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INSURANCE MEMORANDUM
clRcuLAR NO. 1-:' - 12

AMENDMENTS TO INSURANCE MEMORANDUM
CIRCULAR NO. 2016.01 ON THE RULES OF

PROCEDURE FOR SMALL CLAIMS CASES 
'A/THE INSURANCE COMMISSION

Pursuant to the provisions of Sections 437,438 and 439 of the lnsurance Code
of the Philippines, as amended by Republic Act No. 10607; Section 55 of Republic Act
No. 9829, otherwise known as the Pre-Need Code of the Philippines; and Section 4
(a) of Executive Order No. 192, series of 2015, the following amendments to Sections
3 (a), (b), (g) and24 of lnsurance Nlemorandum Circular (ltUC) No.2016-01 on the
Ru/es of Procedure for Small Claims Cases in the lnsurance Commission are hereby
adopted and promulgated, to wit:

SEC. 1. Section 3 of ltt/C No. 2016-01 is hereby amended as follows, to wit:

"SEC. 3. Definition of Terms . - For the purposes of fhese Rules.

(a) Complainant refers to the party, whether a natural or juridical person,
who initiated a small claims action against and insurance, company, pre-
need company, beAfih maintenance organization (HMO), or mutual
benefit assocrafion doing business in the Philippines, for any loss,
damage, or liability for which an insurer may be answerable under any
kind of policy or contract of insurance, or for which such insurer may be
liable under a contract of suretyship, or for which a reinsurer may be
sued under a contract of reinsurance it may have entered into, or for
which a pre-need company may be held liable under any pre-need policy
it hasissued, orforwhich an HMO mav be held liable under anv HMO
agreement it has issued to its members, or for which a mutual benefit
assoctafion may be held liable under the membership certificates it has
issued to ifs members. The term also includes a respondent who has
filed a compulsory counterclaim;

(b) Respondent is fhe insurance company, pre-need company, healttr
maintenance organization (HMO. or mutual benefit association
against whom the relief sought is directed. The term also includes a
complainant against whom a compulsory counterclaim is filed;
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(g) Actionable Document refers to the insurance policy, contract of
insurance, contract of suretyship, contract of reinsurance, pre-need
contract, health maintenance organization (HMO) agreement, or
certificate of insurance for which a respondent may be held answerable.
xxx

xxx"

SEC.2. Section 24 of IMC No. 2016-0't is hereby amended as follows, to wit:

"SEC. 24. Applicability of lnsurance lvlemorandum Circular No. 2014-01
and 2017-01 and of the Rules of Civil Procedure. - lnsurance
Memorandum Circular No. 2014-01 and 2017-01 and the Rules of Civil
Procedure shall be suppletory insofar as they are not rnconsisfent with
fhese Rules. "

SEC. 3. Separability Clause. - lf any provisions of this lnsurance ft/emorandum
Circular or any part hereof be declared invalid or unconstitutional, the remainder of the
same or other provisions not otherur,rise affected shall remain valid and subsisting.

SEC 4. Effectivity. - This lnsurance N4emorandum Circular shall take effect
immediately.

City of N/anila, Philippines; 10 November 2020

DEN IS B, FUNA
lnsurance Commissioner



M"A h
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INSURANCE MEMORANDUM
CIRCULAR NO 2a16-01

RULES OF PROCEDURE FOR SMALL CLAIMS CASES
IN THE INSURANCE COMMISSION

Pursuant to the provisions of Sections 437,438 and 439 of lnsurance Code of
the Philippines, as amended by R.A. No. 10607, and Section 55 of the Pre-Need
Code of the Philippines, the following Rules of Procedure for Small Claims Cases
are hereby adopted and promulgated:

SEC. 1. Title. This Rules shall be known as "The Rules of Procedure for Small
Claims Cases in the lnsurance Commission."

SEC. 2" Scope. This Rules shall govern hearings of such claims and
complaints in actions before the lnsurance Commission where the amount being
claimed or sued upon does not exceed Two Hundred Thousand Pesos
(P200,000.00) in any single claim, exclusive of interest, costs, and attorney's fees.
Except as to the amount of actual damages, legal interest, attorney's fees and costs,
which include filing fees and litigation expenses, no other form of damages shall be
recoverable

SEC. 3. Definition of Terms.-For purposes of this Rule

(a) Complainant refers to the party, whether a natural or juridical person, who
initiated a small claims action against an insurance company, pre-need
company, or mutual benefit association doing business in the Philippines, for
any loss, damage or liability for which an insurer may be answerable under
any kind of policy or contract of insurance, or for which such insurer may be
liable under a contract of suretyship, or for which a reinsurer may be sued
under a contract of reinsurance it may have entered into, or for which a pre-
need company may be held liable under any pre-need poticy it has issued, or
for which a mutual benefit association may be held liable under the
membership certificates it has issued to its members. The term also includes
a respondent who has filed a compulsory counterclaim;

(b) Respondent is the insurance company, pre-need company, or mutual benefit
association against whom the relief sought is directed. The term also includes
a complainant against whom a compulsory counterclaim is filed;

(c) Person is a natural individual, corporation, partnership, limited liability
partnership, association, or other juridical entity endowed with personality by
law;
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(d) Motion means a party's request, written or oral, formal or informal to the
Commission for an order or other action;

(e) Good cause means circumstances sufficient to justify the requested order or
other action, as determined by the hearing officer;

