iAi - Republic of the Philip%ﬁies
DEPARTMENT of AGRARIAN REFORM

ADMINISTRATIVE ORDER
No.
Series of 2008

SUBJECT: GUIDELINES GOVERNING THE ARB CARDING AND IDENTIFICATION SYSTEM
AND IS MAINSTREAMING IN THE LAND ACQUISITION AND DiSTRIBUTION
PROCESS

. PREFATORY STATEMENT

Pursuant to paragraph 4 of Section 22 of Republic Act No. 6657, the Department
of Agrarian Reform (DAR) is mandated to adopt a system monitoring the record of
performance of each agrarian reform beneficiary (ARB). Concomitantly, the ARB
Carding and Identification (JD) System under Memorandum Circular (M.C.} No. 4,
Series of 2006," was operationalized as a mechanism of the DAR to monitor the
whereabouts and status of ARBs in refation to land ownership, socioeconomic
conditions, and access to support services. This further provides the DAR with
information on the magnitude of the ARBs still owning, cultivating, and making the
lands awarded to them more productive.

To ensure that the goals and objectives of the CARP are achieved, there is a
need to mainstream the ARB Carding and ID System in the land acquisition and
distribution {LAD) process. In view thereof this Administrative Order (A.O.) is
hereby issued to integrate and institutionalize the ARB Carding and ID System in
the DAR’s LAD procedures as 3 means to document the status of the ARBs, aid
in policy and program development, research and advocacy, resource allocation,
and in monitoring and evaluation of program interventions to ARBs.

H. COVERAGE

The ARB Carding and ID System shali cover all ARBs who have been issued,
individually or coliectively, and duly registered Emancipation Patents (EPs),
Certificates of Land Ownership Award (CLOAs), titles to agricultural landed
estates, and Homestead Patents (HPs) on settiement areas. It shall also cover
ARBs under leasehold confracts.

lil. Poucy STATEMENT

A. The mainstreaming of the ARB Carding and ID System process shall be done
in the following areas: a) documentation/profiling of ARBs; b) integration in the
computation of the cost parameter for LAD and leasehold documentation; and
¢) performance of roles and functions of the concernad units of DAR.

B. The integration of the ARB Carding and ID System in the LAD process shall
follow the existing procedures in the issuance of EP/CLOA but shall use two
distinct approaches. The first approach is the mainstreaming of the carding
system for new agrarian reform beneficiaries (ARBs) in the LAD process and
the second approach would be the profiling or back tracking of ARBs already
covered by the agrarian reform program. ey

! Memorandum Circular No. 4, Series of 2006: Guidelines Implemnenting the ARB Carding and identification System for ARBs
covered under LAD Targets in CY 2006
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C. The targets set under M.C. No. 4, Series of 2006 shall be completed by end
of CY 2008. Starting CY 2009, the ARB Carding target shall include ARBs
covered prior to CY 2000 the ARBs to be covered within the current year.
The targets for this activity shall be inciuded in the annual work and financial
plan for LAD and non LAD.

D. The ARB Carding targets shall be included in the Performance Contracts of
the Director of the Management Information Service (MIS), Regional
Directors (RDs), and Provincial Agrarian Reform Officers (PAROs). It shall
also be included in the System Performance Evaluation and Employee
Development (SPEED) of DAR Regional Office (DARRO) and DAR
Provinciat Office (DARPQ) staff handling the ARB Carding System, as well
as those of Municipal Agrarian Reform Officers (MAROS).

E. For a more systematized procedure to operationalize the ARB Carding and
ID System, the ARB ID shall be generated, composed of eleven (11) digits,
comprising of a six-digit Rurban Code and a five-digit sequence number.
This shall serve as the ARB’s unique identification number.

F. The ARB ID card issued to ARBs who are under leasehold contracts shall
remain valid even if actual land transfer is carried out by the Department
provided that it is still within the validity date and no cancellation order has
been issued.

G. Bensficiaries whose qualification is subject of exclusion proceedings shall
still be issued ARB ID cards. However, in case they are found disqualified
and their titles cancelied, the ARB ID Cards shall correspondingly be
invalidated.

Where a new ARB is identified and issued with EP/CLOA replacing the
original delisted ARB, a new ARB ID shall be issued.

H. Pursuant to A O. No. 2, Series of 1994’ and M.C. No. 19, Series of 1996
ARBs who are found to have violated the provisions of R.A. No. 6657 and
other existing agrarian laws and issuances shall be delisted from the DAR
updated masterlist of ARBs. Likewise, ARBs whose status were eventually
declared invalid by the DAR Adjudication Board (DARAB) due to exclusion,
erroneous coverage, approval of applications for exemption/exclusion, shall
also be delisted. Moreover, the ARB ID issued shall be recalled and
invalidated. The PAROQ is authorized to recall and cancel the ARB ID.

I. The ARB ID shall expire three (3) years after the date of issue and shall
regularly be renewed as a means of controlling and updating of information.
in case of loss of ID, an affidavit of loss shall be required prior to issuance of
a replacement ID.

J. The masterlist of ARBs shall be periodically updated to ensure accuracy and
consistency of information use for program implementation.

K. All DAR units concerned shall be involved in the ARB Carding and 1D system
to maximize its utilization.

N

2 administrative Order No. 2, Series of 1994: Rules Governing the Correction and Cancellation of Registered/Unregistered
EFs/CLOAS due to Unlawful Acts and Omissions or Breach of Obligations of ARBs and for Other Causes
Memorandum Circular No. 13, Series of 1996: Monitoring of Violations or Circummventions Conwnitted by ARBs, Providing
Sanctions Therefore and Filing of Appropriate Administrative, Quasi-ludicial and/or Criminal Action
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IV. OPERATING PROCEDURES
A. Issuance of ARB ID

To operationalize the ARB Carding and ID System, the following approaches
shall be followed:

1. For new ARBs

The initial profiling shall be accomplished by the MARO with the filling-up
of the data gathering form (LAD-ARB Carding Form No. 1-A) of farmers
in duplicate copies. The original copy will be submitted fo the Operations
Division of DARPO which shall endorse it to the Planning, Monitoring
and Evaluation Unit (PMEU) for encoding, while another copy shall be
attached to the Land Distribution Folder {(L.LDF). A photocopy of the said
form shall be attached to the claimfolder if required. The same form shall
be used in the profiling of potential ARBs under A.O. No. 7, Series of
2003° thus replacing CARP Form No. 3.

da.

