





We suggest that you coordinate first with (Conduit CSC RO/FQ) at telephone
numbers ., and verify if your Eligibility Card is already available before going to said
Office.

Further, we wish to inform you that _ (Conduit CSC RO/FO)  may charge you standard fees to
cover mailing expenses that may be incurred in their sending back to this Office of the receiving
copy and other documents relative to your eligibility card claim.

Should you have further queries, please contact Mr./Ms. __ (name of focal person of the authorized
CSC RO) _ at telephone numbers

Very truly yours,

REGIONAL DIRECTOR (of the authorized CSC RO)

Director IV

ce: Director (of the conduit CSC RO/FO)
CSCRO !/ CSC FO-
Address1
Address?2
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NOTICE TO CLAIM ELIGIBILITY CARD
AT CONDUIT CSC RO/FO Annex F
To be printed on CSC letterhead

Civil Service Commission
Regional Office
(short address)

NOTICE TO CLAIM CSC ELIGIBILITY CARD

Date

Name of Eligible
Address 1
Address 2
Address 3

Dear

This refers to your CSC Eligibility Card for passing the __(date of examination) __ (title_of
examination) (level of examination as applicable) _ through __(mode of examination: PPT /
COMEX) held in __(testing center) , which the __(authorized CSC RO)  has forwarded to us
in (month _and year) . Based on (authorized CSC RO) 's representation, you have

requested for the release of your CoE in where you are currently based. However,
our recent inventory of records shows that your Card has remained unclaimed for months
now.

In this regard, you are advised to claim your Card soonest. Please go to the (office/division)
(CSC CO / conduit CSC RO/FO) , _ (address) , and bring the following items:

1. Any of the following 1.D. cards, which must be valid (not expired on the date of claiming):

Driver's License;
Passport;
PRC License;
555 1.D;
GSIS |.D. (UMID);
Voter's |.D;
BIR I.D. (ATM type/TIN card type with picture);
PhilHealth 1.D. (must, at the least, contain the holder's name, clear picture, signature and
PhilHealth number);
Company/Office |.D.;
School I.D. (validated for the current school year/semester/trimester);
Police Clearance/Police Clearance Certificate,
Postal 1.D.;
. Barangay |.D; or
NBI Clearance.
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Note: All other I.D. cards shall NOT be accepted.

2. This notification/advisory letter;

(.

3. Certification of Eligibility printed on CSC letterhead (if available); and

4. Examination Application Receipt and/or CSC Official Receipt (if available).



NOTICE TO CLAIM ELIGIBILITY CARD
AT CONDUIT CSC RO/FO Annex F
To be printed on CSC letterhead

You have 90 days from receipt of this Notice to claim your Card. Should you be not able to claim
within the given period, we shall return your Card to the _ (authorized CSC RO) , _ (address)
Thereafter, please coordinate directly with the _ (authorized CSC RO)  for the release of your
Card.

Should you have further queries, please contact Mr./Ms. __ (name of focal person of the conduit
CSC RO/FQ) _ at telephone numbers

Very truly yours,

NAME OF DIRECTOR (of the conduit CSC RO/FO)

(Position)

ce: Regional Director (of the authorized CSC RO)
CSC RO
Address1

Address?2
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REQUEST TO CLAIM ELIGIBILITY CARD
AT CONDUIT CSC CO/RO/FO Annex G
To used by requesting eligible

REQUEST TO CLAIM CSC ELIGIBILITY CARD
AT CONDUIT CSC CENTRAL / REGIONAL / FIELD OFFICE

Date

Name of CSC Director
Address 1
Address 2
Address 3

Dear
This refers to my CSC Eligibility Card for passing the _ (date of examination) (title _of

examination) (level of examination as applicable)  through _ (mode of examination: PPT /
COMEX) heldin __ (testing center)

May | request for the release of my eligibility card at _ (CSC CO / conduit CSC RO/FO)
(address) because of the following reason:

00 I am based in far-off location within the region

O | have moved to/am based in another region (Specify: )

O Other reason/s (specify):

You may reach me at contact number/s

Thank you.

Very truly yours,

NAME OF ELIGIBLE
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