(t) Affidavit means a written statement or declaration of facts of personal
knowledge that are sworn to or affirmed to be true;

(g) Actionable Document refers to the insurance policy, contract of insurance,
contract of suretyship, contract of reinsurance, pre-need contract, or
certificate of insurance for which a respondent may be held answerable. lt
also includes an affidavit executed by the complainant stating why the
complainant cannot attach a copy of the policy or any of the required
documents;

(h) Next-of-kin refers to relatives who share in the estate according to the statute
of distribution including those claiming per stripes or by representation;

(i) Commission refers to the lnsurance Commission and its District Offices; and

(j) Hearing Officer refers to a lawyer/s under the Claims Adjudication Division
and the District Offices with the position of at least lC Attorney l;

(k) Compulsory Counterclarm is limited to claims for attorney's fees and costs by
the respondent against a complainant.

SEC. 4. Commencement of Small Claims Action.-A small claims action under
this Rules may be commenced by any of the following, to wit:

By filing with the Commission of an accomplished and verified Staten^ent of
Claim (Form 1-lC) in duplicate, accompanied by a Certification of Non-
forum Shopping (Form 1-A-lC), and two (2) photocopies of the actionable
documenUs subject of the claim, written notice of claim to the respondent
with proof of service, written denial of the claim made by the respondent, as
well as the affidavits of witnesses and other evidence to support the claim.
No evidence shall be allowed during the hearing which was not attached to
or submitted together with the Claim, unless good cause is shown for the
admission of additional evidence; or

By filing a verified complaint with a Certificate of Non-Forum Shopping
prepared by a lawyer provided that the complaint states the following
material allegations:

i. The names and addresses of the parties;
ii. A brief statement of facts narrating how and when the loss

occurred;
iii. The grounds relied upon in support of the claim;
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iv. The amount of the claim which should not exceed Two Hundred
Thousand Pesos (P200,000.00) exclusive of interest, costs, and
attorney's fees;

v. An allegation that there is final denial of the claim made by the
respondent; and

vi. That there is no pending mediation conference in the Public
Assistance and Mediation Division of this Commission.

vii. Accompanied by photocopies of the actionable documenUs
subject of the claim, written notice of claim to the respondent
with proof of service, as well as the affidavits of witnesses and
other evidence to support the claim.

SEC. 5. Joinder of Claims. Complainant may join in a single statement of claim
one or more separate small claims against a respondent provided that the total
amount claimed, exclusive of interest and costs, does not exceed P200,000.00.

SEC. 6. Affidavifs.-The affidavits submitted under this Rule shall state only facts
of direct personal knowledge of the affiants to be admissible as evidence.

SEC. 7. Payment of Filing Fees. Unless the complainant is allowed to litigate as
an indigent, the basis in determining the filing fee is the principal amount claimed,
exclusive of interest and attorney's fees, is as follows:

i. Less than P100,000.00 P1,000.00
P2,000 00ii. P100,000.00 or more but less than P200,000.00

Plus an amount equivalent to one percent (1o/o) of the filing fee but in no case
lower than Ten Pesos (P10.00) to be collected as Legal Research Fund Fee in
accordance with R.A. No. 3870, as amended by Presidential Decree No. 1856 dated
December 26,1982

A claim filed with a Motion to Sue as lndigent (Form 6-lC,) shall be referred to the
Division Manager of the Claims Adjudication Division or the District Offices for
immediate action. If the motion is granted, the case shall be assigned to the Hearing
Officer designated to hear small claims cases and the filing fees shall be a lien on
any judgment rendered in the case favorably to the indigent litigant, unless the
Commission othenruise provides. lf the motion is denied, the complainant shall be
given five (5) days within which to pay the docket fees, otherwise, the case shall be
dismissed without prejudice.

SEC. 8. Payment of Summons Fee. ln addition to the payment of the filing fee,
the complainant shall pay the amount of P1,000.00. as fee for the service of
summons and processes. ln no case shall a complainant, even if declared an
indigent, be exempt from the payment of the Summons Fee.

SEC. 9. Dismissal of the Claim. After the Hearing Officer or Division Manager
determines that the case falls under this Rule, the Commission may motu proprio
order the dismissal of the case at any time based on the allegations of the Statement
of Claim and evidence attached thereto for any of the grounds for the dismissal of a



complaint under Rule 6 of lnsurance Memorandum Circular No. 2014-01 and Rule
16 of the Rules of Court.

SEC. 10. Summons and Notice of Heaing.-/f no ground for dismissal is found,
upon payment of the Filing Fee and Summons Fee, the Commission shall forthwith
issue a Summons (Form 2-lC) on the day of receipt of the Statement of Claim,
directing the respondent to submit a verified Response.

The Commission shall also issue a Notice (Form 3-/C) to both parties, directing
them to appear before it on a specific date and time for hearing, with a warning that
no unjustified postponement shall be allowed, as provided in Section 19 of this Rule.

The Summons and Notice to be served on the respondent shall be accompanied
by a copy of the Statement of Claim and documents submitted by the complainant,
and a copy of the Response (Form 4-lC) to be accomplished by the respondent. The
Notice shall contain an express prohibition against the filing of a motion to dismiss or
any other motion under Section 13 of this Rule.