The MARO and the Barangay Agrarian Reform Committee (BARC)
Chairman, or in his/her absence, the Barangay Chairman, with the
assistance of an active people’s organization (PO) in the area, shall
generate through direct interview the ARB profile which shall include
information on the ARB'’s personal circumstances, his signature and
thumbmark.

Upon the accomplishing the Application to Purchase and Farmer's
Undertaking (APFU), the MARO shall complete the LAD-ARB Carding
Form No. 1-A to include the picture of the ARB for proper
identification.

The DARPO-designated photographer shall take the picture of the
ARBs for proper identification. However, this does not preciude the
ARB from submitting his/her available recent 1D picture.

The MARO shall maintain the individual profiles of each potential ARB
at the DAR Municipal Office (DARMO) by transferring the validated
data from LAD-ARB Carding Form No. 1-A to ARB index card (LAD-
ARB Carding Form No. 1).

The MARO shall then submit the accomplished ARB Carding Form 1-
A to the Operations Division-DARPO which shall review and complete
the information on land tenure improvement (LT and validate the
information with the Beneficiaries Development Coordination Division
(BDCD) pertaining to access to support services. Where there is a
discrepancy in the data contained in the forms, the Operations
Division shall coordinate with the MARO concermned and thereafter
indicate the correction.

After the generation of the CLOA, whether individual or collective, the
PMEU through the Provincial Data Processing Center (PDPC) shall
encode the data in the ARB Carding Form No. 1-A and generate the
ARB {D number based on the Rurban Code.

Thereafter, it shall provide printed copies of the ARB data to the
DARMOs concerned. It shall also forward to the Regional Planning

) * Administrative Order No. 7, Series of 2003: CY 2003 Guidelines on the dentification, Screening and Selection of, and
Distribution to ARBs of Private Agricuftural Lands Under R.A. No. 6657
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Division (RPD) through the Regional Data Processing Center
(RDPC) the ARB database containing the ARB profiles with scanned
D pictures, signature and thumbmark. The RDPC, in turn shall
forward the same to the MIS and prepare monitoring report using
LAD-ARB Carding Form No. 5.

The MIS shall review the data entry and correctness of information
captured in the database and shall process and print the ID cards of
all ARBs within 30 days upon receipt of the database.

The MIS shall forward the ARB ID cards to the DARROQO. The DARRO
shall then immediately transmit the same to DARPO for data
crosschecking. If the DARPO finds the information correct, it shall
immediately transmit the same to the DARMO for issuance.
Otherwise, the DARPO shall prepare a report with regard to the
incorrect information on the 1D cards and return the same to the MIS
thru the DARRQ. The MIS shall thereafter issue corrected 1D cards
and transmit the same to the DARPOQ thru the DARRO.

The DARMO shal! distribute the ARB 1D Cards with the assistance of
the BARCs or farmers’ organizations in the area within 15 days upon
receipt from the DARPO. The DARMO shall have the 1D cards duly
received by the ARBs concerned. If possible, the DARMO shall
distribute the ARB ID cards simuitaneously with the EPs/CLOAs.

In cases of collective CLOAS, individual ARB IDs shall be issued to
the ARBs. Once subdivided, they will be assigned with a new
landholding number.

A detailed procedure for mainstreaming the ARB Carding and 1D System
in LAD Process for New ARBs is presented in LAD-ARB Carding Annex

A

. For ARBs already issued with titles

The issuance of ARB ID cards shall be based on the updated masterlist
of ARBs who have received duly registered EPs, CLOAs, titles to
agricultural landed estates, and HPs on settlement. Annex B presents
the Process Flow for ARBs already issued with titles.

a. The PDPC shall generate the updated mastertist of ARBs (LAD-ARB

Carding Form No. 2) and filf up the ARB Validation Form (LAD-ARB
Carding Form No. 3) otherwise known as the EP/CLOA Information
System (EP/CLOA-IS Form No. 1). The ARB updated masteriist and
the filled up ARB Validation Form, shalil then be transmitted fo the
MAROQ concerned.

The MARO shall convene the ARB validation team created by the
PARO, which is composed of the MARO, Development Facilitator
(DF), BARC Chairman, or in his/her absence, the Barangay
Chairman, to be assisted by PO representatives. The team shall be
responsible in the conduct of information campaign and validation per
barangay. The team shall use the prescribed ARB Validation Form.

The ARB Validation Team shall validate with the ARB the following
information contained in the ARB Validation Form:
Y2
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b.1 personal information of the ARB such as the name, address,
bith date, age, civil status, sex, highest educational
attainment, number and name of dependents;

b.2 details of land tenure (EP/CLOA/LH Contracts) such as land
titte number, type of Alternative Venture Agreement (AVA), if
collective or co-ownership CLOA, number of ARBs,
registration date, and area per ftitle, in actual physical
possession and current crops planted shall be used; and

b.3 status of landhoiding whether ARB cultivates, supervises/
manages the awarded land or has been mortgaged.

The validation form (LAD-ARB Carding Form No. 3) shall be
applicable for individual, co-ownership or collective land distribution
schemes.

. Based on the validation, the MAROQO shalt then accomplish the LAD-
ARB Carding Form No. 1-A of ARBs who still own and in possession
of the awarded lands, and ARBs whose lands are under alternative
venture arrangement (AVA) pursuant to A.Q. No. 9, Series of 2006.

The MARQO shall have their respective 1D pictures taken by the
DARPO-designated official photographer. However, this does not
preclude the ARB from submitting his/her available recent ID picture.

. The MARO shall maintain the individual profiles of each potential ARB
at the DAR Municipal Office (DARMO) by transferring the cleanse
data from LAD-ARB Carding Form No. 1-A to ARB index card (LAD-
ARB Carding Form No. 1).

