

ALIEN EMPLOYMENT PERMIT APPLICATION
CHECKLIST OF REQUIREMENTS

Name of Foreign National:  ________________________________________________________

Name and Complete Address of Employer:  ___________________________________________

Contact Person:  __________________________ Contact No/s.:  _________________________

Under Department Order No. 97-09, series of 2009:

A.  New Application

(  )
Duly accomplished Application Form;

(  )
Photocopy of Passport, with visa or Certificate of Recognition for refugees;

(  )
Contract of Employment/Appointment or Board Secretary’s Certificate of Election; 

and

(  )
Photocopy of Mayor’s Permit to operate business or in case of locators in 

economic zones, Certification from the PEZA or the Ecozone Authority that the company is located and operating within the ecozone; 

B. Renewal of Application

(  )
Duly accomplished Application Form;

(  )
Photocopy of Passport, with visa or Certificate of Recognition for refugees;

(  )
Contract of Employment/Appointment or Board Secretary’s Certificate of Election;

(  )
Photocopy of Mayor’s Permit to operate business or in case of locators in 

economic zones, Certification from the PEZA or the Ecozone Authority that the company is located and operating within the ecozone; and

(  )
Photocopy of current AEP (if for renewal)

Additional Requirements (DO 12-01 and DOLE-CAR Policy)


(  )
Tax Identification Number (TIN) of the applicant foreign national


(  )
1 pc. 2x2 or 1x1 ID picture 


(  )
TESDA/DepED/CHED/BID Certification, whichever is applicable (for schools)


(  )
DTI Registration (for single proprietorship)

For Corporations/Partnerships:


(  )
SEC Registration


(  )
Articles of Incorporation/Partnership


(  )
Constitution and By-Laws


Remarks:  ______________________________________________________________________

______________________________________________________________________________

Pre-evaluated by:  _______________________________________

Date:  _________________________________________________

FEES






AMOUNT
      O.R.
DATE

(  Filing Fee (P1,000.00) & AEP Fee (Initial 1 year)
P 4,000.00
___________________

(  Additional years AEP Fee @ P3,000.00/yr.
_________
___________________

(  Publication Fee (for new application)


P 4,000.00
___________________

(  Documentary Stamp Fee



P    015.00
___________________

(  AEP Card Replacement Fee  



P    750.00
___________________

(  Fines/Penalties (for working without AEP)

P10,000.00 -
___________________







(per year or a fraction thereof)