SEC. 11. Response. - The respondent shall file with the Commission and serve
on the complainant within a non-extendible period of ten (10) days from receipt of
summons, a verified Response by any of the following means, to wit:

By filing with the Commission and serving on the complainant a duly
accomplished and verified Response (Form 4-lC). The Response shall be
accompanied by photocopies of the written denial of complainant's claim
with the grounds for its denial stated therein, the adjuster's report, if any, as
well as affidavits of witnesses and other evidence in support thereof. No
evidence shall be allowed during the hearing which was not attached to or
submitted together with the Response, unless good cause is shown for the
admission of additional evidence. The grounds for the dismissal of the
claim, under Rule 6 of lnsurance Memorandum Circular No. 2014-01 and
Rule 16 of the Rules of Court, should be pleaded; or

By filing a verified Response prepared by a lawyer provided that the
response contains the following, to wit:

i. The names and addresses of the parties,
ii. A brief statement of facts narrating how and when the loss

occurred;
iii. The grounds relied upon in the denial of the claim;
iv. Any of the grounds for the dismissal of an action under Rule 6 of

lnsurance Memorandum Circular No. 2014-01 and under Rule
16 of the Rules of Court, if any; and

v. Accompanied by photocopies of the written denial of
complainant's claim with the grounds for its denial stated
therein, the adjuster's report, if any, as well as affidavits of
witnesses and other evidence in support thereof.

a

b



SEC. 12. Effect of Failure to File Response. Should the respondent fail to file his
Response within the required period, the Commission shall render judgment as may
be warranted by the Staternent of Claim and other evidence attached.

SEC. 13. Prohibited Pleadings and Motions. The following pleadings, motions, or
petitions shall not be allowed in the cases covered by this Rule:

(a) Motion to dismiss the complaint;

(b) Motion for a bill of particulars;

(c) Motion for new trial, or for reconsideration of a judgment, or for reopening of
trial;

(d) Petition for relief from judgment;

(e) Motion for extension of time to file pleadings, affidavits, or any other paper;

(f) Memoranda;

(g) Petition for ceftiorari, mandamus, ot prohibition against any interlocutory order
issued by the Commission;

(h) Motion to declare the respondent in default;

(i) Dilatory motions for postponement;

O Reply;

(k) Third-party complaints; and

(l) lnterventions

SEC. 14. Availability of Forms;Assisfance by Personnel.-The personnel of the
Claims Adjudication Division and the District Offices shall provide such assistance as
may be requested by a complainant or a respondent regarding the availability of
forms and other information about the coverage, requirements as well as procedure
for small claims cases.

SEC. 15. Appearance. - The parties shall appear at the designated date of
hearing personally.

Appearance through a representative may be allowed for a valid cause. The
representative cf an individual-party must not be a lawyer, and must be related to or
next-of-kin of the individual-party. Juridical entities shall not be represented by a
lawyer in any capacity.



The representative must be authorized under a Special Power of Attorney (Form
7-lC) lo enter into an amicable settlement of the dispute and to enter into stipulations
or admissions of facts and of documentary exhibits.

SEC. 16. Appearance of Attorneys Nof Allowed - No attorney shall appear in
behalf of or represent a party at the hearing, unless the attorney is the complainant.

lf the Hearing Officer determines that a party cannot properly present his/her
claim or defense and needs assistance, the Hearing Officer may allow another
individual who is not an attorney to assist that party upon the latter's consent.

SEC. 17. Non-appearance of Parties.-Failure of the complainant to appear shall
be cause for the dismissal of the claim without prejudice. The respondent who
appears shall be entitled to judgment only on a compulsory counterclaim.

Failure of the respondent to appear shall have the same effect as failure to file a
Response under Section 12 of this Rule.

Failure of both parties to appear shall cause the dismissal of both the claim and
counterclaim without prejudice.

SEC. 18. Posfponement When Allowed. A request for postponement of a hearing
may be granted only upon proof of the physical inability of the party to appear before
the Commission on the scheduled date and time and upon payment of
postponement fee in the amount of Five Hundred Pesos (P500.00) as provided
under lC Circular Letter No. 2014-15. A party may avail of only one (1)
postponement.

SEC. 19. Duty of the Hearing Officer At the beginning of the session, the hearing
officer shall read aloud a short statement explaining the nature, purpose and the rule
of procedure of small claims cases.

SEC. 20. Hearing. The Hearing Officer shall endeavor to bring the parties to an
amicable settlement of their dispute. Any settlement of the dispute shall be reduced
into writing, signed by the parties and submitted to the Division Manager for approval
(Form $-lC).

Settlement discussions shall be strictly confidential and any reference to any
settlement made in the course of such discussions shall be punishable by contempt.

Sec. 21 . Failure of Settlement. - lf efforts at settlement fail, the hearing shall
proceed in an informal and expeditious manner and shall be terminated within five
(5) hearing days.

SEC. 22. Decision. The Commission shall render its decision within thirty (30)
days from the last scheduled hearing based on evidence presented. The decision
shall immediately be entered in the docket for small claims cases and a copy served
to the parties.

The decision shall be final and unappealable.



SEC.23. Execution.- Upon motion (Form 11-lC) bythe interested party, a Pre-
Execution Conference shall be set by the Hearing Officer and an Order of execution
and satisfaction of judgement shall be executed.

SEC. 24. Applicability lnsurance Memorandum Circular No. 2014-01 and of the
Ru/es of Civil Procedure.-lnsurance Memorandum Circular No. 2014-01 and the
Rules of Civil Procedure shall be suppletory insofar as they are not inconsistent with
this Rule.