. The MARO shall forward the LAD-ARB Carding Form No. 1-A to the
Operations Division together with LAD-ARB Carding Form No. 2 for
review. Validation results shall likewise be forwarded to PDPC for
database updating. Where ARBs are no longer in possession of the
lands awarded {o them, the MARQ shall prepare a report and submit
it to the PARO for appropriate action.

The PDPC, upon receipt of the ARB ID documents from the
Operations Division, shall encode/update the ARB database using
LAD-ARB Carding Form No. 1-A, including the scanned ID pictures,
signatures and thumbmarks in the ARB database. The individual ARB
1D number shall be generated using the prescribed 11-digit ARB D
number. Thereafter, it shall provide printed copies of the ARB data to
the DARMOs concerned.

. The PDPC shall forward to the RDPC the LAD-ARB Carding Form
No. 1-A, complete with ARB ID number, scanned ID pictures,
signatures and thumbmarks and shall prepare periodic report (LAD-
ARB Carding Form No. 5). The RDPC in tum shall countercheck the
same with the list of ARBs with CLOA and prepare periodic report
(LAD-ARB Carding Form No. 5). It shall transmit the electronic copy
of the same to the MIS for the processing and printing of the IDs.

. The MIS shall review the data entry and correctness of inforrmation
captured in the database. If the data is in order, it shall process and
print the 1D cards of ali ARBs within 30 days upon receipt of the
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database. Otherwise, inform the PDPC-PARO through the RDPC-
DARRO regarding the invalid entry.

i. The MIS shall forward the ARB ID cards to the DARRO. The DARRO
shall then immediately transmit the same to DARPQ for data
crosschecking. if the DARPO finds the information correct, it shall
immediately transmit the same to the DARMO for issuance.
Otherwise, the DARPQO shall prepare a report with regard to the
incorrect information on the 1D cards and return the same to the MIS
thru the DARRO. The MIS shall thereafter issue corrected ID cards
that it shall transmit to the DARPO thru the DARRO.

The DARMO shall issue the ARB ID Cards with the assistance of the
BARCs or farmers’ organizations in the area within 15 days upon
receipt from the DARPO. The DARMO shall have the ID cards duly
received by the ARBs concerned.

k. In cases of collective CLOAs, individual ARB IDs shall be issued to
the ARBs. Once subdivided, they will be assigned with a new
landholding number. After the generation of the CLOA, the PMEU
shall update the data in the LAD-ARB Carding Form No. 1-A
Thereafter, it shall provide printed copies of the ARB data to the
DARMOs concerned. it shall also forward to the Regional Data
Processing Center (RDPC) the updated ARB profiles.

A detailed procedure for mainstreaming the ARB Carding and ID System
in LAD Process for ARBs already issued with land titles is presented in
LAD-ARB Carding Annex B.

. For Leasehold

a. The profiling of ARBs under leasehold shall be synchronized with the
Landholding Profiling during the Jandholding identification or
mediation conference. The same LAD-ARB Carding Form No. 1-A
shall be used which shall be attached to the leasehold documentation
folder to be submitted to the PARO, together with the Leasehold
Contract or Provisional Lease Rental.

b. The MARO and the BARC Chairman, or in hisfher absence, the
Barangay Chairman, with the assistance of an active people’s
organization in the area, shall generate through direct interview the
ARB profile which shall inciude information on the ARB’s personal
circumstances, his signature and thumbmark.

c. The MARO shall maintain the individual profiles of each potential
ARB at the DAR Municipal Office (DARMO) by transferring the
validated data from LAD-ARB Carding Form No. 1-A to ARB index
card (LAD-ARB Carding Form No. 1).

The DARPO-designated photographer shall take the picture of the
ARBs for their proper identification. However, this does not preclude
the ARB from submitting histher available recent ID picture.

d. The MARO shall then submit the accomplished LAD-ARB Carding
Form 1-A to the Operations Division-DARPQ which shall review and
complete the information on land tenure improvement (LTI) and
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validate the information with the Beneficiaries Development
Coordination Division (BDCD) pertaining to access to support
services. Where there is a discrepancy in the data contained in the
forms, the Operations Division shall coordinate with the MARO
concerned and thereafter indicate the correction.

e. The PDPC, upon receipt of the ARB ID documents from the
Operations Division, shall encodefupdate the ARB database using
LAD-ARB Carding Form No. 1-A, inciuding the scanned D pictures,
signatures and thumbmarks in the ARB database. The individual
ARB ID number shall be generated using the prescribed 11-digit ARB
ID number. Thereafter, it shalt provide printed copies of the ARB data
to the DARMOs concerned.

f. The PDPC shall forward to the RDPC the LAD-ARB Carding Form
No. 1-A, complete with ARB ID number, scanned ID pictures,
signatures and thumbmarks and shall prepare periodic report (LAD-
ARB Carding Form No. 5). The RDPC in turn shall countercheck the
same with the list of ARBs with CLOA and prepare periodic report
(LAD-ARB Carding Form No. 5). 1t shall transmit the electronic copy
of the same to the MIS for the processing and printing of the IDs.

g. The procedures stated in Section IV-A.2, items h to j, shall apply.

B. ARB ID Recall and Validation

1.

Upon receipt of a copy of the Final Order or Entry of Judgment declaring
invalid the CLOA issued to ARBs, the PARO shall delist said ARBs from
the wupdated masterlist and inform the MARO concerned.
Correspondingly, the ARB ID cards issued shall be recalled and
invalidated.

The list of invalidated ARB ID Cards shall be posted on a quarterly basis
at the DARMO and other conspicuous places in the barangay or
municipality where the landholding is located.

The PDPC and RDPC shall maintain a list of delisted ARBs with their
corresponding ARB 1D numbers,

All surrendered and invalidated ARB ID cards shall be submitted to M!S
for proper inventory and discarding.

C. ARB ID Renewal
1. ARBs whose 1D cards have expired shall apply for renewal at the MARO

by filling up the LAD-ARB Carding Form No. 1-A (ARB Index Card) to
include updates on personal information and LAD-ARB Carding Form
No. 04 (ARB ID Renewal Form).

The procedure for generating the new ARB ID cards shall foliow the
procedure for generation and distribution of 1D cards for existing ARBs.

pop—
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V. ROLES AND ACCOUNTABILITIES OF DAR UNITS AND STAFF

VL.

