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MEMORANDUM CIRCULAR NO. 12-2021 

POLICY O N MANAGEMENT OF REAL PROPERTY DOCUMENTS 

I. GENERAL STATEMENT 

By viltue of Section 22 (f) of Republic Act No. 9497, the Civil Aviation Authority of the 
Philippines (CAAP) is authorized to acquire, own, hold and administer rea] properties. 
Furthennore, all real properties of the Air Transportation Office (ATO) as well as contracts, 
records and documents relat'ing to the same have been transferred to CAAP by virtue of Section 
85 of the same Act. 

Thus, there is a need to prescribe a policy to regul ate the managem ·:;nt of the Authority's real 
property titles, which shall cover acti vi ties slIch as but not limited to : consolidati on, transmittal , 
custodianship/storage, verification and coordination with the relevant government offices, and the 
titling/reconstitution (whether judicial or administrative in nature) of titles. 

II. SCO PE 

This Memorandum Circular shall apply to all airports and air navigation facilities operated by 
CAAP (whether active or decommissioned), as well as all other CAAP­
owned/controlled/designated properti es whether in the Head Otfice or the Area Centers. 

III. DECLARATION OF POLICIES FOR EXISTING DOCUMENTS 

Section ]. Custodianship - The Central Records and Archives Division (CRAD) under the 
Adminish'ative and Finance Service shall hereby act as the official custodian of all physical 
original copies of Ori gi nal Certificate of Ti tl e (OCT), Transfer Certificate of Title (TCT), Tax 
Declarations, Deeds of Sale and other evidences of ownership of all properti es subsum ed under 
Section 11. Under no such circllmstances shall Area Centers/Airports maintain cListodianship over 
the physica l, ori ginal copy of the aforementioned documents. 

Likewise, in the event where CAAP does not possess original copies of .' uch documents (i .e . onJy 
Certified True Copies or photocopied documents are available) , the CRAD shall also maintain 
physical copies of the same in perpetuity . 

As an added securi ty measure, the CRAD shall also scan and maintain e lectronic copies of all real 
property titles in its custody, whether original, Celtified True Copy or hotocopy. 

The C RAD shall be deemed accountable for the storage of these aforementioned documents 
(whether physical or electron ic), and shall be responsible for developing and impl ementing 
systems and procedures to regulate access, ensure the security and safe eepillg of the same, and to 
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tracklrecord all documents in its custody. The database to be mai itained by CRAD shall be 
considered the Authority's OFFfCIAL database oheal property c1ocl:ments. 

AJI Airports and Area Centers are hereby mandated to tum-over the original copies of all sllch 
docllments to the CRAD before .hme 30, 2021 subject to the guidelines and procedures for 
transmittal contained in Section 2. 

Section 2. Transmittal. - Under no such circumstance shall original copies of real property 
documents be transmitted to the Head Office / CRAD through registered mail/official courier 
service. All original copies shall be personally and pbysically delivered by a plantilla employee 
dul y designated by the Area! AirpOlt Manager. . . 

While Certified True Copies and photocopied documents shall preferably be delivered personally 
as well , these may be sent through registered mai l/official courier if circumstances prohibit 
personal delively. 

Section 3. Receipt and Release of Real Property Documents - As the official custodian of original 
real property documents, only the CRAD shall be authorized to recei ve and accept real property 
docllments being turned over by other government agencies to CAAP. All Area Centers/Airports 
must coordinate with CRAD for matters regarding the turn-over of titles. As such and on behalf of 
the Director General , the CRAD is hereby authOlized to sign as the receiving party on Property 
Transfer Reports for land assets. 

In the event of transfer of CAAP propelties to other govemment agencieslinstrumentalities which 
require the rel ease/surrender of the original copies of the real propelty docnments, tbe CRAD shall 
secure a legal pass from the Enforcement and LegaJ Service (ELS) as well as Auth ority from the 
Director General prior to release. 

Furthermore, onl y the CRAD shall be authorized to Issne Celtified True Copies of the 
aforementioned documents. 

Section 4. Parcellary Plans/Surveys - The Aerodrome Development and Management Service 
(ADMS) shall be the official custodian of all parcel1ary plans/surveys for all CAAP­
owned/controll ed/designated properties, and shall be the only office a thorized to issue Certified 
True Copies of the same. 

Section 5. Records Management in Area Centers/Airports - While CRAD is the official custodian 
of original / Certifi ed True Copies of real property documents, Area Centers / Airports / faciliti es 
are not precluded from retaining copies of the same docllments duJy celtified by CRAD. As such , 
all Area Centers and Airp011s are hereby directed to maintain Certified True Copies and/or 
photocopies of documents pertaining to real property within their jurisdiction . Area Centers shall 
maintain copies of documents peltaining to all Airports, Air Naviga tion Facilities and other 
properti es within their jurisdiction . 
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Furthennore, Area Cen ters and Airports must maintain both physical and electronic copies and 
shall maintain a database to track/record aU slich documents in their custody. 