SEC.25. Separability Clause.lf any provision of this Code or any part hereof be
declared invalid or unconstitutional, the remainder of the law or other provisions not
othenruise affected shall remain valid and subsisting.

SEC. 26. Effectivity.- This Circular shall be published in any of the top three (3)
major broadsheet newspapers circulated nationwide and shall take effect on
September 1,2016.

EMMA DOOC
lnsurance missioner
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I NSUR.ANC E MEMORAI,IDUM
clRcuLAR NO. -ir3-ri

RULES OF PROCEDURE: FOR AOJUDICATION OF CASES AGAINST HEALTH
II,I,.INTEhIANCE OR(;ANIZATIONS IN THE INSURANCE COMMISSION

Pursuant to Section 4 of Executive Order No. 192, Series of 2015, which
transfr:rred the regulation and supervision of all Fealth Maintenance Crganizations
(HlllOs) to the lnsur;lnce ]ommission {lC), the following Rules of Procedure for
Adjudicatir:n of Cases ,against HMOs are hereby adop,ted and promulgated:

RULE I

IITLE AND CONSTRUCiTION

SECTION 1. TITLE OF THE: RULES. - These Rules shall be known as "The Rules of
Proce,Jure for Adjudication c,f Cases Against Health Maintenance Organizations in the
lnsrra nce Comnrissior."

SESTICN 2. CONSTRUCTIT)N. - These Rules shall be liberally construed to carry out
the obfectrves obtaining just. expeditious and inexpensive resolution and settlement of
disputes.

SECTION 3. SUPPL[:TOR\/ APPLICATION OF 'f[.lE RULES OF COtJRT. - ln the
abs;encr: of any applicerble provision in these Rules, tl're pertinent provisions of the Rules
of Cour: of the Philippi'res m ry, in the interest of expeditious dispensation of justice and
whenever prracticable and convenient, be applied by analogy or in a suppletory
charaot,:ir and efl'ect.

RULE II

SCOPE AND JURISDICTION

SE,ITION 1 SCOPE r\ND JURISDICTION. - This Rrrles shall gcvern hearings of such
clairns and complaints wherer the issue/s pertain to rembership issues or benefits and
serv'ice$ issues rruith an HMt) under an Hl\{() agreerxent. Except as to the amount of
actr.,ral rJamages, altorney's fees and costti, which include filing fees and litigation
expenses, no otlrer forn of damages shall be recoverable.

This Rules will only apply for complaints filed by a nre,mber against an HII/O. This Rules
will not apply in disputes arising frorn the contrar;t;al relations between HMOs and
affi;iatec hospitals. medical clinics, and physicians.
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RULE III
DEFINITION OF TERII/|S

Sf :TION 1 Definition of Terms. - For purposes of this Rule

(a) Complainartf refers tc, the member, whether a natural or juridical person, who
initiated a complaint a,gainst an HM0 doing business in the Philippines, for issues
pertaining to membership with an H[/O or denial of benefits and services under
an HMO agreement,

(b) Respondent is the HM0 against whom the relief sought is directed;

(c) Person is a natural individual, corporati,rn, partnership, limited liability
partnership. association, or other juridical entity endowed with personality by law;

(d) Health lrlaintenance Organization \HMO) rerfers to a juridical entity legally
organized to provide or arrange for the prov sion of pre-agreed or designated
health care services to its enrolled members for a fixed pre-paid fee for a
specified period of time.

ie) Atember refers to the prinicipal andlor dependent who is eligible and has been
accepted for members;hip by an HMO after conrplying with the Eligibility Provision
and who is currently enrolled under an HIvlO ag;reement.

(f) Complarnf refers lo a pleading alleging the cause or causes of action of the
complainant. The nalnes and addresses of all complainants and respondents
must be stated in the r;omplaint" lt shall be verified under oath by the complainant
with a cerlificate of non- forum shopping. A party having more than one cause of
action against the respondent, arisirrg out of the same HMO Agreement, shall
include all of them in crne complaint;

(g) Answer refers to a ple,lding in which a responcent sets forth his defenses. lt shall
be verified under oath by the authorized representative of the respondent;

(h) Cerlificate ta File Action refers to a certificatic,n or any written document issued
by the Public Assistance and Mediation Divis,ion certifying the fact that parties
had undergone mediation and failed to reach an amicable setilement;

(i) filembershrjr /ssues include, but are not limited to, any of the following:

1. Elgib,ility for Enrollment;
2. Cancellation of Membership;
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3. Return of Memtrership Fees upon cance'llation of mernbership;
4. Effective Date and Expiry Date of Membership; and
5. Membership Fees;

(1) Benefits and Seruices /ssues include, but are not limited to, any of tlre following

1. Determination if a particular injury, illness, disability, or defect is covered
under an HMO Agreement;

2. Annual Benefit Limit;
3. Eligible Expenses;
4. lssuance/Non-lssuance of Letter of Autl',ority;
5. Maximum Benefit Limit;
6. Medical Necessity; and
7. Room and Board Accomodation;

(k) Commission refers to the lnsurance Commission and its District Offices,

(l) Commissioner refers to the lnsurance Commissioner,

(m)Heartng Officer refers 1.o a lawyer/s under the Claims Adjudication Division and
the District Otfices with the position of at least lC Attorney l, and

{n) Doctor's Affidavit refers to an affidavit executed by the attending physician or
company physician, as the case may be, subrnitted by both parties in support of
their respective posilion as to why a particular injury, illness, disability, or defect
is covered or not convered under an HMO Agreement.