A. The MARO shall be responsible for data gathering and the maintenance of

ARB information using the LAD-ARB Carding Form No. 1-A (ARB Index
Card). The MARQ shall also be responsible for distributing the ARB 1D
Cards.

. The Operations Division at the DARPQ shall be responsible for ensuring the

accuracy and completeness of information in the ARB profile before
forwarding it to the PMEU for encoding, data processing, and generation of
reports. It shall act as the overall coordinator of the Project at the provincial
level.

. The PMEU shall be in charge of the administration and technical

requirements of the ARB Carding and 1D System at the DARPO. It shall be
responsible in generating the individual ARB number following the
prescribed 11-digit ARB number.

. The Operations Division shall be responsibie in integrating the ARB Carding

and ID System in the LAD process. It shall work hand in hand with the
Planning Division in ensuring that all ARBs are issued with ID cards either
for new or renewal.

. The RDPC under the RPD shail review the quality and consistency of data

that it will be sent to MIS. It shall also be responsible in reviewing the
information printed on the ARB 1D Cards prior to transmittal to DARPO.

. The MIS shall be in charge of systems administration and technical

requirements of the ARB carding and ID system. Such requirements inciude
system management, printing of 1D cards based on the data submitted by
the regions, and maintenance of the database of ARBs both on LTI and
PBD concerns indicated in the ARB profiles. The MIS will also be
responsible for generating reports as required by other DAR units.

. The Field Operations Office (FOO) at the DAR Central Office (CO), in

coordination with other concerned offices both at the CO and field offices,
shall be responsible for overseeing the project implementation and
mainstreaming process at all fevels. Other DAR units shall be the users of
the datafinformation generated by the system.

. The Finance, Management and Administration Office (FMAO) shall ensure

that the resource requirements for profiling and 1D generation are provided.

IMPLEMENTING MECHANISMS

Since various DAR units shall be accountable and shall benefit in the process,
the project management committee created at all levels for the ARB Carding
and ID System implementation shall be maintained to ensure that ail
requirements for the Project shall be followed at all levels. It shall hold periodic
meetings to review and assess the extent of accomplishment of the Project.

A. Project Steering Committee {(PSC)

1. Composition
Chair: Undersecretary, FOO
Co-Chair: Undersecretary, FMAQ
~ Undersecretary, Support Services Office (SSO)
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Members: Assistant Secretary, FOO

Director 1V, Bureau of Agrarian Reform Beneficiaries
Development (BARBD)

Director Iit, MIS

Director IV, Bureau of Land Acquisition and
Distribution (BLAD)

Director Hll, Planning Service (PS)
2. Functions

a. Provide over-all direction in the implementation of the Project based
on its intent and design;

o

. Review and approve the project’s implementation and financial plan;

9]

. Address and act on issues, concerns and matters affecting project
implementation requiring policy issuance and directives;

d. Review the over-all project performance periodically; and
. Report the status of the Project to the DAR Executive Committee.

@

B. Project Technical Working Group (PTWG)
1. Composition
Chair; Assistant Secretary, FOO
Vice-Chair: Assistant Director, BARBD

Members: Representatives from FOO, SSO, BARBD, PS, MIS and
BLAD

2. Functions

a. Implement the policies approved by the Project Steering Committee
{PSC);

b. Ensure the conduct of project tasks and activities which inciude the
following:

b.1 conduct project orientations;
b.2 develop andillary systems for the ARB Carding and ID;

b.3 firm up design of the required forms for ARB Carding and
template for the ARB ID;

b.4 generate, produce and distribute ARB 1D cards;
b.5 develop and maintain project database and registry of ARB ID;

b.6 training of staff in charge of the regional and provincial database
processing centers,

b.7 review and prepare annual work plan of the field offices detailing
project deliverables and activities;

b.8 Conduct field monitoring

rp-



c. Provide technical guidance and support in the implementation of

activities;

d. Prepare and submit project accomplishment and status report, issues

and concerns, as well as proposed solutions or recommendations to
the PSC; and

e. Act as the Technical and Administrative Secretariat of the PSC.

C. Regional Project Management Committee

1. Composition
Chairman: Regional Director (RD)
Members: Assistant Regional Director for Operations

Assistant Regional Director for Administration

CARPOs for Operations, Support Services Division
{SSD) and Pianning Division (PD)

The RD shall create its own TWG to be headed by the CARPO for
Operations.

2. Functions

a.

b.

implement the project at the regional level to be headed by the
Operations Division;

Review and approve the implementation and financiai plan of the
regional and provincial projects;

Address issues, concerns, and matters affecting project
implementation at the regional level;

. Ensure the conduct of the following project tasks and activities:

d.1 Orient DARPOs on the project;
d.2 Train staff in charge of the RDPC and PDPC;

d.3 Review the ARB masterlist and accomplished ARB iD Carding
forms forwarded by the DARPOs;

d.4 Forwardftransmit to MIS the validated and processed data for
ARB ID card generation, printing and production;

d.5 Review entry on the ARB ID cards prior to distribution to the
DARPOs;

d.6 Prepare annual work plan of the field offices, detailing project
deliverables and activities.

Provide technical guidance and support in the instaliation of the ARB
Carding system at the regional level;

Maintain project database and registry of the ARB Carding and D
system at the RDPC;

Communicate and coordinate with the PSC the issues and concerns
on project implementation which require action from DAR

management;

10
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h. Conduct periodic meetings, field level monitoring, review and

assessment of project implementation;

Report the status of the project to the DAR Executive Committee and
PSC through the PTWG; and

Submit periodic report to MIS-DARCO, a copy of which shall be
furnished to the FOO and SSO.

D. Provincial Project Management Committee

1. Composition
Chairman: PARO I}
Members: PARO |

CARPOs for Operations and BDCD, and Head of PMEU

The PARO shall create its own TWG to be headed by the CARPO for
Operations.

2. Functions

a.

