Visa Fees

below

Client awaits collection | Visa is processed, - Same day Visa Officer
schedule. printed and affixed onto process

the passport. prepared with a

and signed by a consular expedite

officer fee
Vessel authorized Releasing officer checks - 2-5 mins Releasing
representative claim the | the slip, retrieves Officer
documents during the passport with visa affixed
scheduled collection and releases to client
date with green consular
collection slip

Output: Approved visa affixed onto passport of applicant, notarized visa application form
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: 5-8 working days

Policy Basis: DFA Codified Visa Rules and Regulations, relevant foreign service

circulars and department orders

System/Tools Needed: Online Visa Application System (OVAS)/Philippine Visa Management
System (PVMS), visa stickers issued by the DFA, printer, Green consular processing slip,
Embassy queueing system, Processing Kit (i.e., Dater, Name stamp and Stamp Pad, Pen,
Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy stamp
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Reference Code: SG_CON_V38
Process Name: Application for 13A Visa
Process Activity: Process of Applying for a 13A Visa

Office or Division: Visa Division of the Consular Section

Classification: Complex

Type of Transaction: | Government to Foreign National

Who may avail: Visa-required foreign nationals based in Singapore
Checklist of Requirements Where to Secure
Duly accomplished FA FORM #3 (printed) Two (2) copies of duly accomplished application

form (F.A. Form No. 3) - Embassy website

Issued by relevant government agency
Valid passport whose validity must extend at least
1 year beyond the length of proposed stay in the
Philippines (original to be submitted + 1
photocopy)

Two (2) 2" x 2” size photographs taken within the
last (6) months. The applicant's signature must be
affixed on the front side of the photo.
Issued by the Singapore Government
Singapore-issued ldentification Card (original and
1 photocopy)
Issued by relevant government agency
Philippine Statistics Authority (PSA) - issued
Marriage Certificate or Report of Marriage - original
and (1) photocopy Any Authorized Diagnostic/Laboratory Center in
Singapore
Medical Certificate (F.A. Form No.11)
accomplished by a local physician. All supporting
documents must be submitted original and one (1)
photocopy. A Chest x-ray plate in CD must
accompany the certificate, together with the results
for the following tests: 1) stool (ova/parasite and
occult blood); 2) urinalysis; and 3) complete blood
test (blood serology and chemistry). A Chest x-ray
plate in CD must accompany the certificate

Singapore Police Force
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Apostilled Local State Police clearance obtained Singapore Academy of Law
within the last (6) months. The original and one (1)
photocopy must be submitted.
Singapore Bank
Proofs of financial capacity (e.g. latest print out
showing statement of credit card account(s), bank
account statements within a 3-month period all
pages, Singapore bank), ownership of real estate
properties, and other documents showing the
applicant’s capacity to financially support
himself/herself during his/her stay in the
Philippines; Note: You will need more than one
type of proof of financial capacity)

PSA
Proof of Philippine citizenship of Filipino spouse
(e.g. Philippine passport or Philippine birth
certificate) PSA-issued Marriage Certificate, both
the original and 1 photocopy.
PSA

Original and one (1) photocopy of the applicant’s
Apostilled Birth Certificate
Executed at any local notary public where Filipino
Original and one (1) photocopy of notarized letter spouse is currently residing
from the Filipino spouse requesting or petitioning
the issuance of an immigrant visa to his/her foreign

spouse.
Client Steps Embassy Action Fees Processin Handled by
(SGD) g Time
1 Visa applicant - - 10-20 Client
accomplishes the Two mins

(2) copies of duly
accomplished

application form (F.A.
Form No. 3)

and gathers all
requirements

2 Visa applicant will Visa assistant evaluates - 2-3 Visa
email all requirements: working | Assistant and
consular.sgpe@gmail. - if incomplete, advise days approved by
com to submit all the applicant re: the Visa
requirements for completion of Officer
evaluation requirements

- if complete and
sufficient, applicant
will be given an
appointment for
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submission of the
required documents