RULE IV
PLEADINGS, NOTICE$ AND APPEARANCES

SECTION 1. PLEADINGS ALLOWED. - The only pleadings allowed to be filed are the
complaints and the answers thereto which shall be verified under oath.

SECTION 2 CAPTION AND TITLE. - ln all cases filed with the Commission, the party
initiating the action shall be called the "Complainant" and the opposing party the
"Respondenl".

The full names of all the real pafties in interest, whether natural or juridical persons or
entities authorized by law, shall be stated in the caption of the complaint. as well as in
the decisions, resolutions or orders of the Commission.

SECTION 3. FILING AND SERVICE OF PLEADINGS. - All pleadings in connection with
a case shall be filed with the the Commission, as the case may be.

The party filing a pleading shall serve the opposing parties with a copy and its
supporting documents No pleading shall be considered without proof of service to the
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opposing parties except if filed simultaneously during a schedule set before the
Commission.

SECTION 4, SERVICE OF NOTICES, RESOLUTIONS, ORDERS AND DECISIONS -
a) Notices and copies of resolutions or orders, shall be served upon the parties by
registered mail or by private courier;

b) ln case of decisions, copies thereof shall be served on both parties and their counsel
or representative by registered mail or by private courier, Provided that, in cases where
a party to a case or his/her counsel on record personally seeks service of the decision
upon inquiry thereon, service to said party shall be deemed effected as herein provided.
Where parties are numerous, service shall be made on counsel and upon such number
of complainanls, as may be practicable.

For purposes of appeal, the period shall be counted from receipt of such decisions.
resolutions, or orders by the counsel or representative of record.

SECTION 5. APPEARANCES, *

a) A lawyer appearing for a party is presumed to be properly authorized for that
purpose. ln every case, he/she shall indicate in hislher pleadings and motions his/her
Attorney's Roll Number, as well as hislher PTR and IBP numbers for the current year
and tt/CLE compliance.

b) Appearances of a non- lawyer in contravention of this section shall not be recognized
in any proceedings before this Commission.

c)Appearances may be made orally or in writing. ln both cases, the comptete name and
office address of counsel or authorized representative shall be made of record and the
adverse party or his counsel or authorized representative properly notified.

d) ln case of change of address, the counsel or representative shall file a notice of such
change. copy furnished the adverse party and counsel or representative, if any.

e) Anv change or withdrawal of counsel or authorized representative shall be made in
accordance with the Rules of Courl.

SECTION 6. AUTHORITY TO BIND PARW. - Counsel or other authorized
representatives of parties shall have authority to bind their clients in all matters of
procedure, but they cannot, without a Special Power of Attorney or express consent,
enter into a compromise agreement with the opposing party in full or partial discharge of
a c:ient's claim.
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RULE V
PROCEEDINGS BEFORE THE INSURANCE COMMISSION

SECTION 1. NATURE OF PROCEEDINGS. - The proceedings before the Commission
shall be non-litigious in nature. Subject to the requirements of due process, the
technicalities of law and procedure and the rules obtaining in the courts of law shall not
strictly' apply thereto. The Hearing Officer may avail himself/herself of all reasonable
means to ascertain the facts of the controversy speedily, including ocular inspection and
examination of well- informed persons.

SECTION 2. COMMENCEMENT OF ACTION. - An aclion shall commence upon the
filing of a complaint verified under oath with a certificate of non-forum shopping,
cerftificate to file action, and payment of docket fees.

lf the complaint does not include the certificate to file action as defined under Section
1(h), ttule 3, the hearing officer of this Commission must endorse the complaint to the
Public Assistance and Mediation Division of this Commission for the conduct of
mediation, if none has been had, or the issuance of a certificate to file action. if
mediation had already been conducted and terminated.

SECTION 3. DOCKET FEES. - Upon the filing of a complaint, the complainant shail
pay a docket fee to be determined on the basis of the principal amount being claimed,
exclus;ive of interest and attorney's fees as follows, to wit:

Princil:al Amount Being Claimed

P100,,100.00 and below

More lhan P100,000.00 up to p200,000.00

More than P200,000.00 up to p300,000.00

More than P300,000.00 up to p400,000.00

More than P400,000.00 up to p500,000.00

More than P500,000.00 up to p600,000.00

More than P600,000.00 up to p700,000.00

More than P700,000.00 up to P800,000.00

More than P800,000.00 up to p900,000.00

More than P900,000.00 up to
P1,001,000,00

Docket Fee

P1.000.00

2,000 00

3,000.00

4,000 00

5,000.00

6,000.00

7,000 00

8,000.00

9,000 00

10,000.00

More than P1,000,000.00 up to
P2,00,1,000.00
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More Lhan P2,000,000.00 up to 20,000.00
P3,00,1,000.00

More lhan P3,000,000.00 up to 25,000.00
P4,000,000.00

More than P4,000.000.00 up to 30,000.00
P5,000,000.00

More than P5,000,000.00 35,000.00

Plus an amount equivalent to one percent (1%) of the filing fee but in no case shall be
less than Ten Pesos (P10.00) to be collected as Legal Research Fund Fee in
accordance with Republic Act No. 3870, as amended by President Decree No. 1856,
dated December 26, 1982.

