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APPLTCAIITS ffi T,te z$lzltATIOrAL AITD LOCAL ELtgrrOrS tIrLEl

1i The Schools Division Office issued Division Memorandum No. 155, s. 2021
"Issuance cf Digital Signatures to Electoral Board {EB} Members in the 2A22
National and Lacal Elections tNLEi" ia cannectian with tJ:e early preparation
and compliance qrith the requirements in the issuance of digital sigaatures to
EB member applicants frum the Department of Educatioa,

2. in iine with this, DepEri trxrsan*ei who are inierested to serve in the
forttrcoming National arrd Lacal Electioas {FILE} are enjoined to accomplish
aad prepare the necessar5r forms and requirements as early as possible.

3. The documents shall be submitted to the Schoal Head of tlre EB member
applicanl The same must be readily available when the City Election Officer
announced ttre date of t}.e submission and the processing of the document.

4. The requirements and step by step procedures in applying for digital certthcate
are hereto attached and labelled as Enclosures No. I and No. 2 respectively
as reference.

5. For information and compliance.
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Enclosure No. 1

REQUIREMENTS IN APPTYING PNPKI DIGITAL CERTIFICATE:

i Unified Multi identification card {UMID} OR 2 valid iD's based on BSP Circular 608 series of 2008
/ PSA/NSO Birth Certificate O& valid Philippine passpart
ts 1 passport size lD picture {taken within the last 6 months}

*For a married female with no valid lDs bearing her husband's last name and intends to use husband's
last name, a Marriage CqEilieate is needed as an additisnal requirement.

*For an individual with errors in hislher NSOIPSA certified Birth Certificate or one pending correction, an
Affidavit of One and the Same Person with undertaking to applv for correction/ statement the same is
pending eorreciion is requireri.

I NSTRUCTIONS FOR PRI NCI PAL'S STAFF:

L. EB-applicant must submit the scanned duly accomplished form and documents to the principal's
office,/staff k-ry fallowing the prescribecl format below:

<LastName FirstName_Document Type> ex. De Mesa Michael_ApplicationForm.pdf; De Mesa
Michael_Birth Certificate.pdf; De Mesa Michael_UMlD.pdf
Acceptable file format is .JPG, .PDF, .DOC, .DOCX

File size must be less than 5MB

Schooi principal's staff shall collate the scanneri application forms and documents, then encodes
the EB-applicants' details in an excel file {provided by COMELEC}, then store the scanned
documents and excel file in USB Flash Drive {or other storage devicei to be submitted to the Office
of the Election Officer.

The Registration Authority {RAi Offieerl shall eheck the eompleteness and elearness of the
scanned application form and documents. lf complete, the RA Officerl shall book an appointment
with the EB-applicant for a video call verification. Otherwise, the RA Officerl will contact the EB-
applicant of the incomplete or missing requirement.

The EB-applicant shall undertake Video call Verification upon scheduling by the RA Officerl.
He/she will receive the schedule through email/sms or both.

EB-applicant must prepare the original lDs and birth certificate or passport for vatidation during
the Video call verification.

EB-applicant shall wait far an email containing the usernames and passwords for him/her to iogin
to the DICT Self Service Portal to request and download the Digital Certificates.
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r <LastName FirstName-Document Typ* ex. De Mesa Michael*Birth Certificate.pdf
r .A,cceptable file format is JPG, .PDF, .DOC, .DOCX
. File size rnust be less than 5MB

?. The EB-applicant shall unde*ake Video call Verification upo* scheduling hy the RA Officerl.
He/she will receive the schedule through emaillsms or both.

3. EB-applicant must prepare the original lDs and birth certificate or passport for validation
during the Video call verification.

4. EB-applicant shali wait for an email containing the usernames and passwords for him/her to
iogin to the DiCT Seif Service Fartai io requesi anci riawirload the Digiiai Certifieaies.

r,:,rl., ''':',': EB-applicant must use the e-mail address he/she puts in the PNPKI application form when
sending an applicatian thru email.

Sample Email:

Subject: PNPK' Application - De Mesa Michael

Hi,

I would like to apply for my PNPKT Digital Certificate. Please see attached application form and
supporting documents.

Regards,

Michael De Mesa

ONLINE REGISTRATION 5YSTEM {ORS}

1. EB-applicant can apply through online by visiting the ORS website {link will be posted soon}.
He/she must ccmpletely fillall details in the website and upload the scan*ed requirements in
the prescribed format:

' <LastName FirstName_Document Type> ex. De Mesa Michael_Birth Certificate.pdf
. Acceptabie file iormat is .JPG, .PDF, .DOC, .DOCX
. File size must be less than 5MB

Z" After applying thru ORS, IB-applicant shall inform the Office of the Election Officer (OEO)

where he/she wants to serve as EB thru email or FB Messenger by following the prescribed
format:

<lnsert OEO EmailAddress here>
<lnsert OEO FB Page/Messenger here>

Subject: PNPKI Application thru ORS