Implement the project at the provincial level headed by its Operations
Division;

Review and approve the implementation and financial plan of the
provincial project;

Address issues, concerns, and matters affecting project
implementation at the provincial level;

Ensure the conduct of the following project tasks and activities:

d.1 Orient the MARQs, DFs, BARC Chairperson or in his/her
absence, the Barangay Chairman, and PO representatives on the
project;

d.2 Form ARB Validation Teams composed of MARO, DF, BARC
and PO representative who will be involved in validating and
profiling ARBs;

d.3 Print, reproduce and distribute to the DARMOs the LAD-ARB
Carding and ID Forms;

d.4 Train staff in charge of the PDPC;

d.5 Review the ARB masterlist and accomplished ARB ID forms
forwarded by the DARMOs;

d.6 Forward/transmit to MIS through the RDPC the validated and
processed data for [D generation, printing and production;

d.7 Review entry on the ARB ID cards prior to distribution to the
DARMOs; and

d.8 Prepare annual work plan of the field offices, detailing project
deliverables and activities.

Provide technical guidance and support in the installation of the ARB
Carding system at the provincial levet;
PP gy
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Maintain project database and registry of ARB D at the PDPC;

g. Communicate and coordinate with the PSC the issues and concerns
on project implementation which require action from DAR
management;

h. Conduct periodic meetings, field level monitoring, review and
assessment of project implementation;

i. Report the status of the project to the DAR Executive Committee and
PSC through the PTWG; and

i Submit periodic report to RDPC-DARRO, copies of which shall be
furnished to the Operations Division and RSSD.

VII. REPORTING AND MONITORING

A The PDPC, RDPC and MIS shaill maintain an ARB database at their
respective levels. The PARO through the DARRQ shall submit a regular
status report using LAD-ARB Carding Form No. 5 on a quarterly basis to the
Office of the Undersecretary for Field Operations, copy furnished MIS.

B. Spot monitoring on the status of implementation of this Guideline shall be
likewise undertaken by FOG in coordination with MIS and PTWG. This shall
be done at the ARB level in selected provinces on a quarterly basis.

C. The DARMO, together with the BARC, shall conduct semestral
inspection/checking of the landholdings of ARBs under their jurisdiction and
determine whether the original ARBs or their direct compulsory heirs still
own and in possession of the land awarded to them. They shall also
determine if the ARBs have not committed any of the violations and offenses
stipulated under M.C. No. 19, Series of 1996.

D. If an ARB is found to have committed any of the violations stipulated under
M.C. No. 18, Series of 1996, the DARMO shall prepare a report and
concomitant recommendations and transmit the same, together with the
supporting documents, to the DARPO for disposition.

E. The monitoring and evaluation shali likewise be integrated in the existing
monitoring system of operation division/office, SO and MIS at all levels.

VIIl. OFfFFiciaL DEsIGN OF THE ARB ID CARD

The ARB ID Card shall be made of poly-vinyl-chloride (PVC) plastic material
durable enough to withstand years of wear and tear. The |D card shall contain
the following vital information:

1. Front
a. ARB ID number
b. Name of the ARB: Given Name/s, Middle Name and Surname

c. Address where the ARB currently resides. (The ARB address shal
include the housellot number, name of street, barangay, municipality
and province)

d. Signature of the Signing Authority which shali be the Secretary of the

Department
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2. Back

a. Date ID was issued
Validity Date
Blood Type
TIN issued, if available
Date of Birth
Signature of the ARB
Thumbmark

Notation which contains important information or reminders on when
to use it and where to retumn it, in case of loss

T@ 0o a0 o

IX. REPEALING CLAUSE
All orders, circulars, memoranda and rules and regulations inconsistent
herewith are hereby revoked, cancelled or modified accordingly.

X. EFFECTMVITY

This Administrative Order shall take effect ten (10) days after publication in two
(2) newspapers of general circulation.

June b , 2008, Diliman; Quezon City
NASSER C. PANGANDAMAN
Secretary

Depariment of Agrarian Reform
Office of the Secrelary

DGR

OTH - 08- 00728 "y
Publighed in two {2) Hational Newspapers
of general Ciroculationss

1e ¥anila Bulletin
2. Business M¥irror

Date of Publication - June 19, 2008
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Republic of the Philippines

DEPARTMENT of AGRARIAN REFORM

CERTIFICATION

This is to certify that Administrative Order No. 03, Series of 2008 entitled
“GUIDELINES GOVERNING THE ARB CARDING AND IDENTIFICATION
SYSTEM AND ITS MAINSTREAMING IN THE LAND ACQUISITION AND
DISTRIBUTION PROCESS” is published today, Thursday, 19 June 2008 at Manila
Bulletin and Business Mirror newspapers.

Issued this 19" day of June 2008 for whatever purpose it may serve.

Dipéctor, Public Affairs Staff

T _ 1t 1D And Millvnanm Chinram (30 6 Tol (G20 O9RQ.7N21 +~ 2Q



N LAD-ARB Carding Annex A

LAD-%I/?B Carding Process Fiow for NekaﬁBs

PARQ issuss Notice of PARO instructs MARO to MARQ screens, identifies MARQ verifiestvalidate

m—b Coverage > proceed with LAD o and seiects potential » qualified ARBs based on
Pracess (CARP-LA Form ARBs (Step 6 of LAD farmers' undenaking to the final

o No.8) Process) qualified ARBS or coop

MARO, BARC Chairman or Barangay
Chairman, and PO in generate ARBE profile
through direct interview the.