Section 6. Recording in Book of Acconnts - In the event of transfer of Land and/or Land 
Improvement assets from other govemment agencies to CAAP, the aforementioned assets shall be 
recorded in the book of accoun ts of the Area Center concerned. The process flow in Annex A shall 
be strictl y observed . 

Section 7. [nventory of Titles/Status of Titl ing - The Asset Management Division (AMD) under 
the Corporate Planning Office shall be responsible for maintaining a dat'abase monitoring the status 
of titling of the Authority's real properties. At a minimlllTI , the said database shall identify which 
documents (and what type of documents) are cUlTently in the possession of CAAP and which lots 
these documents cover. 

In coordination with the Services, Area Centers and Airports, they shall also detennine and 
monitor which lots in CAAP-owned/controlledldesignated properties have no conesponding 
documentation establishing the Authority's ownership. 

In connection to tbe aforementioned duties and responsibilities, the CRAD, Area Centers and 
Airports are hereby instructed to grant the AMD access to their corresponding databases and 
documents . 

Section 8. E-TitJes - Tn order to secure alld safeguard th e Authority ' s property, all paper titles 
nam ed to the Civi l Aviation Authority of the Philippines shall be upgraded to Electronic Titles, 
subject to the rul es, regulations and procedures of the Land Regisb'ati n Authority (LRA). The 
CRAD shall be responsible for conducting all activities pertinent to th e upgrading of titles . 

IV. DECLARATION OF POLICIES FOR TITLING/LEGAL DOCUMENTATION 

Section 9. Single Point of Contact (SPOC) for Area Centers and Airpolis - The provisions of the 
Memorandum dated 29 July 2020 with subject "Single Point of Contact (SPOC) for Area Center / 
Airport Asset Management Concerns" are hereby reiterated. 

All Cluster Heads are directed to ensure the designated of a qualified and competent SPOC in each 
and every Area Center under their supervision . The Area Center SPOC sball act as a focal person 
through whom Asset Management concems for all airports/facilities within the Area Center shall 
be coursed, coordinated, clarified and followed-up with . The Area Center SPOC shall also 
supervise and monitor the compliance of Ajrport/Facility SPOCs to AMD's request for 
information/data/coordinati on . 

In turn , all CAAMs are directed to ensure the designated of qualified and competent SPOC to the 
airport managers/facilities-in-charge under their supervision. The Airport/Facility SPOC shall 
coordinate with the Area Center SPOC 011 all airport/facility asset management matters,including 
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but not limited to: property titling, inventory of real properties, and. coordination with Local 
Government Units and other government offices as necessary. 

Furthermore, the provisions of the Memorandum dated 22 September 2020 with subject "Celtified 
True Copies (CTC) for Photocopies of CAAP Real Propel1ies" are hereby reiterated. 

All SPOCs are tasked to use available records (i.e . photocopies of property titles, tax declarations 
I all docHments available that reflect the lot num bers covered by their respective airp011s I facilities) 
to apply for Certified True Copies (CTCs) of said documents from tbe corresponding offices 
below: 

a. Local Register of Deeds (RDs) - Certified True Copies of property titles 

b. Local Assessor ' s Office - using the lot number as reflected in the Tax Declaration of 
parcel s of land covered by their respective airports I facilities , to detennine the 
corresponding property title, if a.ny. Once the property title has been confirmed, SPOCs will 
proceed to local RDs to obtain a Celti fied True Copy of the property title covering the lot/s 
that constitute their airport/facility . 

Section J O. Rea.l Estate Titling Task Force - fn order to expedi te the titling and legal 
documentation of the Authority ' s real propelties, a Real Estate Titling - Task Force (RET-TF) 
shall hereby be constituted. The Task Force shall be chaired by the Enforcement and Legal Service, 
co-chaired/vice-chaired by tbe Corporate Planning Office (through the Asset Management 
Division) and shall have representatives from the Aerodrome Devc]opment and Management 
Service (ADMS) and CRAD. 