SECTION 4. INDIGENT PARTY. - A party may be authorized to litigate his action as
an indigent if the Commission, upon an ex pade application and hearing, is satisfied that
the party is one who has no money or property sufficient and available for food, shelter,
and basic necessities for himelf and his family.

Suoh authority shall include an exemption from payment of docket and other lawful fees
ancl of transcripts of stenographic notes. The amount of the docket and other laMul fees
which was exempted shall be a lien on any judgment rendered in the case favorable to
the indigent.

SECTION 5. DOCKETING OF COMPLAINT - After payment of the docketing fee, the
Commission shall enter the case in its docket book and a corresponding case number
shall be inscribed in the complaint.

SECTION 6. ISSUANCE OF SUMMONS. - Within five (5) days from receipt of a
complaint or amended complaint, the Hearing Officer shall issue the required summons,
attaching thereto a copy of the complaint or amended complaint and its annexes, if any.
The summons shall direct the respondent to file an answer within ten (10) days from
receipt thereof.

SECTION 7. SERVICE OF SUMMONS. - Summons shall be served personally upon
the parties by a duly authorized public officer or by registered mail/private courier within
three i3) days from issuance thereof; Prov,ided, that in special circumstances. service of
summons may be effected in accordance with the pertinent provisions of the Rules of
Court.

SE,]TION I ANSWER. - Within ten (10) days frorn service of summons, the respondent
shall file his answer to the complaint and serve a copy thereof on the complainant.
Aflirmative and negative defenses not pleaded therein shall be deemed waived, except
for lack of jurisdiction over the subject matter.

No Motion for Extension of Time to file an answer shall be allowed.
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SECTION L EFFECT OF FAILURE TO ANSWER. - Should the respondent fail to
answer the complaint within the period above provided. the Comrnission, motu prop
or on motion of the complainant, shall render judgment as may be warranted by the
facts alleged in the complaint and limited to what is prayed for therein: Provided,
however, that the Commission may in its discretion reduce the amount of interests and
attorney's fees claimed for being excessive or othenruise unconscionable.

SECTION 10. PROHIBITED PLEADINGS AND MOTIONS. - The following pleadings
and motions shall not be allowed and acted upon:

a) Motion to dismiss the complaint except on the ground of lack
of jurisdiction over the subject matter, res iudicata,
prescription, extingshuishment of liability by payment, and
forum shopping;

b) Motion for Extension of Tirne to File an Answer:

c) Motion for a bill of particulars;

d) Motion for new trial;

e) Petition for Relief from Judgment;

0 Motion to declare respondent in default,

g) Motion for reconsideration of any decision or any order of the
Hearing Officer;

h) Appeal from any interlocutory order of the Hearing Officer,
such as but not limited to, an order:

1" denying a nrotion to dismiss;
2. denying a molion to inhibit;
3. denying a motion for issuance of writ of execution; or
4. denying a molion to quash writ of execution;

i) Arpeal from orders issued by the Hearing Officer in the
course of execution proceedings; and

j) Such other pleadings, motions and petitions of similar nature
intended to circumvent above provisions.

SECTION 1 1. MOTION TO DISMISS. - The respondent may file a motion to dismiss on
grounds provided under Section 10, paragraph (a) hereof within the period of filing an
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answer. Such motion shall be irnmediately resolved by the Hearing Officer through a
written order. An order denying the motion to dismiss, or suspending its resolution until
the final determination of the case. is not appealable.

SECTION 1?. EFFECT OF TAILURE T0 FILE MOTION TO DISMISS. - No motion to
dismiss shall be allowed or entertained after the lapse of the period provided in Section
8 hereof.

SECTION 13. PRE-TRIAL CONFERENCE. - Not later than thirty (30) days after the last
answer is filed, a Pre-Trial cc'nference shall be held.

a) The pre-trial conference shall be called for the purpose of:

(1) discussing the possibility of amicably settling the case upon a fair
compromise;

(2) determining the real parties in interest;

(3) determining the necessity of amending the complaint and including all causes
of action;

(4) defining and simplifying the issues in the case;

(5) entering into admissions or stipulations of facts;

(6) marking of supporting documents and affidavits as evidence; and

(7) threshing out ali other preliminary matters. The Hearing Officer shall
personally preside over and take full control of the proceedings.

SE'ITION 14. EFFECI OF FAILURE OF SETTLEMENT. - lf the parties fail to agree on
an arnicable settlement, either in whole or in part, during the Pre-Trial Conference, the
Hearing Officer shall proceed to the other purposes of the said conference as
enumerated in Section 13(a) hereof.

SECTION 15. NON- APPEARANCE OF PARTIES. - The non- appearance of the
cornplainant during the Pre-Trial Conference scheduled in the summons, despite due
notice thereof, shall be a ground for the dismissal of the case without prejudice.

ln r;ase of non- appearance by the respondent, the Hearing Officer shall immediately
terminate the Pre-Trial Conference and direct the complainant to file a verified position
paper and submit evidence in support of hisiher causes of action and thereupon render
hisiher decision on the basis of the evidence on recorC.

