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The Citizenôs Charter of the Department of 
Labor and Employment spells out its              
accountability to serve the Filipino workers 
with utmost integrity and efficiency.  It               
provides the transacting public with complete 
information on the requirements including 
schedule of fees, timelines and procedures 
involved in accessing to key frontline services 
with the objective of improving service                
delivery and promoting client satisfaction. 

 

The DOLE Citizenôs Charter is crafted in compliance with           
Republic Act No. 9485, otherwise known as the ñAnti-Red Tape 
Act of 2007ò and its Implementing Rules and Regulations.  The 
Charter elevates the DOLE key frontline services to higher level 
of transparency as it adheres to the elimination of bureaucratic 
red tape.  Feedback system and grievance mechanism are             
established to allow the transacting public to bring up their            
concerns or complaints involving key processes, inquiries, and 
suggestions. 

 

Along with the DOLE Citizenôs Charter comes the greater 
challenge for all the officials and staff of the Department to deliver 
key frontline services in the best interest of the public we serve ï 
the Filipino workers! 

  

Republic of the Philippines 
DEPARTMENT OF LABOR AND EMPLOYMENT 

Intramuros, Manila 

   
                                    

Message 
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The Department of Labor and Employment (DOLE) started as 
a small bureau in 1908 under the Department of Commerce and 
Police. It had, for its principal functions, the registration of           
laborers, the compilation and analysis of statistics pertaining to   
labor market situation, the organization of employment agencies, 
and the settlement of disputes. 
  
On December 8, 1933, the Bureau of Labor was constituted as a 
Department by virtue of Republic Act 4121. Since then, it has   
continuously evolved its thrusts and strategies to respond to 
emerging socio-political and economic challenges while keeping 
as primary concern the protection and promotion of the welfare of 
local and overseas Filipino workers (OFWs). 
  
Today, the DOLE is the national government agency mandated to 
formulate policies, implement programs and serve as the policy-
coordinating arm of the Executive Branch in the field of labor and 
employment. 
  
It serves more than 40 million workers comprising the country's 
labor force, covering those in the formal and informal economies, 
private and public. On top of this, the DOLE clients also include 
workers' organizations, employers and/or employers' groups,          
non-government organizations (NGOs), and other government           
agencies, the academe, other stakeholders, international                    
organizations (e.g., ILO, IOM, UNDP, UNICEF), and the              
international community including the host countries of our OFWs. 
  
To carry out its mandate, the DOLE has 16 regional offices, 83 
Field Offices with four (4) Satellite Offices, 36 overseas posts, 7 
bureaus, 7 staff services and 11 agencies attached to it for policy 
and program supervision and/or coordination.  

 I. Our Organization 
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Professional Regulation Commission (PRC) 
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 Regional Officeôs Organizational Chart 

*(subject to customization of Regional Offices) 
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To realize its vision of full, decent and productive employment 
for every Filipino worker, the Department pursues four strategic 
goals, as follows: (1) a gainfully employed workforce, (2) a 
globally competitive workforce, (3) a secure workforce, and 
(4) a safe and healthy workforce. Attainment of these strategic 
goals would be the Departmentôs contribution to the national 
goal of reducing poverty.  
 
Strategic Goal 1: a gainfully employed workforce means that 
workers enjoy gainful employment either as wage worker 

(locally or overseas), self-employed or entrepreneur. 
 
Strategic Goal 2: a globally competitive workforce means that workers 
possess demand-driven skills, technical education, and productivity                 
improvement technologies. 
 
Strategic Goal 3: a secure workforce means that workers are accorded 
with fair and humane terms and conditions of work and social protection. 
 
Strategic Goal 4: a safe and healthy workforce means that workers              
enjoy a safe and healthy working environment. 

 
 

FILIPINO WORKFORCE  

STRATEGIC GOALS 

A Gainfully          

Employed        

Workforce 

A Secure           

Workforce 

A Safe and 
Healthy 

Workforce 

A Globally  
Competitive  
Workforce 

Workforce with 

gainful               

employment either 

as wage, locally or 

overseas, self -

employed or          

entrepreneur  

Workforce           

possessing skills 

and knowledge 

relevant to the 

needs of todayõs 

employers  

Workforce            

accorded with 

fair and just terms 

and conditions of 

work and social 

protection            

benefits  

Workforce 

with safe 

and healthy 

working        

environment  
 

II. Our Goals and Strategies 

file:///C:/Users/roqueah/Desktop/MISD/2013/CLS%20January%202007/TAB%203%20Labor%20Force.xls
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Program/Project 
Implementing 

Office 

Policy formulation, program planning and development of              
standard for the promotion of employment 

 BLE 

Policy formulation, program planning and development of               
standard for the promotion of industrial peace 