MARQ facilitates the accemplishing by

the ARBs of the application to purchase  [————1_____3] reqnﬁﬁgge?z{;glgfﬁljd-aﬁﬁ
the farmers undertaking Form (APFU) Carding Form 1 {Index Gard)

LAD-ARB Carding
Form No. 1-A

LAD-ARE Carding
Farm Ne, 1-A

—

Claimfolder

CARP-LA Form No. 18 LAD- ARB Carding

Form no. 1
LAD-ARS Carding I {index Card
Form No. 1-A LAD-ARB Carding
{if needed by LBP) Form No. 1-A

%

MARO maintains index

\_/{,/'

Forwards fo the card at the DARMO
PARQ for sub-
mission to LBP {Step PARQ to Proceed
12 of LAD Process) with Land Y
f’ . i Drs::nthoult;on Prepare summary/
- (cLe . update Profiled ARBs
Certificate of Deposit I g_energtson, using LAD-ARB
{COD issued by LBP registration and Carding Form N, 2
distribution) and (Masterist of ARBS)
ARB Carding
process
Operations Division- J

F

DARPO reviews LAD-ARB ' -
D Carding Form 1-A and “ DARMO stores database
coordinates with BDCD for for future updating

data on support services

Generates
nlS the Qata YES PARQ encodes! . ARB database
Complete and r—*’ individual ARB
ato? updates AR D) numoer (DARPOY
acuurales DATABASE
» Prepares periodic
A report
Provides printed ' A
copies of the Forwards ARB R
ARB database database to RDPG
to DARMO LAD-ARE Carding Fosm
' No. & (Monitoring Form)
DARMO stores
database for
future updating
B

LADA RB Garding Progess for New ARBS - Page 1.



Counter-chacks

with the list of
ARBs with CLOA
A 4
ROPC prepares and LAD-ARE Carding

ARB database submits periodic report f————p{ Form No. 5 (Monitoring

DARRO to DARCO For) /J

L ————
Y
ROPC transmits
electronic copy
to MIS
MIS reviews
data enfry
Inform PARC ¢n
TES Is tre invaiid entry
dumped data
correct?
MIS transmits ARB
ARE database ARB 1D Cards D cards lo CARRO
{MIS)

DARRO forwards . § DARPQ cross-checks

to DARPO data of the 1D J

YES
Is the cala DARPO transits ARB

in the ARB iD
corract?

Ty
/ iD Cards to DARMO

DARMC issues 10
caxds together with the
certified true copy of

0 DARtPiRB CLOA to ARBs within
ransmits 15 days upon receipt
D Cards to from the DARPO
DARRQ &
3 LAD-ARE Carding

DARRO Form No. 5 (_Monitormg
transmits ARB Form)
iD Cards to MIS

END

LAB-ARB Carding Process Flow for Mew-ARBS = Page 7



LAD-ARB Carding Annex B

N . .
LAD-ARB Carding Process Flow for Existing ARBs :

PORC l LAD-ARB Validation Form 3
generates —1__,] LAD-ARB Carding Form 2
updated ARB {ARB Masterlist )

masterlist

¥ —— LAD-ARB Carding Form 2 N Does the ARB stil
MARD Convenes MARD conducts informaticn w<_own and in possession of the land !
| ARB Validation campaign and validates ! LAD-ARE Carding Form 1-A awarded 1o him?

Team ARBs using LAD ARB
Carding Forms 1 and 1-A
Y YES
MARQC amanges for s NO
the taking of the '

ARBs' D pictures

T v
LAD- ARB Carding Farm 2 —l MARQ prepares raport on the ARB
UAD- ARB Carding Form 1-A and landholding status and submits !

ARB 10 Number to PARQ for appropriate action

“Scanned piclures, signatures ;
and thumbmarks

A
Proceed to reguiar
process an transfer
action and/of
canceliation

i$ the Information
complete and comract?

LAD- ARB Carding Form 1

}

Operztiens
Division- DARPO
validates data

5 the information POPC encodes! Genarates i
complets and updates ARBLLAD- | p| ncividual ARB D ARB database
corract? ARB Carding Form number {DARPO) |

1-A i

Y

Provides printed
copies of the ;
ARB database ' ' ' '
to DARMO

LAD-ARB Carding Form No. 4

Forwards ARB !
{Monitaring Form) !

# database to RDPC & !
DARMO Maintains prepares penodic ‘
dalabase for tuiure : _ epon ;
updaiing 5




Counter-checks |
with the fist of .
ARBs with CLOA : |
{ !
LADR-ARB Carding Form :
ARB database .| ROPC prepares o Mo 5 {Monitoring Form) :
{DARRC) periadic report ) i
i
\'W/_ I
:
ROPC fransmite
electronic copy to :
MIS i
1 i
MIS reviews
data enlry
YES Infarm PARG on |
s the dumped data invatid entry ‘
correct? I
Y
MIS fransmits ARB DARRO forwards to
ARB database ARE 1D Cards » i cards 0 DARRO > DARPO
(MIS)

A4 ;
DARPO cross-
checks data of the
D
!
NO Is the data YES
in the ARE D |
carrect? ¢' :
i
DARPQ transmits ARB i
{0 Cards fo DARMO
) J 4 i

DARPO transmits DARMOC issues 1D cards
ARBID Cards 1o to ARBs within 15 days .
DARRO upon receipt from the
DARPC

v A
DARROQ fransmits LAL-ARB Carding Form
ARB ID Cards 10 No. 5 {Manitoring Form})
MIS




| Republic of the Philippines
Department of Agrarian\_sform

[] New { ] Renewal
LAD-ARB CARDING FORM 1: ARB INDEX CARD
[] validation [ ] updating
|.  ARB PERSONAL PROFILE
ARB ID No. Last Name First Name Middle Name - Appellation (LSt?th@
| olg
Address {house no., strast name, barangay, municipality, provincs):

Place of Birth (municipalty, provi i s Civil Status | jood Type

ace of Birth {municipality, province} Date of Birth (mm/ddAyyy) Age ex ivil Status (i avaiiable)

|

ot . . Number of Children and Dependent(s) Tax Identification Number
Religion Indigenous Cultural Community Group Wale Female Total (ifany)
] A - Primary Level (1-4) [] £ - High School Graduate I - Others please specify
. (e.g. cartilla, vocational, elc.}).
Highest Educational {1 B - Intermediate Level (5-6) 1 F - CollegeLevel
Attainment (3 ¢ - Elementary graduate 16 - College Graduate '
Oo - High School Level [J H - Graduate Studies (mastersidoctorate)
Last Name First Name Middle Name Appellation (Et? t;()s@
Namels of
Spousels 1. g
2. RN
Name of Children and Dependent(s) Date of Birth Lo Highest Educ. | Status
(Compieta Name - First Name, Middle initial, Last Name) (memicayyy) Age Relationship Aftainment | (L - D}
1 Ol
2. 0
3. og
A, 00
@  L-Lliing D~ Deceased
Il. LAND TENURE STATUS
A. Details of Emancipation Patent (EP)/Gertificate of Land Ownership Award (CLOA)/ Leasehold Contracis
Title) * ** If Collegtive CLOA Area {hectares) Major Date {yyyy/mm/dd)
Type (EP, . Lot | Mode Location v Actual .
Serial No. Contract : No. of . 3 Crops Title ARB
CLOA, LH) Type of {Mun., Bray.} CLOA Per Title | Possession et llati
No. Acgin Type ARBs (estimated) Planted Registration | Installation
* Lot Type: FL~ Farm Lot HL - Home Lot :
* Mode of Acquisition: CA - Compulsary Acquisition GOL/KKK - Govt Qwned Land GFi - Gov't Financial Instifution Lands Is-sr; EEEI:';(; nf:ﬁfses

