
REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF JUSTICE

BUREAU OF IMMIGRATION
MAGALLANES DRIVE, INTRAMUROS

1002 MANILA

IMMIGRATION MEMORANDUM CIRCULAR
NO. SBM-2015-007

PRESCRIBING THE COMPREHENSIVE RULES AND GUIDELINES ON
STUDENT VISA UNDER SECTION 9(F) OF COMMONWEALTH ACT NO.
613, AS AMENDED, IN RELATION TO EXECUTIVE ORDER NO. 285,

SERIES OF 2000

WHEREAS, Section 9 of Commonwealth Act No. 613 (Philippine
Immigration Act of 1940), as amended, provides that foreign nationals
departing from any place outside the Philippines who are otherwise
admissible and who qualify as students under Paragraph (f) thereof, may be
admitted as non-immigrants;

WHEREAS, Executive Order No. 285, series of 2000, prescribes the
amended guidelines governing the entry and stay of foreign students in the
Philippines and the establishment of an inter-agency committee on foreign
students for the purpose;

WHEREAS, the same Executive Order restored the authority for
conversion from tourist visa category to that of a Student Visa or issuance of
Special Study Permit (SSP) and authorized the Bureau of Immigration to
process and act on all applications of foreign nationals for conversion from
any valid category admission to Student Visa or for the issuance of SSP,
including applications for extension thereof;

WHEREAS, there is a need to rationalize, harmonize and liberalize all
rules, procedures and guidelines in the entry and stay of foreign students in
support of the government’s policy to attract more foreign students to come
to the country by providing an efficient and effective system in the
processing and approval of Student Visa and SSP but without compromising
national security;

NOW, THEREFORE, pursuant to Book IV, Chapter 6, Sections 29 and
36(2) of Executive Order No. 292, as amended, otherwise known as the
“Administrative Code of 1987”, in relation to Section 3 of Commonwealth Act
No. 613, as amended, otherwise known as the “Philippine Immigration Act of
1940”, and Executive Order No. 285, Series of 2000, the following are
hereby promulgated:

ARTICLE I
STUDENT VISA SECTION

AND ITS DUTIES AND FUNCTIONS

Section 1. Student Visa Section (SVS). – The existing BI Student
Desk is hereby renamed as Student Visa Section (SVS) headed by a Section
Chief and supported by an Assistant Section Chief and other administrative
and technical staff and personnel in such number as may be necessary to
adequately and efficiently perform its duties and functions. They shall be
designated by the Commissioner from existing personnel of the various



Divisions, Sections, Units and Offices of BI through appropriate Personnel
Orders/Letter Directives.

The SVS shall be under the direct operational control and
administrative supervision of the Immigration Regulation Division (IRD) or
any other Division that the Commissioner may hereafter designate.

Section 2. Duties and Functions. – The SVS shall have the following
duties and functions:

1. Handle and screen all applications of foreign nationals for
conversion from Temporary Visitor’s Visa (TVV) to Student Visa or
for the issuance of Special Study Permit (SSP) and recommend
appropriate course of action to the Commissioner or his duly
designated authorized representative;

2. Process and act applications for extension of Student Visa and
SSP, and to approve the same if qualified;

3. Accredit Higher Education Institutions (HEIs) to accept foreign
students in coordination with the Commission on Higher Education
(CHED);

4. Implement approved Student Visa conversions and extensions;
5. Process and approve regular downgrading of Student Visa to TVV;
6. Process and act on applications for issuance, renewal and

cancellation of Alien Certificate of Registration Identity Card (ACR
I-Card) of Student Visa and SSP holders;

7. Update authorized stay as temporary visitor as a result of
Student Visa downgrading or issuance/renewal of SSP;

8. Process Annual Report of Student Visa and SSP holders;
9. Issue Emigration Clearance Certificate (ECC) to Student Visa and

SSP holders;
10. Re-stamp Student Visa imprint to a new passport or other travel

document;
11. Amend the admission of Student Visa holders;
12. Issue BI Clearance Certificate to Student Visa and SSP applicants;
13. Monitor the activities of foreign students;
14. Submit monthly report to the Commissioner, or as often as

required, of its activities; and
15. Process other transactions allied to and related with Student Visa

and SSP and perform such other duties and functions as may be
assigned by the Commissioner.