BLR 

Policy formulation, program planning and development of               
standard for the promotion of appropriate working conditions and 
standards 

BWC 

Policy formulation, program planning and development of              
standard for the promotion of workers with special concerns 

BWSC 

Policy formulation, program planning and development of              
standard for the promotion of international labor affairs 

ILAB 

With Filipino workforce at the center of what the DOLE wants to achieve, the          
Department prioritizes the achievement of its major final outputs (MFOs) 
through the implementation of the following programs and projects: 

 

 

MFO 1: LABOR POLICY SERVICES  

III. Our Major Final Outputs, Programs and Projects 

MFO 2: EMPLOYMENT FACILITATION SERVICES  

Program/Project 
Implementing 

Office 

Conduct of training, livelihood and enterprise development and 
other capacity building programs 

DOLE Integrated Livelihood Program 
 a. WYC/KABATAAN ITo/TULAY/SPES/WIN-AP 
 b. SRO/PRESEED 

 
CO, RO 

 

Support services for employment generation 
PESO/EPD 

CO, RO 

MFO 3: LABOR FORCE WELFARE SERVICES 

Program/Project 
Implementing 

Office 

Workerôs Organization and Tripartism Empowerment Programs  BLR 

Rural and Emergency Employment Services  
         Adjustment Measures Program (AMP) 

CO, RO 

Workersô protection and welfare services  
Workersô protection and welfare services to Overseas      
Filipino Workers 
 

 
ILAB 
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MFO 3: LABOR FORCE WELFARE SERVICES  

Program/Project 
Implementing 

Office 

         Reintegration Services to Overseas Filipino Workers NRCO 

 Workers Amelioration and Welfare Services WAWD 

Verification of overseas employment documents ILAB  

PROJECTS 
1. Locally ï Funded Projects 
 

Research and Development 
 
Information and Communication Technology 
a. Skills Registry Program 
b. Computerization Program 
 
Social Security Welfare and Employment 
c. Emergency Repatriation Program 
d. Implementation of various Bottom-Up Budgeting Projects    

Program/Project 
Implementing 

Office 

Enforcement of labor laws, regulations and standards BWC 

Settlement and disposition of labor disputes through collective 
bargaining 

BLR 

Adjudication of appealed cases BLR 

*ACRONYMS USED 

BLE ï Bureau of Local Employment 
BLR ï Bureau of Labor Relations 
BWC ï Bureau of Working Conditions 
BWSC ï Bureau of Workers with Special Concerns 
CO ï Central Office 
EPD ï Employment Promotion Division 
ILAB ï International Labor Affairs Bureau 
KABATAAN ITo ï Kabataan Information Technology Opportunities  
PESO ï Public Employment Service Offices 
PRESEED ï Promotion of Rural Employment and Entrepreneurship Development 
RO ï Regional Office 
SPES ï Special Program for Employment of Students 
SRO ï Self-Reliant Organizations 
TULAY ï Tulong, Alay sa Taong May Kapansanan Program 
WAWD ï Workers Amelioration and Welfare Division 
WIN-AP ï Workers Income Augmentation Program 
WYC ï Working Youth Center Program 

MFO 4: EMPLOYMENT REGULATION SERVICES  
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 IV. Planning Tool 
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D  

L  

E 

O 

We, the Officials and Employees of the Department of Labor 
and Employment  are committed and resolved to perform                 
efficiently and effectively from time to time, with utmost courtesy 
and sincere dedication, in order to fulfill the needs and exceeds 
the expectations of the public.   
 
Through the collaboration of all staff of the department, we will 
continue to cater the best through: 

ELIVERING  quality services to the public, 
in accordance with the procedures and                 
timeframe provided in our service standards, 
from Monday to Friday, 8:00 am to 5:00 pm.  

 
FFERING numbers of venues which include 
service facilities, hotlines and websites in         
addressing the public concerns and for         
clients to access information about our           
services.  

 
LISTENING to and responding immediately 
to the public complaints and/or suggestions 
through the Departmentõs Help Desks  and 
Public Assistance Units  towards customer 
satisfaction and this Departmentõs             
sustainable development.  

 
NSURING  to attend promptly to our              
clientõs needs, without qualification, and 
courteously handle each transaction with  
patience and in accordance with our Code 
of Ethics.  

V. Our Performance Pledge 
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 VI. Our Integrity Pledge 

 
 
We, the Officials and Employees of the Department of 
Labor and Employment  do hereby pledge to: 
 
 

VALUE our being employees of the DOLE as                    

opportunity to be an agent of change; 
 

GUIDE our actions and decisions with the goal of             

serving solely the interest of the public and not my own; 
 

OBSERVE the DOLE Code of Conduct as my standard 

of  ethical and accountable behavior; 
 

ADOPT the practice of continuous process                        

improvement towards efficient and effective delivery of 
services; 
 

ENGAGE our social partners in enhancing                      

transparency and enforcing accountability; 
 

ENSURE that I and my fellow workers will be vigilant in 

the performance of our duties and responsibilities. 
 
