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APPLICATION FORM 
(Request for Correction of Entries of Personal Information in the School Records)                                            

                                                                                                   
     ___________________ 

        Date 
RONILO AL K. FIRMO CESO IV    
Assistant Regional Director 
Officer-In-Charge 
Office of the Regional Director 
DepEd Region VIII 
Government Center, Candahug, Palo, Leyte 
 
Sir: 
           May I respectfully request for the correction of entries of personal information 
in my school records particularly:(Please check) 
             (   )   First Name 
             (   )   Family Name 
             (   )   Middle Name/Initial 
             (   )   Date/Place of Birth 
             (   )   Others: __________________ 
from ___________________________________ to __________________________________ in 
order to conform with the entries in the Birth Certificate issued by the Philippine 
Statistics Authority (PSA). 

 
Enclosed are the following documents in support of my request: 
 

1. Indorsement Letter from the concerned School Head/Principal 
2. ORIGINAL COPY of Certificate of Live Birth issued by the PSA in a security 

paper. 
3. Affidavit of Two Disinterested Persons 
4. Certified True Copy of School Record/s with INCORRECT INFORMATION. 
5. Photocopy of valid ID of the applicant/representative. 
6. Special Power of Attorney/Proof of Guardianship (if request is being made 

through a representative/guardian, except to father or mother if the applicant 
is still a minor). 

 
NAME OF APPLICANT   :  
Address :  
Cellphone No. :  
Purpose :  

 
     Very truly yours,      
                                              

__________________________________                                                                                                                        
    Signature over printed name 