Section 3. Establishment of SVS in Sub-Port Offices. – Subject to
the standards determined by the Commissioner as to the number of
accredited HEIs authorized to accept foreign students, number of foreign
students studying their respective area of responsibility and such other
relevant parameters, an SVS with authority to perform the duties and
functions in Section 2 hereof may be established in certain BI Sub-Port
Offices.

ARTICLE II
STUDENT VISA

Section 1. Student Visa Conversion; Qualifications. – To qualify
for conversion from Temporary Visitor’s Visa to Student Visa, the foreign
national must establish that:

1. He/She is at least eighteen (18) years of age;



2. He/She has the means sufficient for his/her education and support
in the Philippines;

3. He/She seeks to enter the country temporarily and solely for the
purpose of taking up a course of study higher than high school at a
university, seminary, academy, college or school accredited to
accept foreign students by the BI;

4. He/She does not belong to any class of excludable and deportable
foreign nationals under Sections 29 and 37 of Commonwealth Act
No. 613, as amended; and

5. He/She and the admitting school have submitted and complied with
all the documentary requirements prescribed in the Checklist of
Documentary Requirements for Conversion to Student Visa1.

Section 2. Student Visa Issued by Philippine Foreign Service
Post (PFSP); Registration. –Foreign nationals whose application for
Student Visa was approved and issued at the Philippine Foreign Service Post
of their country of origin or legal residence, shall, within seven (7) days from
date of arrival in the Philippines, report to the BI for registration and
processing of ACR I-Card application upon submission and compliance with
all the documentary requirements prescribed in the Checklist of
Documentary Requirements for Registration of Foreign Students with
Consulate-Issued Student Visa2.

Section 3. Student Visa Extension; Qualifications. – To qualify for
Student Visa extension, the admitting school and foreign student shall
submit and comply with all the applicable documentary requirements
prescribed in the Checklist of Documentary Requirements for Extension of
Student Visa3.

Section 4. Validity of Student Visa. – The foreign student’s
authorized period of stay shall be consistent with the length of the course of
study to which he/she has been admitted by an accredited school. Upon
conversion, the initial validity of the Student Visa is one (1) year from the
date of issuance without change of school, extendible by the SVS every one
(1) year thereafter until such time that the foreign student completes his/her
studies consistent with the length of the course.

Section 5. Pursuit of Another Degree, Shifting of Course and
Change of School. – A foreign student who wishes to pursue another
degree program higher than the original course contemplated shall submit a
Commission on Higher Education (CHED) Clearance/ Indorsement, National
Bureau of Investigation (NBI) Clearance and Notice of Admission from
his/her admitting school to the SVS for approval and subsequent processing
of Student Visa extension.

Shifting of course or change of school shall require prior CHED
Clearance/Indorsement.

Section 6. Downgrading of Student Visa. – Upon
petition/application by the admitting school or the foreign student and
subject to the submission of all supporting documents prescribed in the
Checklist of Documentary Requirements for Downgrading of Student Visa4,
the foreign student’s Student Visa shall be downgraded to TVV upon
confirmation that he/she:

1 Annex 1, BI Form V-NI-005-Rev 0.
2 Annex 2, BI Form V-NI-021-Rev 0.
3 Annex 3, BI Form V-NI-006-Rev 0.
4 Annex 4, BI Form NI-020-Rev 0.



1. Graduated or finished the course of study in the school for which
he/she was admitted;

2. Failed to satisfy the grading/scholastic requirements of the
admitting school;

3. Failed to timely extend his/her Student Visa; or
4. Has an expired Student Visa.

Provided that, the SVS shall only process and approve applications for
downgrading of foreign students who shall not overstay in the country at the
end of the granted period of authorized stay as temporary visitors,
otherwise, such applications shall be endorsed by the SVS to the Legal
Division for appropriate action and recommendation pursuant to existing
policies, rules and regulations.