SECTION 16. SUBMISSION OF POSITION PAPER AND REPLY. - Within five (5)
calendar days after the termination of the Pre-Trial Conference and no settlement or
cornpromise agreement having been agreed upon by the parties, the Hearing Officer
shail:
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a) Direct the parties to submit simultaneously their verified position papers with
suf,porting documents and affidavits marked during the mandatory conciliation and
mediation conference, including the doctor's affidavit. on a date set by himlher within
fifteren (15) calendar days from the date of terrnination of the mandatory conciliation and
mediation conference.

b) No amendment of the complaint shall be allowed after the filing of position papers,
unle$s with leave of the Hearing Officer.

c) I-he position papers of the parlies shall cover only those claims and causes of action
stated in the complaint or arnended complaint, accompanied by all supporting
documents, including the affidavits of doctors and other witnesses, which shall take the
place of their direct testimony, excluding those that may have been amicably settled.

d) Within fifteen (15) days from receipl of the position paper of the adverse party, a reply
may be filed on a date agreed upon and during a schedule set before the Hearing
Officer. The reply shall not allege and/or prove facts and any cause or causes of action
not referred to or included in the original or amended complaint or raised in the position
paper.

SECTION 17. DITERI/IINATION OF NECESSITY OF HEARING OR CLARIFICATORY
CONFERENCE. - lmmediately after the submission by the parties of their position paper
ancl reply, as the case may be, the Hearing Officer shall, motu proprio, determine
whr:ther there is a need for a hearing or clarificatory conference. At this stage, helshe
may, at his/her discretion and for the purpose of making such determination, ask
clarificatory questions lo further elicit facts or information, including but not limited to the
subpoena of relevant docurnentary evidence, if any, from any party or witness.

SECTION 18. ROLE OF THE HEARING OFFICER IN HEARING AND
CLARIFICATORY CONFERENCE. - a) The Hearing Officer shall take futt control and
personally conduct the hearing or clarificatory conference and may ask questions for the
purpose of clarifying points of law or facts involved in the case, The Hearing Officer may
allcw the presentation of testimonial evidence with right of cross- examination by the
opposing party ernd shall limit the presentation of erridence to matters relevant to the
issue before him/her and necessary for a just and speedy disposition of the case.

b) The Hearing Officer shall make a wrilten summary of the proceedings. including the
substance of th,a evidence presented, in consultation with the parties. The written
surxmary shall be signed by :he parties and shall form part of the records.

SECTION 19. I\ON. APPEARANCE OF PARTIES, AND POSTPONEMENT OF
HT.AR INGS ANTI CLARI FICATORY CONFERENCES.

a) The parties and their counsels appearing before the Hearing Ofiicer shall be
prepared for continuous hearing or clarificatory conference. No postponement or
continuance shall be allowed, except upon meritorious grounds and subject to the
requirernent of expeditious disposition of cases. The hearing or clarificatory conference
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shall be terminated 'arithin thirty (30) calendar days from the date of the initial

clarific;atory conference.

b) ln case of non- appearance of any of the parties during the hearing or clarificatory
conference despite due notice, proceedings shall be conducted ex- parte. Thereafter,
the case shall be deemed submitted for decision.

SECTION 20. SUBMISSION OF THE CASE FOR DECISION. - Upon the submission by

the parties of their position papers or replies or objections to the recommendation of the
medical consultant, or the lapse of the period to submit the same, the case shall be

deemed submitted for decision unless the Hearing Officer calls for a hearing or
clarificatory conference in accordance with Section 17 of this Rule, in which case, notice
of hearing or clarificatory conference shall be immediately sent to the parties. Upon
termination of the said hearing or conference, the case is deemed submitted for
decrsir:n.

SECTIOhI 21. PERIOD TO DECIDE THE CASE. - The Commission shall render its
decision within sixty (60) working days, without extension, after the submission of the
case by the parties for decision, even in the absence of stenographic notes.

SECTION 22. CONTENTS OF DEClSlOtlS. - The decisions and orders of the
Cornmission shall be clear and concise and shall include a brief statement of the: a)
facts of the case; b) issues involved; c) applicable laws or rules; d) conclusions and the
reasons therefor; and e) specific remedy or relief granted.

SECTION 23. FINALITY OF THE DECISION OR ORDER AND ISSUANCE OF
CERTIFICATE OF FINALITY .

(a) Any Decision or Order determining the merits of a case shall be in writing and signed
by the Commissioner and d rlop! thereof shall be served upon the parties personally or
by registered mail or private courier. The Decision cr Order of the Commission shall
become final and executory after the lapse of fifteen (15) days from the date of receipt
of a ccpy thereof by the parties unless a motion for reconsideration or an appeal from
such rlecision or order is fileclwithin the period herein prescribed.

(b) Certificate of Finality. - Upon expiration of the period provided in paragraph (a) of
this Section, the Commission may issue a certificate of finality upon written request
made by any of the parties to the case.

RULE VI
MOTION FOR RECONSIDERATION

SECTION 1. MOTION FOR RECONSIDERATION. * Within fifteen (15) calendar days
from receipt of the decision or order of this Commission, the aggrieved party may be
allowed to file a motion for reconsideration of such order, ruling or decision upon
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payment of P500.00. lf the motion is denied, lhe movant may appeal in accordance with

Section 1 of Rule Vll hereof. No second motion for reconsideration shall be allowed.

SECTION 2. OPPOSITION TO MOTION FOR RECONSIDERATION. _ WithiN fiftECN

(15) calendar days from receipt of the Motion for Reconsideration, the opposing party

may file hislher opposition thereto and serve a copy upon the movant.