OLT - Operation Land Transfer

VOS - Volunfary Offer fo Sell

VLTIDPS — Voluntary Land Transfer / Direct Payment Scheme

" Type of Collective CLOA:

1 - Co-ownership

2 ~ Cooperative

3 - Farmer’s Assn

B. Status of Cultivation: EPICLOA HOLDER {HIM/HERSELF)
; Farming Role Labor Utilized Type of Land Transaction, if
EFS"::I.'?';ILH Period h Artea Directly . Famil Hired applicable {morfgaged, sold, leased). (yyyjI/J/?r:r?Vdd)
rial no. From To {hectares) Cultivating Managing amily tre State Name of Person or Instifution
{J ] O O
O [l ] Ll
[ ] il []
C. Status of Cultivation. COVERED BY ALTERNATIVE VENTURE ARRANGEMENT (AVA)
EP/ICLOARLH | Typeof L Duration of AVA Role of ARE
Serial No. AVA Name of Partnerfinstitution From To Area (hecfareg) Laborer Manager
U O
(1 ]
O [l
weType of AVA {1} Leassback (2) Lease (33 Joint venture {4) Marketing Arrangaments {8) Coniraci Growing (6) Others, specily
D. Status of Cultivation: BY OTHERS (NON- ARB AWARDEE)
EPICLOA/ LH Period Area Name Relation to Type of Land Transaction Date (mgggga;:; of
Serial No. From To {hectares) ARB (mortgagad, sold, leased) {yyyymm/dd) transer action if any)
ill. LAND AMORTIZATION
Status Remarks
EP/CLOAJLH
: " Started payment . {e.g., date of full payment, dale when payment stopped, and reasons
Serial No. Fully paid but stopped On-going No payment at all why payment stopped)
] ] O ]
[] L] 0 O
O ] i L]




e

@

iV. SOURCES OF ANNUAL ARB HOU&T—IOLD INCOME

ATAH S Derived from Dertved from other Annual Gross Income ' Remarks
ourGes EPICLOA/LH {PhP) Landholdings (PhP} {PhP

Crop {major and minar)

Livestock and Poultry

Fishery/Fishpond

Total (PhP)

B. Non-farm {income derived from non-farm productive or rural industry activities e.g. weaving, tricycle. sari-sari store, welding eic.)

Amount of average annuaf income generated (PhP) Total| PhP) Remarks
i - Other househeld otal Income
Sources of income Respondent Spouse Children z: er:g ars
C. Off-farm {income derived from working in other farms)
Amount of average annual income generated {PhP) Total income
Sources of income ) Other household Php Remarks
Respondent Spouse Children members {PhP}
V. MEMBERSHIP IN ORGANIZATION :
. . Inclusive Dates (from - to)
Name of Organization Type* Address Position (yyvimmidd - yyyyimovidd)
Typology (1) Cocperative (2} irrigators Assn {3) Farmers Assn (4) Woman's Org {51 Auto Savings {6) Federation __ (7} Ciher

V1. ACCESS TO SUPPORT SERVICES (For the jast 3 years - “Provide additional sheet/s, if necessary)

Type {Pls. check if services have been accessed)
O Training ** (Please indicate/specify fist of trainings attended)

71 2 Credit Assistance 5. Physical Infrastructures
(] s Marketing Assistance + Fam to market road

4. Basic Social Services + Irrigation facilities

L
[
* Health ] + Bridges
[
O

» Potable water 6. Pre-post harvest facilities

¢ Education /. Livelihood assistance

+  Electricity

OO0

SOURCE OF INFORMATION

] Title Holder
[l Sspouse 1. Name {Last, First, Middle, Appellation)
L1 chid 2. Reason/s for non-availability of the titie
L] Other dependent's holder
1. Name {Last, First, Middle, Appellation)
2. Relation to title hoider
[ others :
3. Name of title holder (L, F, M, A)
4. Reasonfs for non-availability of the title
hoider
Signature Thumb Mark PICTURE
By EP/CLOA Holder Left Right {1"X17)
By Respondent
- {by ARB Title Holder ONLY) - = {hy ARB Title Hoidler ONLY) - - {by ARB Title Holder ONLY) -
PREPARED BY INDEXED BY ENCODED BY CHECKED BY

Initials Date [nitials Date initials Date Initials Date




Republic of the Philippines

Department of Agrariai_leform

; New (] Renewa
LAD-ARB CARDING FORM 1-A: Data Gathering Form [
{please see instruction in filling-up the form) [] vaiidation [] updating
SCREENING QUESTION FOR RESPONDENT: Please check [ v ] appropriate box.
[] Title Holder
[J Spouse 1. Name (Last, First, Middle, Appeflation)
L) chid 2, Reasonfs for non-availability of the title
] Other dependent/s holder
1. Name (Last, First, Middie, Appellation) -
2. Relation to title holder -
[} omers 3. Name of fitle halder (t, F, M, A) ]
4. Reasonfs for non-availability of the titie
o hoder -
I.  ARB PERSONAL PROFILE
: Stat
ARB D No. Last Name First Name Middle Name Appellation @ B;} 1
' Ojd]
Address (house no., street name, barangay, municipality, province).
- Blood Type
Place of Birth (municipakity, province) Date of Birth (mmyiddiny) Age Sex Civif Status (it aval aggl

]

