
 

 

 

 

 

 

 

Guidelines on the Implementation of the  
Hague Service Convention in the Philippines 

 

October 28, 2020 

 
This is an overview of Supreme Court Administrative Order No. 251-2020 (Guidelines on the 
Implementation in the Philippines of the Hague Service Convention on the Service Abroad of 
Judicial Documents in Civil and Commercial Matters)1 (the Hague Service Convention 
Guidelines). The guidelines became effective on October 1, 2020.2 
 
 
A. Scope  
 
B. Steps to Request Service Outside the Philippines 
 
C. Steps to Request Service in the Philippines 
 
 
 
 
 
A.  Scope  
 
The Hague Service Convention Guidelines govern the service of judicial documents in civil or 
commercial matters from one State Party to another State Party pursuant to the Convention on 
the Service Abroad of Judicial and Extrajudicial Documents in Civil or Commercial Matters 
(Hague Service Convention).3 The guidelines will apply to requests by party litigants in the 
Philippines to serve judicial documents abroad as well as requests from litigants in a case 
abroad to serve judicial documents in the Philippines. According to the Supreme Court, the 
guidelines will simplify the serving of summons and other documents in a foreign jurisdiction. 
 
  

 
1 Supreme Court Administrative Order No. 251-2020 (Guidelines on the Implementation in the Philippines 
of the Hague Service Convention on the Service Abroad of Judicial Documents in Civil and Commercial 
Matters) dated September 11, 2020; http://sc.judiciary.gov.ph/13552/ last accessed at 3:13 PM on 
September 21, 2020. 
2 Hague Service Convention Guidelines, V.1; The Guidelines were published in the Manila Bulletin and 
Philippine Star on September 17, 2020. 
3 Hague Service Convention Guidelines, I.1. and I.2.  

http://sc.judiciary.gov.ph/13552/
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B. Steps to Request Service Outside the Philippines  
 
Below is an outline of the steps under the Hague Service Convention Guidelines for a party in a 
civil or commercial proceeding in the Philippines to request the Forwarding Authority (which is 
the authority or judicial officer of the Requesting State4 competent to forward the request for 
service)5 for the extraterritorial service of judicial documents. 
 
1. The litigant has to file a motion for leave of court (with the Model Form) before the 

Forwarding Authority. In the Philippines, all Justices and Clerks of Court of collegiate 
courts, and Judges of lower courts are designated as Forwarding Authorities.6 

 
The Model Form accomplished by the litigant has to be attached to the motion. A copy of 
the Model Form is posted at https://www.hcch.net/en/publications-and-
studies/details4/?pid=6560&dtid=65 and it consists of the following:  

 
a. Request – A request for service has to be sent to the Central Authority (which is 

the authority in charge of receiving requests for service from Requesting States 
and executing them or causing them to be executed)7 of the Requested State.8 In 
the Philippines, the Office of the Court Administrator (OCA) is designated as the 
Central Authority for judicial documents;9 

 
b. Certificate – This certificate confirms whether or not the documents have been 

served; and 
 
c. Summary of Documents to be Served – A summary has to be delivered to the 

addressee and preceded by a Warning relating to the legal nature, purpose, and 
effects of the documents to be served. 

 
2. The court acting as Forwarding Authority has to determine the propriety of extraterritorial 

service through the Hague Service Convention in accordance with Rules 13 and 14 of 
the Rules of Court, as amended. If such service is proper, the court will issue an Order 
that would include a directive to the requesting party to submit a prepaid courier pouch 
for the transmission of the documents.10 

 
3. The party then has to pay for the fees and costs of the request for service.11 Failure to 

fully settle the fees is a ground for direct contempt, in addition to other sanctions that 
may be imposed by the judge in accordance with the Rules of Court as amended.12 

 
 

 
4 Hague Service Convention Guidelines, I.5.d; under Article 3 of the Hague Service Convention, the 
Requesting State refers to the State in which the documents originate. 
5 Hague Service Convention Guidelines, I.5(d). 
6 Hague Service Convention Guidelines, I.5(d). 
7 Hague Service Convention Guidelines, I.5(c). 
8 Hague Service Convention Guidelines, I.5.d; under Article 3 of the Hague Service Convention, the 
Requested State refers to the State to which the request is addressed to. 
9 Hague Service Convention Guidelines, I.5(c) 
10 Hague Service Convention Guidelines, II.2. 
11 Hague Service Convention Guidelines, II.3. 
12 Hague Service Convention Guidelines, II.3. 