Section 7. Forfeiture of Student Visa. – A Student Visa not
implemented within a period of two (2) months from receipt by the
admitting school and/or foreign student of the notice of approval shall be
forfeited. No motion for reconsideration shall be allowed.

ARTICLE III
SPECIAL STUDY PERMIT

Section 1. Special Study Permit (SSP); Qualifications. – Upon
submission and compliance with all the documentary requirements
prescribed in the Checklist of Documentary Requirements for Special Study
Permit (SSP)5, the SVS may issue an SSP to a foreign national, in
conjunction with his/her TVV, who is:

1. Below eighteen (18) years of age;
2. Enrolled and admitted in a non-degree course;
3. Enrolled and admitted in a short course of less than one (1) year;
4. A trainee/intern for purposes of completing a degree course6; and
5. Enrolled in aviation or flying schools for the purpose of completing

the required number of flying hours.

An SSP may likewise be issued by the Alien Control Officers (ACOs) for
application filed by accredited admitting schools within their respective area
of responsibility.

Section 2. Validity. – The SSP shall be co-terminus with the length of
the course of study; Provided, that it shall not be more than six (6) months;
Provided further, that for courses exceeding six (6) months, the SSP may be
extended co-terminus with the remaining period of the course.

Foreign students enrolled in secondary and elementary courses or
those below eighteen (18) years of age enrolled in bachelor degree courses
shall be issued SSP on a yearly basis.

Section 3. Effect of Departure from the Philippines. – An SSP
issued shall remain valid for its duration regardless of the number of times
the holder thereof departs from and re-enters the country; Provided, that
the holder maintains an updated TVV and ACR I-Card for the duration of the
course of study; Provided further, that the SSP shall not be valid as an entry
visa for visa-required foreign nationals.

5 Annex 5, BI Form P-001-Rev 0.
6 Foreign students who will be trained in a Philippine school, learning institution or local company without

compensation.



ARTICLE IV
EXEMPTIONS AND RESTRICTIONS

Section 1. Exemptions. – The following foreign nationals shall be
exempt from securing Student Visa or SSP:

1. Tertiary enrolment in Philippine schools of the spouses and
unmarried dependent children below twenty-one (21) years old of:

a. A permanent foreign resident;
b. Foreign nationals with valid working visas under Sections 9(d),

9(g) and 47(a)(2) of Commonwealth Act No. 613, as amended;
c. Personnel of foreign diplomatic and consular missions residing in

the Philippines;
d. Personnel of duly accredited international organizations residing

in the Philippines;
e. Holders of Special Investor’s Resident Visa (SIRV) and Special

Retiree’s Resident Visa (SRRV); and
f. Foreign students coming in the Philippines with 47(a)(2) visas

issued pursuant to existing laws, e.g. Pres. Decree No. 2021.

This privilege is also extended to the principals who may wish to take
advantage of the educational facilities in the country.

2. Children of the above-mentioned admission categories who are
already enrolled before their marriage and/or before reaching twenty-one
(21) years of age shall be allowed to finish their studies and convert their
admission category to that of Student Visa for as long as their principals
remain in the country.

3. Spouses and children of personnel of foreign diplomatic and
consular missions and duly accredited international organizations located in
the Philippine who desire to remain in the Philippines to enrol for the first
time or finish their studies higher than high school and qualify under
prescribed regulations, shall be allowed to convert their admission category
to that of Student Visa in accordance with the applicable procedure, in the
event their principals lose their admission category as Foreign Government
Official. The privilege is also extended to the principals who may wish to take
advantage of the educational facilities of the country.

Section 2. Restrictions. – Only schools with programs accredited by
the Federation of Accrediting Agencies of the Philippines (FAAP) or with the
equivalent accreditation by the CHED and the BI shall be authorized to admit
foreign students.

