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Republic of the Philippines
Department of Education
REGION VI - WESTERN VISAYAS
SCHOOLS DIVISION OF AKLAN

o
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December 7, 2022

DIVISION MEMORANDUM

No. 632 , 5. 2022

REQUIREMENTS OF DENR AND ROD IN PROCESSING
SPECIAL PATENT AND TITLE

To: Officer-In-Charge,
Office of the Assistant Schools Division Superintendent
Chief Education Supervisors
Public Schools District Supervisors
Heads, Public Elementary and Secondary Schools
All Others Concerned

1. As announced in the recently-concluded DIVISION ORIENTATION-SEMINAR ON
SCHOQOL SITE TITLING conducted on October 25, 2022 for Batch 1 and
October 27, 2022 for Batch 2 at the Cafeteria of Aklan State University (ASU)-
Kalibo Campus, Kalibo, Aklan, please find attached the LIST OF
DOCUMENTARY REQUIREMENTS AND PROCEDURES that must be complied
with and submitted to the Department of Environment and Natural Resources
(DENR) and Registry of Deeds (ROD) for your reference and proper guidance.

2. Should you have questions or clarifications, please refer to the Legal Unit of this
Division Office.

3. Prompt and wide dissemination of this Memorandum is desired.

FELICIANO C. AFE, JR. CESO

Schools Division Superintendent
I
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DENR CHECKLIST OF REQUIREMENTS
FOR ISSUANCE OF SPECIAL PATENT

REQUIREMENTS WHERE TO SECURE
. Historical Background of Possession/Occupation; Applicant
. RTC certification (no pending land registration Applicant

application over the land)

. Comment and recommendation
a) DPWH District. /City Engineer
b) Philippine Ports Authority
¢) LGU concerned
d) Department of Tourism
(for beach purpose)

- DPWH District Engr & DPWH
Regional Office

- PPA

- LGU concerned

- DOT

. Certified photographs (or visual documentation)
showing panoramic view of the area subject of the
proposed proclamation as well as adjacent vicinities,
improvements introduced, landmarks, identifying
features, settlements, if any, etc;

Applicant

. Request by the Superintendent of the Division of
Schools or Authorized Official from the DepEd
Central Office, authorized officer of CHED or higher
educational institution as the case may be, for the
issuance of Special Patents;

Division Office thru the
Legal Unit
(upon submission of complete
requirements provided above)

. Survey of the land to be reserved duly approved by
the Regional Technical Director for Lands concerned
and approved plan;

PENRO/DENR Region - Surveys
and Mapping Division

. Verified and certified correct technical descriptions
of the land

DENR Region - Surveys and
Mapping Division

. Land classification or municipal index map
Projecting the area covered by the proposed
proclamation and land uses of the area and
surrounding vicinities within 2 kilometer radius

PENRO

. Report pursuant to M.C. No. 28 dated January 19,
1993 following the tenets of Completed Staff Work
(CSW), draft memorandum should incorporate the
justification, legal basis, coordination with
concerned agencies and their comments and
potential problem, if any, in the case of watershed
reservation, the setting up of Watershed
Management Council is a requisite;

PENRO

10.Narrative Report of investigation with

Recommendation officially indorsed to the Secretary
by the Regional Executive Director through the
Undersecretary for Field Operations

PENRO

DENR PROCEDURAL STEPS IN THE PROCESSING
OF SPECIAL PATENT FOR SCHOOL SITE

Conduct of investigation by the DPLI.
Preparation of investigation report by DPLI.

QRN

personnel

ol

and PENRO for review and signature.

Request and acceptance of application by DPLI (complete requirements).
Posting of Notices for 15 days in the Barangay Hall and Public School premises

Forward application to records for numbering and indexing.
Research and plotting of the technical description of the lot by the concerned

Encoding/typing and printing of the judicial form by concerned personnel
Final screening of carpeta by LMOs and endorsing the same to the Chief TSD

9. Endorse the title to the Registry of Deeds-Aklan for registration.




REGISTRY OF DEEDS CHECKLIST OF REQUIREMENTS

FOR SCHOOL SITE TITLING

REQUIREMENTS

WHERE TO SECURE

1. Government and Duplicate
Copy of Title from DENR

The Special Patent Titles for School Sites are
transmitted from the DENR and received by the
Registry of Deeds (ROD). Each individual title is
composed of the Government Copy usually referred
to as the “Vault Copy” and the Owner’s Duplicate
Copy or “ODT” which will be the school’s copy of
the Title.

2. Certification for GPPC of Tie

Point from DENR

This certification is provided by the DENR upon
request of the School Site/Owner. (GPPC-
Geographic Philippine Plane Coordinates)

3. Realty Tax Clearance

Since government schools are tax exempted,
instead of the Realty Tax Clearance, please request
from the Municipal Treasurer’s Office where the
school site is located for a Certification of Realty
Tax Exemption.

4. Tax Declaration (Certified Copy)

This can be requested from your Municipal
Assessor’s Office or from the Provincial Assessor’s
Office.

5. Transmittal from DENR

DN R W

Should be the original copy from the DENR.

ROD PROCEDURAL STEPS IN THE PROCESSING

RIO/Entry
Payment/POS
To Encoding
Examination
Approval
Uploading

OF SCHOOL SITE TITLE

Assign Title No./New Title Upload

Releasing