https://www.hcch.net/en/publications-and-studies/details4/?pid=6560&dtid=65
https://www.hcch.net/en/publications-and-studies/details4/?pid=6560&dtid=65
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4. Upon completion of requirements, the court will transmit the documents to the 
Requested State.13 

 
5. The Central Authority of the Requested State will process the request and attempt 

service in accordance with its domestic laws.14 Thereafter, it will accomplish the 
Certificate indicating whether the service was successful or not.15 The Certificate will be 
transmitted back to the requesting court and will form part of the case records.16 

 
 
C. Steps to Request Service in the Philippines 
 
Below is an outline of the steps under the Hague Service Convention Guidelines for a party 
abroad in a civil or commercial proceeding in the Philippines to request for the extraterritorial 
service of judicial documents in the Philippines. 
 
1. The Forwarding Authority of the Requesting State has to transmit the request for 

extraterritorial service of judicial documents and all relevant documents to the OCA 
either through email or physical submission via registered mail or courier services.17 
 
a. The request has to be accompanied by proof of payment of US$ 100.00 for the 

costs of service for each recipient to be served.18 Payment has to be made through 
bank deposit/transfer to the Land Bank of the Philippines.19 
 

b. For multiple recipients residing at the same address, only one fee has to be paid.20 
If the cost of service exceeds the said amount, the OCA will send an updated 
Statement of Cost to the Forwarding Authority of the Requesting State for 
payment.21 

 
2. The OCA has to then evaluate the request to check for compliance with the Hague 

Service Convention Guidelines .22 

 
3. In case the request fails to comply with any of the requirements in the guidelines, or if 

there are objections for the execution of the request, the OCA has to inform the 
Forwarding Authority, specifying the objections thereto.23  
 

 
13 Hague Service Convention Guidelines, II.4. 
14 Hague Service Convention Guidelines, II.7. 
15 Hague Service Convention Guidelines, II.7. 
16 Hague Service Convention Guidelines, II.7. 
17 Hague Service Convention Guidelines, III.1 and 4.  
18 Hague Service Convention Guidelines, III.3. 
19 Hague Service Convention Guidelines, III.3; bank deposit/transfer details may be accessed at  
https://oca.judiciary.gov.ph/wp-content/uploads/2020/10/Inbound-Request.pdf.  
20 Hague Service Convention Guidelines, III.3. 
21 Hague Service Convention Guidelines, III.3. 
22 Hague Service Convention Guidelines, III.5. 
23 Hague Service Convention Guidelines, III.5. 

https://oca.judiciary.gov.ph/wp-content/uploads/2020/10/Inbound-Request.pdf
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If the objections are resolved, the processing of the request will then proceed.24 
Otherwise, the request will be denied, and all documents relating thereto, together with a 
notice of objection or denial, will be returned to the Forwarding Authority.25 
 

4. If the request is sufficient in form, the OCA will forward the request to the court having 
jurisdiction over the area where the intended recipient resides.26 The Executive Judge in 
multiple-sala courts, or the Presiding Judge in single-sala courts, will then assign a 
sheriff, process server, or any other competent personnel to serve the document in 
accordance with the Hague Service Convention Guidelines and the Rules of Court.27  
 

5. The officer assigned to serve the document has to execute a return on the service in 
accordance with the Rules of Court, and within five days from service, submit the return 
to the judge of the court who directed the service of the document.28 
 
The return has to state whether the document and attachment/s have been served, and 
has to include information on the method, the place and the date of service, and the 
person to whom the document was delivered.29  
 
If the document was not delivered successfully, the return has to state the reasons which 
prevented the successful service, and the officer assigned has to deliver the unserved 
document to the court so that it may later be returned to the Forwarding Authority.30 
 

6. As soon as the return is submitted, the judge will then immediately accomplish and sign 
the Certificate, following the Model Form annexed to the Hague Service Convention.31 In 
case of unsuccessful service, the documents sought to be served will be attached to the 
Certificate.32 
 

7. Within 30 calendar days from receipt of the request, the judge will transmit to the 
Forwarding Authority of the Requesting State (a) the duly accomplished Certificate,  
(b) Return of Service, and (c) a copy of the documents served, in cases of successful 
service, or the original documents, in cases of unsuccessful service.33  
 
If the compliance exceeds 30 calendar days, the judge will also submit an explanation to 
the OCA justifying the delay.34 