SECTION 3, WHEN DEEMED SUBMITTED FOR RESOLUTION. - After the opposition
is filecl, or at the expiration of the period for filing the same without any such opposition
having been filed, the motion for reconsideration shall be deemed submitted for
resolution by the Commission, unless the Commission shall consider it necessary to
hear the oral arguments of the parties, in which case the Commission shall issue a

corresponding order or notice to that effect.

RULE VII
APPEAL

SECTION 1. HOW APPEAL lS TAKEN. - Any party affected by a final order, ruling, or
decision of this Commission may, within fifteen (15) days from notice of such order or
decision, file a verified petition for review in seven (7) legible copies with the Court of
Appeals, a copy of which shall be served on the Con-.mission and on lhe adverse party,

in accordance with Rule 43 of the Rules of Court. Proof of service of the petition to the
Commission and on the adverse party shall be attached to the petition.

SECTION 2. CONTENTS OF PETITION. - The petition for review shall contain a

concise statement of the facts and issues involved and the grounds relied upon for
review, and shall be accompanied by a duplicate original or certified true copy of the
ruling, award, order, decision, or judgment appealed from, together with certified true
copies of such material porlions of the record as are referred to therein and other
supporting papers. The petiiion shall state lhe specific material dates showing that it
was filed within the period required.

SECTION 3. EFFECT OF APPEAL. - The appeal shall not stay the award, judgment,
linal order or resolution sought to be reviewed unless the Court of Appeals shall direct
otherurise upon such terms as it may deem just.

RULE VIII
CONTEMPT

SECTION 1 DIRECT CONTEMPT. - The Commissioner or any Hearing Officer
authorized to conduct hearing or proceedings rnay summarily adjudge in direct
contempt any person who has committed or is committing any act of misbehavior in his
presence and while the proceedings is on going, including disrespect towards him,
offensive personalities towards others, or refusal to be sworn or to answer as a witness
or to subscribe an affidavit or deposition when lawfully required to do so. lf the offense
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is corrmitted against the Commissioner, the same shall be punished by a fine not

exceeding Two Thousand Pesos (P2,000.000) However, if the offense is committed
against any hearing officer, the same shall be punished by a fine not exceeding One
Thousand Pesos (P1,000.000).

SECTION 2. REIVIEDY. - The person adjudged in direct contempt may not appeal

therefrom but may avail himself of the remedies of certiorali or prohibition. The

execution of the judgment shall be suspended pending resolution of such petition,
provided such person filed a bond fixed by the Commission on the condition that he will
abide by and perform the judgment should the petition be decided against him.

SECTION 3. INDIRECT CONTEMPT * The Commissioner or Hearing Officer may also
cite any person for indirect contempt upon grounds and in the manner prescribed under
Rule 7'1 of the Rules of Court.

RULE VIII
EXECUTION PROCEEDINGS

SECTION 1. EXECUTION UPON FINALITY OF DECISION OR ORDER - a) A writ of
execution may be issued lLqtu proprio or on motion. upon a decision or order that has
beconre final and executory.

b) lf an appeal has been duly pedected and finally resolved by the Court of Appeals, a

motion for execution may be filed before the Commission upon submission of certified
true ccpies of the decisions or final orderls sought to be enforced including notice of
decisirrn or order and the entry of judgment, copy furnished the adverse party

SECTION 2. PRE- EXECUTION CONFERENCE. - Within ten (10) working days from
receipt of a motion for the issuance of a wril of execution which shall be accompanied
by a computation of a judgment award, if necessary. the Commission may schedule a
pre- execulion conference to thresh out matters relevant to execution including the finai
corrputation of monetary award.

Arty crrder issued by the Hearing Officer in the pre- execution conference is not
appealable.

SECTION 3. ISSUANCE, CONTENTS AND EtrFECTIVITY OF A WRIT OF
EXECUTION. - The writ of execution shall issue in the name of the Republic of the
Philippines signed by the Commission ordering a duly authorized public officer to
execute the decision, order, or award of the Commission and must contain the complete
name of the party, whether lratural or juridical, against whom the writ of execution was
issuecl, the dispcsitive portion thereof, the amount, if any, to be demanded, and all legal
fees trr be collected from the losing party or any other person required by law to obey
the same.
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A writ of execution shall be effective for a period of five (5) years from issuance thereof.
ln case of partial satisfaction of judgment during the lifetime of the writ, the Commission
shall motu prolrio issue an updated writ reflecting the amount collected and the
remaining balance.

SECTION 4. ENFORCEMENT CIF WRIT OF EXECUTION. - ln executing a decision,
resolution or order, the duly authorized public officer acting as Sheriff of the
Commission, shall serve the writ within five (5) days from receipt of the same and shall
be guided slrictly by the applicable rules under the Rules of Court, as amended.

RULE IX
EFFECTIVIT'Y AND SEPARABILITY CLAUSE

SECTION 1. SEPARABILITY CLAUSE. - lf any provision of this Rules of Procedure or
any part hereof be declared invalid or unconstitutional, the remainder of the law or other
provisions not otherwise affected shall remain valid and subsisting.

SECTION 2. EFFECTIVIW. - This Rules of Procedure shall be published in any of the
top three (3) rnajor broadsheet newspapers circulated nationwide and shall take effect
on lvlarch 1, 2018

DEN B. FUNA
lnsu ce Commissioner

{,*
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