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[ BI OPERATION ORDER NO. SBM-14-007,
February 12, 2014 ]

PROCEDURES AND TIMELINES IN THE PROCESSING OF
APPLICATIONS FOR VISA CONVERSION/EXTENSION AND ACR I-

CARD ISSUANCE/RENEWAL

WHEREAS, the Bureau of Immigration (BI) is responsible for the administration and
enforcement of immigration and citizenship laws and the admission of foreigners in
the Philippines[1], including the enforcement of alien registration laws, exclusion,
deportation and repatriation of foreigners, and supervision of their immigration into
and emigration from the Philippines[2];

WHEREAS, in line with the State policy declared in Republic Act No. 9485[3], there
is a need to enhance the existing procedures and guidelines in the processing of
applications for visa conversion/ extension and the issuance/ renewal of the
corresponding Alien Certificate of Registration Identity Card (ACR I-Card) to
eliminate bureaucratic red tape, avert graft and corrupt practices and improve the
efficiency of delivery of such frontline services;

WHEREAS, consistent with the BI’s “Good Guys In, Bad Guys Out” program,
foreigners applying or with bona fide intention to apply for appropriate visa are
presumed to be “good guys” which should be extended tourist- and/or investment-
friendly immigration services;

WHEREFORE, pursuant to Section 3 of Commonwealth Act No. 613, as amended,
otherwise known as the “Philippine Immigration Act of 1940”, the following are
hereby ordered:

SECTION 1. Purpose. - This Operations Order aims to improve the procedures and
establish timelines in the processing of applications for visa conversion/extension
and ACR I-Card issuance/renewal designed to expedite and facilitate the processing
of said applications.

SECTION 2. Obligations of Each Concerned BI Office. –

A. CENTRAL RECEIVING UNIT (CRU) [Same Day Transmittal]:

Upon determination that all the supporting documents for the application are
complete and in order in accordance with the prescribed checklist of requirements,
transmit all application folders received from all offices to the concerned office
before the end of office hours of the same day when they were received:

a) For visa conversion/extension - to the Legal Division (LD)/Board of
Special Inquiry (BSI) Hearing Officer; and

b) For ACR I-Card issuance/renewal - to the ARD.



If the application for visa conversion does not require the personal appearance by
the applicant in a hearing, advise him/her to directly proceed to the ARD for
biometric capturing on the date indicated in the notice.

B. LD/BSI HEARING OFFICER:

On the date indicated in the Notice of Hearing:

a) conduct the hearing on the application;
b) direct the applicant to immediately proceed to the ARD for biometrics

capturing;
c) Within five (5) working days after the actual hearing or submission of

additional documents, if warranted, prepare and transmit the
recommended Order, together with the application folder, to the
respective Chief of the LD and BSI for appropriate action.

All Orders must contain: (1) “Recommending APPROVAL/DISAPPROVAL” as the
desired action of the Hearing Officer and Head of concerned office; (2)
“APPROVED/DISAPPROVED” as the final action by the Board of Commissioners
(BOC); and (3) date when the signature of the concerned signatory was affixed.

C. [1] ALIEN REGISTRATION DIVISION (ARD):

Upon appearance by the applicant for biometric capturing:

a) retrieve the application and confirm personally with the applicant the
correctness of the information provided therein;

b) capture the applicant's biometrics data;
c) submit the applicant’s biometric data and application form for

preparation of the applicant’s ACR I-Card template ready for printing
upon notice of the BOC’s approval of the application.

[2] LD/BSI CHIEF [Same Day Transmittal]:

Within three (3) working days from receipt of the Order from the Hearing Officer,
review, evaluate and indicate the desired action “APPROVAL” or “DISAPPROVAL”.

All Orders reviewed and evaluated within a particular working day must be
transmitted, together with the application folder, to the Office of the Executive
Director (OED) before the end of office hours of that day.

D. OED:

Within the next working day from receipt thereof, all Orders and its corresponding
application folders shall be transmitted to the designated reviewing Associate
Commissioner.

E. OFFICE OF THE ASSOCIATE COMMISSIONER:

Within three (3) working days from receipt of the Order and its application folder,
complete the review thereof and return the same to the OED. Any deficiency
observed during the review process must be noted in a separate sheet of paper with
recommended action addressed to the BOC.