 
 

 
24 Hague Service Convention Guidelines, III.5. 
25 Hague Service Convention Guidelines, III.5. 
26 Hague Service Convention Guidelines, Section III.6. 
27 Hague Service Convention Guidelines, Section III.7. 
28 Hague Service Convention Guidelines, Section III.8. 
29 Hague Service Convention Guidelines, Section III.8. 
30 Hague Service Convention Guidelines, Section III.8. 
31Hague Service Convention Guidelines, Section III.9; a copy of the certificate may be accessed at 
https://www.hcch.net/en/publications-and-studies/details4/?pid=6560&dtid=65. 
32 Hague Service Convention Guidelines, Section III.9. 
33 Hague Service Convention Guidelines, Section III.10. 
34 Hague Service Convention Guidelines, Section III.17. 

https://www.hcch.net/en/publications-and-studies/details4/?pid=6560&dtid=65
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SyCipLaw’s Litigation and Arbitration Department has a wide-ranging litigation practice in 
virtually all court levels — from the municipal trial courts and the regional trial courts, to the 
Court of Appeals and the Supreme Court, as well as in various administrative agencies. The 
department also has a very extensive arbitration practice, being involved in foreign arbitration, 
international commercial and other domestic arbitration, and construction arbitration.  
 
SyCipLaw is ranked by Chambers Asia-Pacific, Asia Pacific Legal 500, and Asialaw Profiles as 
a top-tier and highly recommended law firm for dispute resolution, arbitration, and litigation. 
 
 
 
 
Other COVID-19 related bulletins 
 
The links to our earlier bulletins can be found at the SyCipLaw information hub, 
https://syciplawresources.com/.  

Please note that there are other COVID-19 related government issuances that are not covered 
by our bulletins. For more information about other regulations, please contact your account 
partner or sshg@syciplaw.com or info@syciplaw.com. 

 
 
  

 
 
SyCipLaw’s Litigation and Arbitration Department 
 
For more information about the legal issuance discussed in this bulletin, please contact: 
 
Ricardo Ma. P.G. Ongkiko 
Partner, Head of the Litigation Department 
rmpgongkiko@syciplaw.com 
 
John Christian Joy A. Regalado 
Partner 
jcaregalado@syciplaw.com 
 
 
This bulletin was prepared with the assistance of the following associates of SyCipLaw:  
 
Kathleen Mae L. Nieto 
Severino Miguel B. Sanchez 
 
 
 
 
 
 
 
 
 
 
The other SyCiplaw lawyers who have assisted in the preparation of this briefing are the following: 
 
Kathleen Mae L. Nieto 
Severino Miguel B. Sanchez 
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This bulletin contains a summary of the legal issuances discussed above. It was prepared by 
SyCip Salazar Hernandez & Gatmaitan (SyCipLaw) to update its clients about recent legal 
developments.  
 
This bulletin is only a guide material and is circulated for information purposes only. SyCipLaw 
assumes no responsibility for the accuracy, completeness or timeliness of any information 
provided in this bulletin. It does not constitute legal advice of SyCipLaw or establish any 
attorney-client relationship between SyCipLaw and the reader. It is not a substitute for legal 
counsel. Online readers should not act upon the information in this bulletin without seeking 
professional counsel. For more specific, comprehensive and up-to-date information, or for help 
regarding particular factual situations, please seek the opinion of legal counsel licensed in your 
jurisdiction.  
 
SyCipLaw may periodically add, change, improve or update the information in this bulletin 
without notice.  
 
Please check the official version of the issuances discussed in this bulletin. There may be other 
relevant legal issuances not mentioned in this bulletin, or there may be amendments or 
supplements to the legal issuances discussed here which are published after the circulation of 
this bulletin.  
 
No portion of this bulletin may be emailed, forwarded, reposted, copied in different electronic 
devices, copied or posted online in any platform, copied or reproduced in books, pamphlets, 
outlines or notes, whether printed, mimeographed or typewritten, or copied in any other form, 
without the prior written consent of SyCipLaw. 
 
 
SyCip Salazar Hernandez & Gatmaitan  
SyCipLaw Center, 105 Paseo de Roxas 
Makati City 1226, The Philippines 
t: +632 8982 3500; +632 8982 3600; +632 8982 3700  
f: +632 8817 3145; +632 8817 3896 
e: sshg@syciplaw.com 
www.syciplaw.com  
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