So help me God.  
 



 

DOLE Citizenôs Charter Cut the Red Tape. 19  
 

 
 

GENERAL INFORMATION 

 

 

1. All application forms are free of charge which may also be secured 
from our website (www.dole.gov.ph). 

2. If the claimant of the requested service is other than the one who filed 
the application, submit a letter of authorization together with photocopy 
of their IDs (Filer/Applicant and Authorized Representative ï to present 
original for verification purposes). 

3. To serve you better, you are requested to fill up the Citizenôs Feedback 
Form located at the desk of the action officers and  public assistance 
officers and drop it at the designated boxes located near the                    
entrances/exits areas.   

SIMPLE LOCAL TRANSACTIONS 

A. APPLICATION FOR ALIEN EMPLOYMENT PERMIT 

 

ALIEN EMPLOYMENT PERMIT 

 Under Article 40 of the Labor Code of the Philippines, as amended, any 
alien seeking admission to the Philippines for employment purposes 
and any domestic or foreign employer who desires to engage an alien 
for employment in the Philippines shall obtain an employment permit 
from the Department of Labor and Employment.  

 

 The Alien Employment Permit (AEP) is a permit issued to a non-
resident alien or foreign national seeking admission to the Philippines 
for employment purposes  after a determination of the non-availability of 
Filipino citizen who is competent, able and willing at the time of applica-
tion to perform the services for which the alien is desired.  

 

VII. Our Key Frontline Services 

http://www.dole.gov.ph/
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CLIENT/S/APPLICANT/S 
 

 All foreign nationals who intend to engage in gainful employment in the 
Philippines and any domestic or foreign employer who desires to              
engage an alien for employment in the Philippines.  

REQUIREMENTS 
 

A. For Issuance of New AEP 
 

1. Application Form duly accomplished and notarized with 2 x 2               
picture in white background 

2. Notarized Contract  of Employment/Appointment for non-elective 
position or Notarized Board Secretary's Certificate on the Election 
of Foreign National 

3. Certified Photocopy of passport with visa or Certificate of               
Recognition for Refugees 

4. Photocopy of Mayor's Permit or in case of Ecozone locators a                           
Certification from the Ecozone authority that the employer is              
existing and operating in the Ecozone.   

5. If the filer is a representative of the foreign national, authorization 
letter from the company or foreign national   

 Note: Present to the DOLE Action Officer the original passport with 
valid visa and other  original documents for verification purposes. 

 

B. For Renewal of AEP 
 

1. Application Form duly accomplished and notarized with 2 x 2              
picture in white background 

2. Notarized Contract  of Employment/Appointment for non-elective 
position or Notarized Board Secretary's Certificate on the Election 
of Foreign National 

3. Photocopy of passport with visa 
4. Photocopy of Updated Mayor's Permit or in case of Ecozone      

locators a Certification from the Ecozone authority that the                     
employer is existing and operating in the Ecozone. 

5. AEP Card previously issued or photocopy of current AEP 
6. If the filer is a representative of the foreign national, authorization 

letter from the company or foreign national   

Note: Present to the DOLE Action Officer the original passport  with 
valid visa and other original documents for verification purposes 



 

DOLE Citizenôs Charter Cut the Red Tape. 21  
 

FEES VALIDITY PERIOD 

  

Permit Fee P8,000.00 

for one year validity or a fraction thereof plus 
P3,000.00 for every additional year or             
fraction thereof 

Renewal of  
Application 

P3,000.00 

for every year of validity or a fraction thereof 

Card  
Replacement 

P750.00 

  

Penalty P10,000.00 

for every year or a fraction thereof on foreign 
nationals found working without an AEP or 
with an expired AEP 

BASIC STEPS 

 

WHERE TO APPLY 
 Regional Office or Field Office having jurisdiction over the intended place of 

work  
 

TOTAL PROCESS CYCLE TIME 
 If filed at the Regional Office, three (3) working days upon receipt of complete 

documents or within 24 hours after publication and payment of permit fees.  
 
 If filed at the Field Office, Five (5) working days upon receipt of complete  

documents and payment of permit fees.  

(Name/  
Position of 
Action             
Officer and 
alternate) 
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Designated 
Cashier 

(Name/  
Position of 
Action             
Officer and 
alternate) 

(Name/  
Position of 
Action             
Officer and 
alternate) 
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(Name/  
Position of 
Action             
Officer and 
alternate) 

(Name/                
Position of  
Action            
Officer /
Evaluator 
and              
alternate 
and Field 
Office 
Head or           
Designated            
Approving  
Officer) 
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An application for AEP may be denied on the following grounds: 
 
1. Misrepresentation of facts in the application; 
2. Submission of falsified documents; 
3. The foreign national has a derogatory record; or 
4. Availability of a Filipino who is competent, able and willing to 

do the job intended for the foreign national. 
 