Tax ldentification Number

- . " Number of Ctiildren and Dependent(s)
Religion Indigencus Cuitural Communify Group Wale Female Total {if any)
: . High School Graduate 1- Others please specify
LI A - PrimaryLevel(14) L]¢e igh School G (e.g. carfila, vocationa, £(c.)
Highest Educational ] Intermediate Level (5-6) T F « CollegeLevel
Attainment [Tl ¢ - Elementary graduate [ 6 - College Graduate
[ D - High School Level [1 H . Graduate Studies (mastersidoctorate) -
Name of Spouse(s) Date of Birth iahest Educ. Attainment Status
(Comiplete Name - First Narme, Midde Inital, Last Name) () Age Highest Educ. ‘ (L - D
1. 0y
2 _ (1{0]
Name of Children and Dependent(s) Sex Date of Birth L Highest Educ, | Status
{Complete Name - First Natne, Middle Initial, Las! Naie) M-F (mmiddiyy) Age Relatonship Atainment | (L - Dj# |
! o mpny
2 (110 (01
= 4
3 710 CHL
4 oo o ag]
@ | -iiving D~ Deceased
. LAND TENURE STATUS
A. Detaifs of Emancipation Patent (EPY/Certifi cate of Land Ownership Award (CLOA) Leasehold Contracits :
. i
Type Titlel ot | e Locat I (Egllectwe CLOA Area hec!:fe;)l ! Major Date (yyyyimmidd)
(EP. CLOA, Serial No. Contract Type :f ¢ (Mc?: aE;J?grylr) CLOA No. of Per Titla Pos:eszion Crops Tite ARB
LH . " . t i i i
) No. Acqn Type ARBs (estimatod) Planted Registration | Installation
-
* Lot Type: FL - Farm Lot HL - Home Lot
* Mode of Acquisition: CA ~ Compuisory Acquisition GOLIKKK - Gov't Qwned Land GFl - Gov't Financig! Instilufion Lands LE - Landed Eslates
) OLT - Operation Land Transfer VOS - Voluntary Offer to Sefl VLTIDPS — Volunlary Land Transler / Direcl Payment Seheme STM - Sefftemenis
** Type of Collective CLOA: 1- Cowwnership 2 - Cooperalive 3 - Farmer's Assn
B, Status of Cultivation: EPICLOA HOLDER (HIM/HERSELF)
EPICLOALLH Period Aea mrel; ?[;ming Role Labor Utilized _ Land Transaction, if applicable Date
Serial No. L § H H i Aof] 7
erial No From o {hectares) | o L ating Managing | Family Hired Type State Name of Person or Institution {yyyyfmeidd) )
0 | O | O
O ] L] J 3
C1 0 O Cl |
" Type of Land Transaction: |- inherited M~ Mortgaged L - leased §-Sold GV - Transferred io Goy' LB - Transferred lo L BR
C. Status of Cultivation: CQOVERED BY ALTERNATIVE VENTURE ARRANGEMENT (AVA) .
EPICLOAILH Type of - Duration of AVA - o [ Role of ARB
Serial No. AVAS Name of Pannerll.nstltutlon From T3 ] Area (heclares) Laborer Manogor |
FJ )
~ [ [
‘ & oo
"rTune of AVA {1) Leasehach (2) Laass (3} Joint venire (4} Marloling Arsangements (%) Comdract Growing {6) Others, specify




-

-
B, $fatus of Cultvation: BV OTHERS (NON-ARB AWAI%EE) N
EPICLOA/LH Period Area Name Relation to ARE T mf.La d Date {i R::a“;a ar:ts f
rial Ko, elation to ype of Lan incluce date o
Seriat No From To {hectares) Transaction Doyyimmd) | ot sction if & -
S refer fo legend use in Mom B - column an natre of land ransaction ~
Ii. LAND AMORTIZATION
Status Rematks
EPICLOA/LH
: . Started payment . {e.q., dafa of full payren!, date when payment stopped, and reasons why
Serial No. Fully paid but stopped On-going No payment at all payment stopped)
[] ] [ 1
O O ] 0
1 (1 Cl 3
IV. SOURCES OF ANNUAL ARB HOUSEHOLD INCOME
A FARM
Derived from Derived from other Annual Gross Incom
Sources EPICLOALH (PhP) | Landholdings (PhP) @y Remarks
Crop {major and minar)
Livestock and Poultry
Fishery/Fishpond
| Total (PhP) [
B. Non-farm {income derived from non-farm produstive or rural industry activiies e.g. weaving, tricycle, Sari-sari store. welding efc.)
Amount of average annual income generated (PhP)
Sources of income . Other household | Total Income {PhP) Remarks
Respondent Spouse Children [ members J
C. Off-farm {income derived from working in other famis)
Amount of average annual income generated (PhP)
Sources of income Respondent Spouse Children Other household Tota(iPLn;)ome Remarks
po po . members
V. MEMBERSHIP IN ORGANIZATION
_— N i~ Inclusive Dates (from - to}
Name of Organization Type Address Pasition (yyyyimmidd - yyyyimnyida)
“Typology {1} Cooperative (2) brigators Assn (3) Farmers Assn (4} Women's Org {51 Aufo Savings (6} Federation (7} Other
Vi. ACCESS TO SUPPORT SERVICES (For the last 3 years - *"Provide additional sheel/s, if necessary)
Type {Pls. check if services have baen accessed)
] Training ** (Please indicate/specily ist of lrainings atfended - using the altached reference)
[ 1. Credit Assistance 5. Paysical Infrastructures
[T 2 Marketing Assistance 1« Famtomarkstroad
3. Basic Soclal Services 3 » Imigation facilities
1« Heatth (1« Bridges ]
[T] « Potablewater [T 6. Pre-post harvest facilities
3« Education [} 7. Livelihood assistance
(0« Etectricity
Signature Thumb Mark P 'ETUE,E
By EPICLOA Holder Left Right (1" X17)
By Respondent o
- {by ARB Title Holder ONLY)+ B {hy ARB Title Holder ONLY} - -« (by ARB Title Holdér ONLY)-
PREPARED BY INDEXED BY ENCODED BY __ CHECKED BY
Initials Date Initials Date Initials Date Initials Date
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