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           ORP NO. ______________
Date ____ / ____ / 200__

The Administrator

COLUMBARY OF THE DIVINE MERCY SHRINE

26th Floor, Suite 2610, Raffles Corporate Center,

F. Ortigas Jr., Road (Emerald Avenue), Ortigas Complex,
Pasig City, Philippines 1605

Dear Sir:

I/We would like to request your office to effect the endorsement of my/our Columbary Vault for (please check only one): ( TRANSFER OF OWNERSHIP; ( ASSIGNMENT OF OWNERSHIP; ( CHANGE OF UNIT/LOCATION; with Columbarium Unit Serial No. __________; Type __________; Class __________; Area-Block _______; Row-Unit No. _______; Certificate of Ownership No. __________, and registered under the name of ___________________________________, the Owner.

[IF TRANSFER/ASSIGNMENT OF OWNERSHIP]

Please process the transfer/assignment of ownership of my/our Columbary Vault in favor of the name of: ___________________________________, with address at _________________________________________ ________________________________________________.

[IF CHANGE OF UNIT/LOCATION]

Please process the change of unit/location of my/our Columbary Vault under new location with Serial No. __________; Type __________; Class __________; Area-Block _______; Row-Unit No. _______.

I/We submit herewith the documents and fees required (refer below) for processing of my/our request.

Respectfully requested,




Willfully accepted,

REGISTERED OWNER:




TRANSFEREE/ASSIGNEE:









[IF TRANSFER/ASSIGNMENT OF OWNERSHIP]

__________________________________________
__________________________________________

SIGNATURE OVER PRINTED NAME


SIGNATURE OVER PRINTED NAME

GUIDELINES ON CHANGING THE OWNERSHIP OR UNIT/LOCATION OF COLUMBARIUM UNIT

1. All Columbarium Units are transferable, assignable, changeable, and sellable to another person or entity.

2. Any changes, either for the ownership or unit/location of the Columbary, the following must be complied:

· The new owner, transferee, assignee, or buyer must agree to the Offer to Reserve/Purchase signed by the original owner. The new owner must also sign a new Offer to Reserve/Purchase.

· If a sale transaction, the seller must execute a Deed of Sale in favor of the buyer. Government taxes, if any, are for the account of the buyer. The previous owner must surrender the old Certificate of Ownership to allow the issuance of a new Certificate of Ownership under the name of the new owner.
· If transaction is an assignment, the owner must execute a Deed of Assignment in favor of the assignee.

· If changing the unit/location of the Columbarium Unit, the owner must agree to pay the additional amount of the new unit’s current price against the previous purchase price. If changing the unit/location is a downgrade on the value of the original price, no refund shall be made.

· If the Columbary Vault is being paid under installment plan, the new owner must agree to assume the balance and issue the corresponding post-dated checks (PDCs) for the remaining amount. No transfer, assignment or change of unit/location will be allowed until the installment payments as scheduled are updated up to the next due date and/or redeemed from default.

· No Interment has been made on the Columbarium Unit.

· Payment of Service Fee of P2,000.00. (Fee for the first instance of change of location is waived.)

3. All marketing commissions, if any, cease after the change of ownership of Columbarium Unit.

4. Guidelines and fees are subject to change without prior notice.

-------------------------------------------------- For Administration use only. ------------------------------------------------

ACCEPTED ENDORSEMENT REQUEST WITH DOCUMENTS:

( NEW ORP   ( DOS/DOA   ( OLD COO   ( UPDATED/REDEEMED   ( PDCs   ( SERVICE FEE

FOR AND IN BEHALF OF COLUMBARY OF THE DIVINE MERCY SHRINE:

____________________________________________
____ / ____ / 200__
 OFFICER’S SIGNATURE OVER PRINTED NAME
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