No school shall accept any foreign national to enrol or allow him/her to
commence to study without a validly issued Student Visa or SSP. No foreign
national shall enrol or commence his/her study unless he/she is validly
issued a Student Visa or SSP.

Any foreign national granted with Student Visa or SSP shall not engage
in any gainful employment or transfer to any school without the express
authority from the Commissioner of Immigration or his/her duly designated
authorized representative.



ARTICLE V
APPLICATION PROCESSING PROCEDURES

AND GUIDELINES

Section 1. Where to File. –

1. Applications for conversion to Student Visa and registration of
foreign students with Student Visa issued by PFSP shall be filed with the SVS
or any BI Sub-Port Office which has jurisdiction of the location of the
admitting school. In case the concerned BI Sub-Port Office has no ACR I-
Card biometrics capturing facility, applications may be filed with the SVS or
the nearest BI Sub-Port Office with such facility.

2. Applications for extension of Student Visa and issuance/extension of
SSP shall be filed with the SVS or any BI Sub-Port Office which has
jurisdiction of the location of the admitting school with or without ACR I-Card
biometrics capturing facility.

3. Applications for downgrading of Student Visa shall be filed only with
the SVS.

Section 2. Period to File Applications. – Qualified foreign students
shall, through the admitting school’s duly authorized representative, file the
appropriate applications within fifteen (15) days from the date of issuance of
the Certificate of Acceptance/Notice of Admission by the admitting school.

Section 3. Processing Procedures. – The SVS and concerned BI
Sub-Port Offices shall strictly observe and comply with the procedures in the
processing of the applications under this Circular as provided in Annex “6”
hereof.

Section 4. Period to Complete Transactions. – All applications for
issuance, extension, registration and downgrading of Student Visa must be
completed by the SVS and Sub-Port Offices within seven (7) and ten (10)
working days, respectively, from receipt thereof, while SSP applications must
be completed within five (5) working days from receipt thereof regardless
where filed.

Any unjustifiable delay in the processing of transactions attributable to
any BI personnel shall be administratively dealt with accordingly.

Section 5. Duties of the School’s Duly Authorized
Representative. – The admitting school’s duly authorized representative,
who must be a regular employee thereof, shall exclusively assist and/or
represent the foreign students in the filing and processing of their
applications with the BI. The foreign students shall directly communicate
with the admitting school and must comply with its institutional
requirements.

The SVS and ACOs shall process only those applications that are filed
by the admitting school, through its duly authorized representative.



ARTICLE VI
FEES

Section 1. Fees. – The fees prescribed in the Schedule of Fees
attached as Annex “7” hereof shall be assessed and paid in full upon the
filing of each application under this Circular.

Section 2. Other Fees. – Other applicable fees not specified in the
preceding Section shall be collected based on existing prescribed rates.

ARTICLE VII
MISCELLANEOUS PROVISIONS

Section 1. Completeness Rule. – No application covered by this
Circular shall be processed by the SVS and ACOs unless all the prescribed
documentary requirements are submitted by the admitting school and the
applicant foreign national.

Section 2. Post-Audit. – Within five (5) days from implementation of
the applicable Order, all applications/petitions under this Circular shall be
transmitted by the SVS to the Verification and Compliance Division (VCD) for
post-audit under existing rules and regulations.

Section 3. Sanctions. – Consistent with Inter-Agency Committee on
Foreign Students (IACFS) Memorandum Order No. 01, Series of 2000, the
authority to accept foreign students of any school found to have violated or
failed to comply with the provision of Executive Order No. 285, Series of
2000, its Implementing Guidelines and this Circular, shall, after due
investigation conducted by BI and/or CHED, be subject to cancellation/
revocation and/or a fine of Fifty Thousand Pesos (Php 50,000.00). Any
foreign student found to have enrolled without appropriate Student Visa or
SSP shall be charged a fine of Twenty Thousand Pesos (Php 20,000.00) and
subsequent deportation.