The RET-TF shall perform the following fUllctions : 
1. Determine which lots controlled by CAAP have no existing documentation; 
2. Formulate the strategy to establish and document ownership over CAAP-controlled 
properties; . 
3. Coordinate with the appropriate govemment instrumentalities for the renaming/transfer 
of ownersltip for titles bearing the CAAP's predecessors-in-interest (including but not 
limited to the Bureau of Air Transportation, Civil Aeronautics Administration , Air 
Transportation Office) as owner; 
4. Coordinate with the appropriate government instnunentalities for the 
adm i nistTative/j udicial reconstitution of titles; 
5. Monitor the status of titling of CAAP properties; 
6. Monitor the activities of the Real Estate Titling-Working Group 

A Real Estate Titling-Tecbn:ical Working Group (RET-TWG) shall be constituted in every Area 
Center to cover airport, air navigation facilities and CAAP-ov,'11ed/cont:rolledldesigllated properties 
in their jurisdiction. Each RET-TWG shall be composed of three (3) personnel designated by the 
respective Area Manager, to be led by the Area SPOC. 

CiVIL AVIATION AUTHORITY 
OF THE PHILIPPINES 

CERTIFIED PHOTOCOPY 
(NOT VALID WITH ER ASUR ES/ALTERATION) 

~.., "'-,/Z..'Zez" 
MAR AARON N. DE LEON 

Records Officer I 
Cen tral Records and Archives DiviSion 

CRAD_Document Management System | Date Issued : 06-11-2021



Republic of the Philippin~& 
CIVIL AVIATION AUTHORITY OF THE PHILIPPINES 

The RET-TWG shall pelform the following functions : 
I . ColJect and consolidate records of land within the area (area center/airport/facility) of 
operations; 
2. Engage appropriate coordination activities with the Registry of Deeds, 
Provincial/City/Municipal Assessor ' s Office, City/Municipal Treasurer ' s Office, COUlts, 
and otber related/government offices for the collection of records affecting CAAP 
properti es; 
3. Provide necessary logistical support to undeltake preparatory activities including, but not 
Limited to tr3Jlsportation and accommodation . 

Section ]] . Non-Compliance - Non-compliance w:ith the aforementioned policies, rules and 
regulations shall be subject to disciplinary and/or administrative sanctions . 

Section 12. Separability Clause - If any section or part of this Memorandum Circular is held 
unconstitutional or invalid, the other sections or provisions not other'ri se affected sha l1 remain in 
fLl I I force or effect. 

Secti on 13. Superseding Clause - All CAAP issuances in conflict herewith ar~uperseded. 

Section 14. Effectivity - This Circular shall take effect immediately upon issuance. 

For strict compliance and immediate implementation . 

-- .---~~------
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ANNEX A 

PROCESS FLOW FOR RECORDfNG OF LAND AND/OR LAND IMPROVEMENT ASSETS 

Responsible Office Sequence 
No. 

Source Agency 1 

Office of the Director 2 
General (ODG) 

Central Records & 3 
Archives Div ision 

(CRAO) 
CRAD 4 

CRAD 5 

CRAD 6 

Office of the Director 7 
General ---

Source Agency 8 

Office of the Director 9 
General 

Accounting Di vision 10 
(AD) 

Area Center - 11 
Accoun ting 

AD 12 

ODG 13 

Activity 

Transmits three (3) copies of Property T"ansfer Report 
(PTR) and original copy of Transfer Certificate of Title 
(TCT) to the Civil Aviation Autl~ority of the Philippines 
(CAAP) 
Acknowledges receipt of the aforementioned documents 
and routes the same to the Central Records & Archives 
Division (CRAD) for appropriate action. 
Signs the PTRs as receiving party on behalf of CAAP and 
retains one copy for its own records. 

Catalogues the recei ved TeT in CRAO database and stores 
the original copy in designated storage area 
Issues Certifi ed True Copy (CTC) of the received TCT. 
The CTC of the TCT and one (1) copy of tile signed PTR 
shall be fOlwarded to the Accounting Di vision. 
Prepares memo to Source Agency for the transmittal of the 
signed PTR. FOlwards the transmittal memo and one (1) 
copyofthe signed PTR to ODG. 
Signs the transmittal memo and endorses the same with 
one ( 1) copy of the signed PTR to Source Agency 
Receives signed PTR and issues Journal Entry Voucher 
(JEV) 
Acknowledges receipt of the JEV issued by the Source 
Agenc)" and forwards the same to the Accounting Division 
Checks for completeness of documents prior to transmittal 
to the Accounting office of the concerned Area Center 
Receives one (1) copy of the sig ed PTR, CTC of the TCT 
and th e JEV from the Source Agency. Records the 
transferred asset in books of ac.counts and issues .lEV. 
Fmni si1 es Accountin g Division and Asset Management 
Division with copy of the .fEV. 
Receives JEV issued by Area Center and prepares 
transmittal letter to Source Agency for signature of the 
Director General. 
Signs and endorses transmittal letter and JEV from Area 
Center to the Source Agency . 
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