Applicant goes to the | Queue number is issued - 1-2 mins Client
Embassy on date of
appointment with
printed form and
requirements
Once queue number | The processor evaluates - 5-15 mins Consular
is called, applicant requirements and (depends Processor
submits application interviews applicants. If all on queue)
forms and other visa requirements are in order,
requirements to issues Visa Processing
Consular Processor Slip with release date
Visa applicant pays Cashier collects Variable 2-3 mins Collecting
fees at the Cashier documents and fees via based on (depends Officer

cash or PayNow**** nationality; | on queue)

(cashless transaction) See Table

and issues receipt of Visa

Fees below

Client awaits Visa is processed, printed - 4 working | Visa Officer
collection schedule. and affixed onto the days

passport. prepared and

signed by a consular

officer
Client returns to claim | Releasing officer checks - 2-5 mins Releasing
the documents during | the slip, retrieves Officer

the scheduled
collection date with
green consular
collection slip

passport with visa affixed
and releases to client
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Output: Approved visa affixed onto passport of applicant, notarized visa application form
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM t05:00 PM)

Turnaround Time: 5-11 working days

Policy Basis: DFA Codified Visa Rules and Regulations, relevant foreign service

circulars and department orders

System/Tools Needed: Online Visa Application System (OVAS)/Philippine Visa Management
System (PVMS), visa stickers issued by the DFA, printer, Green consular processing slip,
Embassy queueing system, Processing Kit (i.e., Dater, Name stamp and Stamp Pad, Pen,
Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy stamp

Reference Code: SG_CON_V9
Process Name: Application for 13G Visa
Process Activity: Process of Applying for a 13G Visa

Office or Division: Visa Division of the Consular Section

Classification: Complex

Type of Transaction: | Government to Foreign National

Who may avail: Visa-required foreign nationals based in Singapore
Checklist of Requirements Where to Secure
Duly accomplished FA FORM #3 (printed) Two (2) copies of duly accomplished application

form (F.A. Form No. 3) - Embassy website

Issued by relevant government agency
Submit Report of Marriage if contracted outside the
Philippines, if not or Report of Marriage was filed
over a year from application, Philippine Statistics
Authority (PSA) issued Marriage Certificate.
Valid passport whose validity must extend at least
1 year beyond the length of proposed stay in the
Philippines (original to be submitted + 1
photocopy)

Valid passport (the original passport and two (2)

photocopies of the passport must be submitted) Issued by the Singapore Government
whose validity must extend at least one (1) year

beyond the length of proposed stay in the

Philippines.
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Four (4) 2" x 2" size photograph taken within the
last six (6) months. The applicant’s signature must
be affixed on the front side of the picture.

Medical Certificate (F.A. Form No.11)

accomplished by a local physician. All supporting Any Authorized Diagnostic/Laboratory Center in
documents must be submitted original and one (1)  Singapore

photocopy. A Chest x-ray plate in CD must

accompany the certificate, together with the results

for the following tests: 1) stool (ova/parasite and

occult blood); 2) urinalysis; and 3) complete blood

test (blood serology and chemistry). A Chest x-ray

plate in CD must accompany the certificate

Apostilled Local State Police clearance obtained Singapore Police Force
within the last (6) months. The original and one (1)  Singapore Academy of Law
photocopy must be submitted.

Proofs of financial capacity (e.g. latest print out Singapore Bank
showing statement of credit card account(s), bank

account statements within a 3-month period, all

pages, Singapore bank), ownership of real estate

properties, and other documents showing the

applicant’s capacity to financially support

himself/herself during his/her stay in the

Philippines; Note: You will need more than one

type of proof of financial capacity)

Proof of former Philippine citizenship such as Issued by relevant government agency
expired Philippine passport, Philippine birth
certificate

Issued by relevant government agency

Naturalization papers

Client Steps Embassy Action Fees Processin Handled by
(SGD) g Time
1 Visa applicant - - 10-20 Client
accomplishes the Two mins

(2) copies of duly
accomplished

application form (F.A.
Form No. 3)

and gathers all
requirements
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https://www.philippine-embassy.org.sg/wp-content/uploads/F.A-Form_No._3-Application-for-Immigrant-Visa-Updated.pdf
https://www.philippine-embassy.org.sg/wp-content/uploads/F.A-Form_No._3-Application-for-Immigrant-Visa-Updated.pdf

