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Republic of the  Philippines

DEPARTMENT OF PUBLIC WORKS AND  HIGHWAYS
OFFICE OF THE SECRETARY

Bonifacio  Drive,  Port Area,  Manila

DEPARTMENT ORDER

N..       81
Series of 2024

&^GO„O "LI,'H^S

SUBJECT:   Guidelines/Procedure       on
Legal Clearance Application

In  line  with  Republic  Act  No.  11032,  also  known  as  the  Ease  of  Doing  Business  and  Efficient
Government  Service  Delivery  Act  of  2018,  aimed  at  adopting  simplified  requirements  and
procedures   to    reduce    red    tape    and    expedite    government    and    non-business-related
transactions,  this  Department,  through  the  Legal  Service  (LS)  and  Information  Management
Service  (IMS),   developed  the   Legal   Case  Information  Application   (LCIA).  This  application
includes,  among  other  features,  a  facility  for  efficient  management  and  issuance  of  legal
clearances.

Furthermore,  Administrative  Order  No.  25,  series  2011,  established  the  Inter-Agency  Task
Force on the Harmonization of National Government Performance Monitoring Information and
Reporting  Systems.  It  suggests  that  enhancing  the  ease  of transactions  for  critical  external
and  internal  services  can  be  achieved  by streamlining  the  standardization  of core  processes,
including  those  implemented  in  Regional,  Satellite,  and  Extension  Offices,  and  digitization
efforts.  This includes developing  electronic or online  paperless systems,  new service  delivery
channels,  contactless  transactions,  and   reengineering  systems  and  procedures  for  faster,
easily accessible,  seamless,  and  more efficient public service delivery.

In  this  regard,  all  officials  and  employees  shall  use  the  LCIA  thru  the  Employee  Portal  and
Engagement Tool  (eportal) for requesting  Legal clearance.  For applications submitted by non-
employees on  behalf of a  DPWH  employee,  the  LS-IAD shall  assist in the application  process
and  provide the applicant with  a  printed  legal  clearance  upon  approval.

For your reference,  attached  is the  step-by-step  Legal  Clearance Application  Manual  for your

guidance.

This Order shall take effect immediately.
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Republic  of the  Philippines

DEPARTMENT OF  PUBLIC WORKS AND  HIGHWAYS
OFFICE 0F THE SECRETARY

Bonifacio  Drive,  Port  Area  Manila
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STEP-BY-STEP LEGAL CLEARANCE APPLICATION

All  officials  and  employees  are  hereby  informed  that  the  LCIA  is  now  fully  operational  and/or
functional   where  requests  for  legal   clearance  may  be   made  online   by  accessing  the   DPWH
Intranet through the following steps,

Step 1.

Click the ``Employees Section" tab in the main  interface of DPWH  Intranet.
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Step 2.

Click the "Employee Portal and Engagement Tool."
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Step 3.

Enter your ``DPWH Network Account."
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Step 4.

In the upper -right portion of the page,  click the ``HOME" tab. Then, "Services."

®  p.nding A.qt`.,t$                           0

O  Approt'ed Reqde]ts                         16

®  Dliapprov.d Request.                   0

Em plq}r.. Portal and Eng.g.ment Tool ^ppllcndon

The   Empleyee  Ponal  aricl   Engagement  Tool   (epc4tal'/  is  a  '.... eo-based  electrc`nic  portal   that  al)o\`s  the  emplo}\ees  to  .tie``,  edit  and  prir`{  their

Pei5onal  Data  Srteet. Also.  it  a+lo``'s the employe`es  1o  i.'iew their ser.rtcE  recotd,  time and  attertdan[e  record  ar`cl  statement of income and  deductions

Personnel  lntormation  System {PIS)  15 ?he main data sauce  Of eportal,  PIS  Is  an applicator` d€stgnco  for the  Human  Resource  and Adm(nistrative

Seri`lcE  (HRAS)  to  a/a  in maintaming  ar`d/or  otganEing  data  of  D"/H  empk)yees   (I  also  provide6  Its  I.sers  ttTe capabi(i`y  of creating,  updatjng   and

monitormg  Employee  records  \`.rth  Ease.  Cnhet data  souTces  ir`clicde  Tim€  and  A.tlendance  S)stem  rA5}  and  Reg`jlar  Pal.roll  S,^stem  (P,Pst,  Th?  eportal

Services  are  automati(ally  updatco  in-sLmc with  Its data  soiiices,

The  eportal  I.I  aiLral 'able  24t  T  \i/I!hm  the  E'PWH  r`€t .,.,. crk

Step 5.

Click the "Legal Clearance Request" tab.
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Step 6.

Fill -in the required details, particularly, the drop down tab for the ``Purpose" of the request.  If
you  agree,  click on the conditions for the  request.

Thereafter, click ``Submit["
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Step 7.

In the ``List of Legal  clearance  Requests," a ``Pending" request will  appear.  Depending  upon the
status of the requestee  (i,e.  whether he/she  has a  pending  administrative/criminal  case,  etc.),  it
will  be  processed  by  the  Internal  Affairs  Division,  Legal  Service  and  the  legal  clearance  will  be
uploaded  to  LCIA,

Once a ``PRINTER ICON" appeared in the ``Print" column,  the legal  clearance  is approved  and
may be  printed  by _the  requestee,