After due investigation by BI, the foregoing sanctions may likewise be
imposed upon any school or foreign national who violates any provision of
this Circular.

Section 4. Monitoring and Reporting. –

(a) The SVS and ACOs shall submit a monthly comprehensive report to
the Commissioner all applications processed under this Circular.

(b) All schools authorized to accept foreign student shall submit a
detailed enrolment report, through its Foreign Student Unit, to the SVS
within thirty (30) days from the commencement of each and every school
term, i.e., school year, semester, trimester, etc.

(c) In consultation with the CHED, the Department of Education
(DepEd) and the Technical Education and Skills Development Authority
(TESDA), the BI shall prepare an updated list of such schools at regular
intervals. The SVS shall furnish the NBI, Department of Foreign Affairs (DFA)
and the National Intelligence Coordinating Agency (NICA) with copies of said
list which shall likewise be posted in the BI’s Official Website.



Section 5. Suppletory Application of Executive Order No. 285,
Series of 2000, Its Implementing Guidelines and Other Existing
Applicable Rules and Regulations. – Matters not covered by this Circular
shall be governed by the provisions of Executive Order No. 285, Series of
2000, its Implementing Guidelines and other existing applicable rules and
regulations.

Section 6. Repealing Clause. – All circulars, orders, memoranda and
other issuances inconsistent herewith are hereby repealed and/or modified
accordingly.

Section 7. Effectivity and Implementation. – This Order shall take
effect after publication in a newspaper of general circulation and shall be
implemented on all applications covered by this Circular commencing in
School Year 2015-2016.

Let a copy of this Circular be furnished to the Office of the National
Administrative Register (ONAR), U.P. Law Center, University of the
Philippines, Diliman, Quezon City.

City of Manila, Philippines.

19 May 2015

Signed
SIEGFRED B. MISON

Commissioner













ANNEX “6”

APPLICATION PROCESSING
PROCEDURES AND GUIDELINES

1. For Conversion from TVV to Student Visa:

Step Filed at SVS Filed at BI Sub-Port Offices with
ACR I-Card Facility

1 Receiving of applications for Student Visa conversion and issuance
of ACR I-Card by the Receiving Officer.

2

The Receiving Officer shall examine the completeness of the
applications and all the supporting documents submitted based on
the Checklist of Documentary Requirements. If incomplete, the
applications shall be returned to the admitting school’s duly
authorized representative.

3
Issuance of the Order of Payment Slip (OPS) for the visa and ACR
I-Card fees by the Assessor. The admitting school representative
shall be required to validate the accuracy of the entries in the OPS.

4 Payment of the amount stated in the OPS to the duly authorized
Collecting Officer.

5 Personal appearance by the applicant on the scheduled date for
biometrics data capturing.

6 Evaluation and recommendation of action to be taken on the
applications by the Evaluating/ Reviewing Officer.

7

Approval/Disapproval of the visa
and ACR I-Card applications by
the Commissioner or his duly
designated authorized
representative.

If approved:
ACR I-Card processing, blocking
and printing.

Transmittal of the records of visa
and ACR I-Card applications,
together with the
recommendation, to the SVS.

8

Notice to the admitting school of
the action taken on the
applications.

Approval/Disapproval of the visa
and ACR I-Card applications by
the Commissioner or his duly
designated authorized
representative.

If approved:
ACR I-Card processing and
blocking and printing through
the SVS.

9

If approved:
Transmittal of the applicant’s
original passport by the
admitting school’s duly
authorized representative to the
SVS.

If Disapproved:
Notation in the system of the
disapproval. End of transaction.

Transmittal by the SVS to the BI
Sub-Port Office of the action
taken on the applications.

10 Implementation of the approved Notice to the admitting school of



visa in the system and passport
by the Implementation Officer.

the action taken on the
applications.

11

Simultaneous release of
applicant’s passport and ACR I-
Card to the admitting school’s
duly authorized representative.
End of transaction.