Denial of application of AEP shall cause the forfeiture of the fees 
paid by the applicant. 

 
AEP may be suspended, cancelled or revoked based on the 

grounds enumerated in DOLE Department Order No. 97-09 dated Au-
gust 26, 2009. 

 
An AEP may be suspended on the following grounds and after due 

process: 
 

1. The continued stay of the foreign national may result in                  
damage to the interest of the industry or the country; 

2. The employment of the foreign national is suspended by the 
employer or by order of the Court. 

 
Petitions for suspension of AEP issued shall be resolved within 

thirty (30) days from receipt thereof. 
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B. REGISTRATION OF JOB CONTRACTORS AND SUB-

JOB CONTRACTORS AND SUB-CONTRACTORS 
 
The Certificate of Registration of Job Contractors and Sub-contractors is  
issued to persons, entities, companies engaged in legitimate contracting and 
subcontracting arrangements in accordance with Articles 106 to 109 of the 
Labor Code, as amended and its  implementing guidelines under DOLE           
Department Order No. 18-02.  

 

CLIENT/S/APPLICANT/S 

 Any legal and duly registered entity engaged in legitimate job contracting and 
sub-contracting arrangements. 

 

REQUIREMENTS 

1. Duly accomplished and notarized application form with undertaking that 
the applicant shall abide to all applicable labor laws, rules and                    
regulations. 

2. Certified true copy of certificate of registration of firm or business name 
from the Securities and Exchange Commission (SEC), Department of 
Trade and Industry (DTI), Cooperative Development Authority (CDA) or 
from the DOLE if the applicant is a union; 

3. Certified true copy of the license or business permit issued by the local 
government unit or units where the contractor or sub-contractor operates;  

4. Certified true copy of audited financial statements if the applicant is a           
corporation, partnership, cooperative or union, or copy of the latest ITR if 
the applicant is a sole proprietorship.  

FEES VALIDITY PERIOD 

  
 

 
 

Registration Fee 

 
P100.00 

Three (3) years and renewable every 
three (3) years 
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  WHERE TO APPLY 
    Regional/Field Office having jurisdiction of the business operation of the applicant 
 
  TOTAL PROCESS CYCLE TIME 
  One (1) Working Day upon receipt of payment of Registration Fee  
  

  BASIC STEPS 

 

 

 

(Name/  
Position of 
Action             
Officer and 
alternate) 

(Name/  
Position of 
Action             
Officer and 
alternate) 

(Name/  
Position of 
Action             
Officer and 
alternate) 
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(Name/                
Position of  
Action Officer /
Evaluator and              
alternate and 
Field Office 
Head or           
Designated            
Approving  
Officer) 

(Name/  
Position of 
Action             
Officer and 
alternate) 
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C. ISSUANCE OF AUTHORITY TO RECRUIT OUTSIDE REGIS-

TERED BUSINESS ADDRESS 

 

AUTHORITY TO RECRUIT 

 

Under Article 25 of the Labor Code of the Philippines, as amended, the 
Department is mandated to govern and regulate the activities of all             
individuals and entities engaged in the recruitment and placement of 
persons for local employment.    
 
The Authority to Recruit is issued to licensed PRPA representative/s 
authorizing him/her to conduct recruitment activities outside their   
business address as specified in the authority.   

CLIENT/S/APPLICANT/S 
 

A licensed agency or its authorized representative 
 
 

REQUIREMENTS 
 

For Local Chapters 
 

1. Letter request by the agency; 
2. Copy of current Private Recruitment and Placement Agency (PRPA)           

License; 
3. Certification under oath of licensee of the proposed recruitment activities of 

the representative 
4. NBI Clearance and bio-data of the representative with two (2) passport 

size pictures;  
5.   Clearance from previous agency, if applicable; and 
6.   In case of renewal, previous Authority to Recruit 

FEES VALIDITY PERIOD 

  
 

 

Authority Fee P1,500.00 
  

Co-terminus with the PRPA License 
unless sooner revoked/cancelled by the 
issuing Regional Office or terminated by 
the agency. 

  
  

 

WHERE TO APPLY 
 

Regional Office if it covers the entire region or more than one province. 
Field Office if it covers one province only.  
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BASIC STEPS 

 

TOTAL PROCESS CYCLE TIME 

            One (1) Working Day upon receipt of payment of Authority Fee  

(Name/  
Position of 
Action             
Officer and 
alternate) 

(Name/  
Position of 
Action             
Officer and 
alternate) 

(Name/  
Position of 
Action             
Officer and 
alternate) 


