REQUIRED DOCUMENTS:
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2x2 photo size; colored; recent/latest

Certificates of employments (w/ job title and work duration)

Training Certificates

Birth Certificate (PSA)
Marriage Certificate (PSA)

NBI Clearance (latest and valid)

PASSPORT (active and valid; not expiring in less than lyear)

LTO Driver’s license (if available)
International Driver’s Permit/License (if available)

Police Clearance (from ALL countries abroad where you worked except KSA & AFRICAN COUNTRIES)

School Credentials: (All schools you have attended)
Vocational or College (Undergrad / Graduate)

v
v
v

Transcript of Records (TOR)
Diploma
Medium of Instruction Certificate

Other Supporting Documents:
ABROAD EMPLOYMENT:

v
v
v

ASANEN

Certificate of Employment

Employment Offer or Contract

OEC copy; OFW Certificate; POEA/DMW
Information Sheet

PAYSLIPS (at least 5 payslips for every year)
Company ID; Health Card with Company’s name
Passport copy used for your employment abroad
(previous/old IF ANY)

Stamped VISA page on your passport (if any)
Stamped of ENTRY/EXIT from abroad and
ENTRY/EXIT from Philippines

Resident ID abroad (if any)

Remittances or Bank Transactions with your name
as Sender

Character reference/s letter (authorize to issue
are: Supervisor, Manager, Employer/Owner);
Must have your name included, job title, work
duration, job description/ duties and
responsibilities, machines/tools/equipments you
have handled, contact details of your character
reference mobile/office number and direct email
address, and his active job title and work duration
in the company. (please ask SGS staff about this,
they will give you a sample draft/template)
Character reference/s Valid ID with clear photo
(ex. Passport, Driver’s license, or any Valid Gov't
issued ID)

Character reference/s proof that he worked with
you on the same company (Employment contract,
Company ID, Payslip/s, OEC-if fellow OFW);
Affidavit to support OFW Certificate

High School

v
v
v

Diploma
Form 137
Medium of Instruction Certificate

LOCAL EMPLOYMENT:
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Certificate of Employment

Employment Offer or Contract

PAYSLIPS (at least 5 payslip/s for every year)
Company ID; Health Card with Company’s name
SSS, PHILHEALTH, PAG-IBIG contribution
records/summary during your employment period
at respective companies

Character reference/s letter (authorize to issue
are: Supervisor, Manager, Employer/Owner);
Must have your name included, job title, work
duration, job description/ duties and
responsibilities, machines/tools/equipments you
have handled, contact details of your character
reference mobile/office number and direct email
address, and his active job title and work duration
in the company. (please ask SGS staff about this,
they will give you a sample draft/template)
Character reference/s Valid ID with clear photo
(ex. Passport, Driver’s license, or any Valid Gov't
issued ID)

Character reference/s proof that he worked with
you on the same company (Employment contract,
Company ID, Payslip/s,