If approved:
Transmittal of the applicant’s
original passport by the
admitting school’s duly
authorized representative to the
BI Sub-Port Office.

If Disapproved:
Notation in the system of the
disapproval. End of transaction.

12
Implementation of the approved
visa in the system and passport
by the Implementation Officer.

13

Simultaneous release of
applicant’s passport and ACR I-
Card to the admitting school’s
duly authorized representative.
End of transaction.

2. For Extension of Student Visa:

Step Filed at SVS
Filed at Any BI Sub-Port Office

with or Without ACR I-Card
Facility

1 Receiving of applications for Student Visa extension and renewal of
ACR I-Card by the Receiving Officer.

2

The Receiving Officer shall examine the completeness of the
applications and all the supporting documents submitted based on
the Checklist of Documentary Requirements. If incomplete, the
applications shall be returned to the admitting school’s duly
authorized representative.

3
Issuance of the Order of Payment Slip (OPS) for the visa and ACR
I-Card fees by the Assessor. The admitting school representative
shall be required to validate the accuracy of the entries in the OPS.

4 Payment of the amount stated in the OPS to the duly authorized
Collecting Officer.

5 Evaluation and recommendation of action to be taken on the
applications by the Evaluating/ Reviewing Officer.

6

Approval/Disapproval of the visa
and ACR I-Card applications by
the Commissioner or his duly
designated authorized
representative.

If approved:
ACR I-Card processing, blocking
and printing.

Transmittal of the records of visa
and ACR I-Card applications,
together with the
recommendation, to the SVS.

7

Notice to the admitting school of
the action taken on the
applications.

Approval/Disapproval of the visa
and ACR I-Card applications by
the Commissioner or his duly
designated authorized
representative.

If approved:
ACR I-Card processing and



blocking and printing through
the SVS.

8

If approved:
Transmittal of the applicant’s
original passport by the
admitting school’s duly
authorized representative to the
SVS.

If Disapproved:
Notation in the system of the
disapproval. End of transaction.

Transmittal by the SVS to the BI
Sub-Port Office of the action
taken on the applications.

9

Implementation of the approved
visa in the system and passport
by the Implementation Officer.

Notice to the admitting school of
the action taken on the
applications.

10

Simultaneous release of
applicant’s passport and ACR I-
Card to the admitting school’s
duly authorized representative.
End of transaction.

If approved:
Transmittal of the applicant’s
original passport by the
admitting school’s duly
authorized representative to the
BI Sub-Port Office.

If Disapproved:
Notation in the system of the
disapproval. End of transaction.

11
Implementation of the approved
visa in the system and passport
by the Implementation Officer.

12

Simultaneous release of
applicant’s passport and ACR I-
Card to the admitting school’s
duly authorized representative.
End of transaction.

3. For Registration of Foreign Students with Student Visa Issued by
Philippine Foreign Service Post (PFSP):

Step Filed at SVS Filed at BI Sub-Port Offices with
ACR I-Card Facility

1 Receiving of applications for visa registration and issuance of ACR
I-Card by the Receiving Officer.

2

The Receiving Officer shall examine the completeness of the
applications and all the supporting documents submitted based on
the Checklist of Documentary Requirements. If incomplete, the
applications shall be returned to the admitting school’s duly
authorized representative.

3
Issuance of the Order of Payment Slip (OPS) for the visa and ACR
I-Card fees by the Assessor. The admitting school representative
shall be required to validate the accuracy of the entries in the OPS.

4 Payment of the amount stated in the OPS to the duly authorized
Collecting Officer.

5 Personal appearance by the applicant on the scheduled date for
biometrics data capturing.

6

(a) ACR I-Card processing,
blocking and printing.

(b) Registration and
assignment of Immigration

Transmittal of the records of
applications of registration of
visa and ACR I-Card to the SVS.



Control Number and
implementation of the visa in
the system.

7

Notice to the admitting school
for the submission of applicant’s
original passport.

