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[ POEA MEMORANDUM CIRCULAR NO. 17, S. 1997,
September 09, 1997 ]

GUIDELINES FOR THE ESTABLISHMENT OF BRANCH OFFICES OF
TRAINING CENTERS

<div align="justify">

Pursuant to Department Order No. 3-A, Series of 1994, Section IV No. 18, providing
for the operation of branches of training centers, the following guidelines are hereby
issued for the guidance of all concerned:

A. Each authorized training center shall be allowed to establish one branch
office in a city/municipality of its choice. Except when the main office of the training
center is outside of Metro Manila, the establishment of branch offices in cities and
municipalities within Metro Manila shall not be allowed.

B .The branch office of the authorized training center shall comply with the
same requirements as provided for in Sec. 4 of Department Order No. 3-A, Series of

1994.

C. The training center applying for authority to operate a branch office shall
submit the following:

<BLOCKQUOTE>
1. Letter of application

2. Copy of municipal/city permit where the branch office shall be established and
under the name of the authorized training center

3. Copies of appointments, biodata and pictures of branch office staff

4. List of training staff with resumes and TESDA certification as may be applicable
5. Sworn statement of the authorized training center that all acts of the branch
office shall be considered its own acts and responsibilities and shall be in accordance

with pertinent rules and regulations and issuances

6. Proof of ownership of the center's premises or copy of the lease agreement in
the name of the authorized representative of the training center

7. List of training equipments
8. The main office of the authorized training center shall be responsible for the

submission of reports as required under Department Order No. 3-A, Series of 1994.
</BLOCKQUOTE>