Visa applicant will Visa assistant evaluates - 2-3 Visa
email all requirements: working | Assistant and
consular.sgpe@gmail. - if incomplete, advise days approved by
com to submit all the applicant re: the Visa
requirements for completion of Officer
evaluation requirements
- if complete and
sufficient, applicant
will be given an
appointment for
submission of the
required documents
Applicant goes to the | Queue number is issued - 1-2 mins Client
Embassy on date of
appointment with
printed form and
requirements
Once queue number | The processor evaluates - 5-15 mins Consular
is called, applicant requirements and (depends Processor
submits application interviews applicants. If all on queue)
forms and other visa requirements are in order,
requirements to issues Visa Processing
Consular Processor Slip with release date
Visa applicant pays Cashier collects Variable 2-3 mins Collecting
fees at the Cashier documents and fees via based on (depends Officer
cash or PayNow**** nationality; | on queue)
(cashless transaction) See Table
and issues receipt of Visa
Fees below
Client awaits Visa is processed, printed - 4 working | Visa Officer
collection schedule. and affixed onto the days
passport. prepared and
signed by a consular
officer
Client returns to claim | Releasing officer checks - 2-5 mins Releasing
the documents during | the slip, retrieves Officer

the scheduled
collection date with
green consular
collection slip

passport with visa affixed
and releases to client
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Output: Approved visa affixed onto passport of applicant, notarized visa application form
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: 5-11 working days

Policy Basis: DFA Codified Visa Rules and Regulations, relevant foreign service

circulars and department orders

System/Tools Needed: Online Visa Application System (OVAS)/Philippine Visa Management
System (PVMS), visa stickers issued by the DFA, printer, Green consular processing slip,
Embassy queueing system, Processing Kit (i.e., Dater, Name stamp and Stamp Pad, Pen,
Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy stamp

Reference Code: SG_CON_V10
Process Name: Release of Philippine Visa (Sticker Visa)
Process Activity: Process of Releasing Issued Visas

Office or Division: Visa Division of the Consular Section

Classification: Simple

Type of Transaction: | Government to Foreign National

Who may avail: Visa-required foreign nationals based in Singapore
Checklist of Requirements Where to Secure
« Green Visa Collection slip Issued to client after visa application

Additional requirements for collection through a

representative:

e Letter signed by the applicant Provided by visa applicant
authorizing representative

e Representative’s proof of Identification
(passport or Singapore-issued
identification card)

Client Steps Embassy Action Fees Processing Handled by
(SGD) Time
1 On the scheduled Embassy provides client a - 1-3 mins Embassy
collection date and queue number (dependson | Receptionist
time, the applicant or queue)

their representative
presents a green
collection slip at the

reception

2 Once the queue The releasing officer - 2-5 mins Releasing
number is called, the | checks the slip, retrieves officer
client presents the the documents, and
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green collection slip at | hands them over to the
the releasing window | client.

TOTAL - 3-8 mins

Output: Client collects the passport with visa

Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)
Turnaround Time: 4-10 minutes

Policy Basis: DFA Codified Visa Rules and Regulations, relevant foreign service circulars and

department orders

System/Tools Needed: Visa stickers issued by the DFA, printer, Green consular processing
slip, Embassy queueing system, Processing Kit (i.e., Dater, Name stamp and Stamp Pad, Pen,
Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy stamp

Reference Code: SG_CON_C1
Process Name: Application for Retention/Reacquisition of Philippine Citizenship

(R.A. 9225)

Process Activity: Process of Retention/Reacquisition of Philippine Citizenship

(R.A. 9225)
Office or Division:

Notarials Division of the Consular Section

Classification:

Complex

Type of Transaction:

Government to Former Filipinos

Who may avail:

Former Filipinos who are natural born citizens

Checklist of Requirements Where to Secure
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Duly accomplished application form

Birth certificate issued by the Philippine
Statistics Authority (Formerly known as
NSO) duly authenticated by the DFA

Certificate of Naturalization. Since the
Act requires that the “loss of Philippine
citizenship by the applicant must be on
account of naturalization as a citizen of
a foreign country”, the applicant should
submit documents showing the fact of
his/her naturalization as a citizen of a
foreign country.

