CHECKLIST OF DOCUMENTARY REQUIREMENTS

TRANSACTION

REQUIREMENTS

1. Securing of Certificate of Unemployment

Duly accomplished Request Form
Certification from the Punong Barangay

2. Securing of Certificate of Low Income

Request Form
Certification from the Punong Barangay

3. Securing of Certificate on Internship

Duly accomplished Request Form

4. Securing of Certification of SPES
Engagement

Duly accomplished Request Form

5. Application for CGB Internship Program
(CGBIP)

Duly accomplished CGBIP Application Form
Updated Resume

Application Letter

Photocopy of Transcript of Records
Photocopy of Birth Certificate

6. Application for DOLE Government
Internship Program

Duly accomplished DOLE GIP Application
Form

Updated Resume

Application Letter

Photocopy of Transcript of Records
Photocopy of Birth Certificate

7. Application for Special Program for
Employment of Students

Duly accomplished SPES Application Form
Photocopy of the latest Income Tax Return
(ITR) of parents/legal guardian OR
Certification issued by the BIR that the
parents/legal guardians are exempted
from payment of tax OR original Certificate
of Indigence OR original Certificate of Low
Income issued by the Barangay or the
CSWDO

For students: Certified true copy of class
card or Form 138 of the previous semester
or year immediately preceding the
application OR original copy of
Certification by the School Registrar as to
passing grades immediately preceding
semester/year, if grades are not yet
available

For out-of -school youth (OSY): Original
copy of Certification as OSY issued by
CSWDO or the authorized Barangay
Official where the OSY resides

If applicable: Affidavit/Certificate of
Guardianship