(a) ACR I-Card processing and
blocking and printing through
SVS.

(b) Registration and
assignment of Immigration
Control Number and
implementation of the visa in
the system by SVS.

8

Transmittal of the applicant’s
original passport by the
admitting school’s duly
authorized representative to the
SVS.

Transmittal by the SVS to the BI
Sub-Port Office of the action
taken on the applications.

9

Simultaneous release of
applicant’s passport and ACR I-
Card to the admitting school’s
duly authorized representative.
End of transaction.

Notice to the admitting school
for the submission of applicant’s
original passport.

10

Transmittal of the applicant’s
original passport by the
admitting school’s duly
authorized representative to the
BI Sub-Port Office.

11

Simultaneous release of
applicant’s passport and ACR I-
Card to the admitting school’s
duly authorized representative.
End of transaction.

4. For Issuance of SSP:

Step Filed at SVS
Filed at Any BI Sub-Port Office

with or Without ACR I-Card
Facility

1 Receiving of applications for issuance of SSP and ACR I-Card by the
Receiving Officer.

2

The Receiving Officer shall examine the completeness of the
applications and all the supporting documents submitted based on
the Checklist of Documentary Requirements. If incomplete, the
applications shall be returned to the admitting school’s duly
authorized representative.

3
Issuance of the Order of Payment Slip (OPS) for the SSP and ACR
I-Card fees by the Assessor. The admitting school representative
shall be required to validate the accuracy of the entries in the OPS.

4 Payment of the amount stated in the OPS to the duly authorized
Collecting Officer.

5 Evaluation and recommendation of action to be taken on the
applications by the Evaluating/ Reviewing Officer.

6
Approval/Disapproval of the application for issuance of SSP by the
SVS Chief or BI Sub-Port Office Alien Control Officer, as the case
may be.

7

Notice to the admitting school of
the action taken on the
application.

Notice to the admitting school of
the action taken on the
application.



If approved:
ACR I-Card processing, blocking
and printing.

If approved:
Notice to the SVS of the SSP
issuance for the purpose of ACR
I-Card issuance.

8

If approved:
Transmittal of the applicant’s
original passport by the
admitting school’s duly
authorized representative to the
SVS.

If Disapproved:
Notation in the system of the
disapproval. End of transaction.

ACR I-Card processing, blocking
and printing through SVS.

9

Implementation of the approved
SSP in the system and passport
by the Implementation Officer.

Transmittal by the SVS to the BI
Sub-Port Office of the applicant’s
ACR I-
Card.

10

Simultaneous release of
applicant’s passport and ACR I-
Card to the admitting school’s
duly authorized representative.
End of transaction.

If approved:
Transmittal of the applicant’s
original passport by the
admitting school’s duly
authorized representative to the
BI Sub-Port Office.
If Disapproved:
Notation in the system of the
disapproval. End of transaction.

11
Implementation of the approved
SSP in the system and passport
by the Implementation Officer.

12

Simultaneous release of
applicant’s passport and ACR I-
Card to the admitting school’s
duly authorized representative.
End of transaction.

5. For Extension of SSP:

Step Filed at SVS or Any BI Sub-Port Office with or without ACR I-Card
Facility

1 Receiving of application for extension of SSP by the Receiving
Officer.

2

The Receiving Officer shall examine the completeness of the
application and all the supporting documents submitted based on
the Checklist of Documentary Requirements. If incomplete, the
application shall be returned to the admitting school’s duly
authorized representative.

3
Issuance of the Order of Payment Slip (OPS) for the SSP fees by
the Assessor. The admitting school representative shall be required
to validate the accuracy of the entries in the OPS.

4 Payment of the amount stated in the OPS to the duly authorized
Collecting Officer.

5 Evaluation and recommendation of action to be taken on the
application by the Evaluating/ Reviewing Officer.

6 Approval/Disapproval of the application for extension of SSP by the



SVS Chief or BI Sub-Port Office Alien Control Officer, as the case
may be.