DFA Authenticated marriage certificate,
if married

DFA Authenticated death certificate, if
widowed

Annulment, if the marriage is annulled.
The court decision to nullify the
marriage must be certified by the
proper court and authenticated by DFA

Divorce decree, if divorcee. It must be
certified by the proper court

Three (3) passport photos of the
applicant (colored taken against a
white background, size 3.5cm x 4.5¢cm)

Payment in CASH or PayNow of the
consular service fee of $75.00 for the
Oath of Allegiance for the re-acquisition
of Philippine Citizenship

Application form https://www.philippine-
embassy.org.sg/wp-
content/uploads/ra9225v3.pdfh

Issued by relevant government agency

Issued by the relevant Foreign Government
agency

Issued by relevant government agency

Issued by Foreign government
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Client Steps

Embassy Action

Processin
g Time

Handled by

Client makes a prior - - 10-20 Client
appointment through mins
email
citizenship.sgpe@g
mail.com
Client submits the Application goes through - 1t05 Client and
requirements via pre-processing before working consular
citizenship.sgpe@gq | confirming with the days Assistant
mail.com applicant the date and

time of appointment
Client goes to the Queue number is issued - 1-2 mins Client
Embassy on date of
appointment with
printed form and
requirements
Once queue number | The processor evaluates - 5-15 mins Consular
is called, applicant requirements and (depends | Processor or
submits application interviews applicants. If all on queue) | Visa Officer
forms and other RA requirements are in order,
9225 requirements to | issues consular
Consular Processor processing slip with the

date of oath-taking , the

release of RA 9225

certificates

Applicant may choose to

have their passport

application processed on

the same date of oath-

taking and collection of

documents.
Client pays fees at the | Cashier collects $75.00 2-3 mins Collecting
Cashier documents and fees via (depends Officer

cash or PayNow**** on queue)

(cashless transaction)
and issues receipt
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7 Client awaits RA 9225 certificates are 2 working Consular
collection and oath- processed, printed and days Officer
taking , or passport signed by a consular
application schedule. | officer

8 Client returns to have | A Foreign Service Officer 30 mins Foreign
their oath taken,claim | presides over the oath- Service
the documents during | taking Officer
the scheduled
collection date with Releasing officer checks
the pink consular requirements, retrieves
collection slip RA 9225 documents and Releasing

releases to client Officer

Output: Approved visa affixed onto passport of applicant, notarized visa application form
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)
Turnaround Time: 5-11 working days

Policy Basis: RA 9225 , RA 9225 IRR, relevant foreign service

circulars and department orders
System/Tools Needed: printer, pink consular processing slip, Embassy queueing system,

Processing Kit (i.e., Dater, Name stamp and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple
Remover, Puncher, Scissors), Embassy stamp

Reference Code: SG_CON_C2

Process Name: Application for Renunciation of Philippine Citizenship
Process Activity: Process of Renunciation of Philippine Citizenship (R.A. 9225)

Office or Division: Notarials Division of the Consular Section

Classification: Complex

Type of Transaction: | Government to citizens

Who may avail: Filipinos who are required by the Singapore Government to renounce

their citizenship in order to be naturalized as Singaporean

Checklist of Requirements Where to Secure

Application form
RENUNCIATION OF PHILIPPINE CITIZENSHIP
Issued by relevant foreign government agency

® Personal appearance of the applicant,
when submitting and collecting
documents

® Duly accomplished application form

Issued by relevant government agency
® Original and one (1) photocopy of the
notice of approval of application for
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Singapore citizenship OR invitation to
undertake the Oath of Renunciation,
Allegiance and Loyalty (ORAL) from the
Singapore Immigration and Checkpoints
Authority (ICA) which states that
Renunciation of Philippine citizenship is
required

Two (2) identical passport size
photographs (4.5 cm x 3.5 cm) in color,
recently taken, showing a clear front view
of the applicant’s face

Applicant’s current Philippine passport with
two (2) photocopies of the identification
page

If the applicant DOES NOT have a
Philippine passport, he/she must submit a
PSA-issued birth certificate

o If the passport had been lost, the
applicant must also submit an
accomplished Affidavit on the loss
of Philippine Passport. An
additional fee of S$37.50 will be
charged for notarization of the
Affidavit.

o If the applicant had not been
issued a Philippine passport since
birth, he/she must execute an
affidavit stating the same. An
additional fee of S$37.50 will be
charged for notarization of the
Affidavit.