7 Notice to the admitting school of the action taken on the
application.

8

If approved:
Transmittal of the applicant’s original passport by the admitting
school’s duly authorized representative to the SVS or BI Sub-Port
Office Alien Control Officer, as the case may be.

If Disapproved:
Notation in the system of the disapproval. End of transaction.

9 Implementation of the approved SSP in the system and passport by
the Implementation Officer.

10 Simultaneous release of applicant’s passport to the admitting
school’s duly authorized representative. End of transaction.

6. For Downgrading Student Visa:

Step Filed at SVS Only

1
Receiving of applications for downgrading of Student Visa to TVV,
cancellation of ACR I-Card and Emigration Clearance Certificate
(ECC) by the Receiving Officer.

2

The Receiving Officer shall examine the completeness of the
applications and all the supporting documents submitted based on
the Checklist of Documentary Requirements. If incomplete, the
applications shall be returned to the admitting school’s duly
authorized representative.

3

(a) Issuance of the Order of Payment Slip (OPS) by the Assessor.
The admitting school representative shall be required to validate
the accuracy of the entries in the OPS.

(b) Cancel applicant’s ACR I-Card.

4 Payment of the amount stated in the OPS to the duly authorized
Collecting Officer.

5 Evaluation/review and preparation of the recommended
Downgrading Order by the Evaluating/Reviewing Officer.

6 Approval/Disapproval of the Downgrading Order by the
Commissioner or his duly designated authorized representative.

7 Implementation of the Order in the passport and system.

8 Release of passport, ECC and copy of Downgrading Order to
applicant.

-oOo-

ANNEX “7”



SCHEDULE OF FEES

1. For Conversion to Student Visa:

Assessed Items Amount
(in PH Pesos)

Miscellaneous Fees:
Application Fee 2,000.00
Implementation Fee 1,000.00
Legal Research Fee 70.00
Service Fee 1,000.00
Certificate Fee 500.00
Visa Fee 1,000.00
ICR, CRTV, CRTS, CRTT and CRPE

Fees 1,400.00

ACR (Adult) Fee 1,000.00
Head Tax 250.00

Express Lane Fees:
Application 500.00
Certificate 500.00
ACR I-Card 500.00

Total 9,720.00
+ ACR I-Card Fee U.S.$ 50.00

[convertible to PH Pesos
based on the current

exchange rate

2. For Extension of Student Visa:

Assessed Items Amount
(in PH Pesos)

Miscellaneous Fees:
Extension Fee 4,000.00
Implementation Fee 1,000.00
Legal Research Fee 20.00
Certificate Fee 500.00

Express Lane Fees:
Application 1,000.00
Certificate 500.00
ACR I-Card 1,000.00

Total 8,020.00
+ ACR I-Card Fee U.S.$ 100.00

[convertible to PH Pesos
based on the current

exchange rate
Late Filing of Extension:

Motion for Reconsideration Fee 500.00
Legal Research Fee 10.00
Late Extension Fee 500.00

(per month)

3. For Downgrading of Student Visa:

Assessed Items Amount
(in PH Pesos)



Miscellaneous Fees:
Motion for Reconsideration Fee 500.00
Update Fee 1,000.00
Application Fee 2,000.00
Legal Research Fee 30.00
Certificate Fee 500.00
ECC Fee 710.00

Express Lane Fees:
Application 500.00
Certificate 500.00
ECC 500.00

Total 6,240.00

4. For Issuance and Extension of SSP:

Assessed Items Amount
(in PH Pesos)

Miscellaneous Fees:
Application Fee 2,000.00
Implementation Fee 1,000.00
Legal Research Fee 40.00
Service Fee 200.00
Certificate Fee 500.00

Express Lane Fees:
Application 500.00
Certificate 500.00
ACR I-Card 500.00

Total 5,240.00
+ ACR I-Card Fee U.S.$ 50.00

[convertible to PH Pesos
based on the current

exchange rate
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