Processing Fee of S$75.00, to be paid in
CASH or PayNow

Two (2) Oath of Renunciation forms will be
provided by the Embassy processor upon
application.

Client Steps Embassy Action Fees Processin

(SGD) g Time

Handled by
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renunciation during
the scheduled
collection date with
the pink consular
collection slip

and then retrieves the
oath of renunciation and
releases to client

Client makes a prior - - 10-20 Client
appointment through mins
email
https://www.philippi
ne-
embassy.org.sg/con
sularappointment/
Client goes to the Queue number is issued - 1-2 mins Client
Embassy on date of
appointment with
printed form and
requirements
Once queue number | The processor evaluates - 5-15 mins Consular
is called, applicant requirements and (depends | Processor or
submits application interviews applicants. If all on queue) | Visa Officer
forms and other requirements are in order,
renunciation issues consular
requirements to processing slip with the
Consular Processor date of the release of oath
of renunciation.
Client pays fees at the | Cashier collects $75.00 2-3 mins Collecting
Cashier documents and fees via (depends Officer
cash or PayNow**** on queue)
(cashless transaction)
and issues receipt
Client awaits Oath of renunciation is - 2 working Consular
collection of oath printed and signed by a days Officer
renunciation consular officer
Client returns to Releasing officer checks - 30 mins | Releasing
collect the oath collection slip and receipt Officer
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Output: Approved visa affixed onto passport of applicant, notarized visa application form
Frequency: As needed, service offered daily (Mon-Fri 8:30 AM to 5:00 PM)

Turnaround Time: 5-11 working days

Policy Basis: DFA Codified Visa Rules and Regulations, relevant foreign service

circulars and department orders

System/Tools Needed: Online Visa Application System (OVAS)/Philippine Visa Management
System (PVMS), visa stickers issued by the DFA, printer, Green consular processing slip,
Embassy queueing system, Processing Kit (i.e., Dater, Name stamp and Stamp Pad, Pen,
Paper, Ballpen, Stapler, Staple Remover, Puncher, Scissors), Embassy stamp

Reference Code: SG_CON_C3
Process Name: Release of Citizenship Documents
Process Activity: Process of Applying for Release of Citizenship Documents

Office or Division: Notarials Division of the Consular Section

Classification: Simple

Type of Transaction: | G2C — Government to Citizen

Who may avail: Former Filipinos who were natural born citizens; Filipinos who are
required by the Singapore Government to renounce their citizenship
in order to be naturalized as Singaporean

Checklist of Requirements Where to Secure

« Pink Consular Collection slip Issued to client after application

Additional requirements for collection through a

representative:

e Letter signed by the applicant Provided by applicant
authorizing representative

e Representative’s proof of Identification
(passport or Singapore-issued
identification card)

Client Steps Embassy Action Processing Handled by
Time

1 On the scheduled Embassy provides client a - 1-3 mins Embassy
collection date and queue number (depends | Receptionist
time, the applicant or on queue)

their representative
presents a pink
collection slip at the
reception
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2 Once the queue The releasing officer 2-5 mins Releasing
number is called, the | checks the slip, retrieves (depends officer
client presents the the citizenship on queue)
pink collection slip at | gocuments, and hands
the releasing window | them over to the client.

TOTAL 3-8 mins

Output: Client collects the citizenship documents
Turnaround Time: 4-10 minutes

orders

Puncher, Scissors), Embassy stamp

Frequency: As needed, service offered daily (Mon-Fri 8:30 AM 5:00 PM)

Policy Basis: Commonwealth Act No. 63, relevant foreign service circulars and department

System/Tools Needed: Pink consular processing slip, Embassy queueing system, Processing
Kit (i.e., Dater, Name stamp and Stamp Pad, Pen, Paper, Ballpen, Stapler, Staple Remover,
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