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CIRCULAR 2025 – 0826 

 

Date : August 23, 2025 
To : Our Valued Residents 
From : HOA Office 
Re : Limiting The Deposit of Identification Cards (Ids), Prescribing Procedures for Car 

Pass Issuance and Surrender, And Imposing Penalties for Unclaimed Ids  
 

 
To promote order, enhance security within the subdivision, and improve the efficiency of gate 
operations, the Camella Lipa Homeowners’ Association, Inc., through its Board of Directors, 
issues this Circular. This policy governs the issuance and use of temporary car passes, the 
procedure for leaving and retrieving identification cards (IDs), and the corresponding penalties 
for delayed retrieval or loss of these items.  
 
This initiative has been implemented in response to the growing number of unclaimed IDs, the 
added workload on security personnel, and the security risks associated with the prolonged 
storage of IDs at the gate. 
 
POLICY GUIDELINES 
Section 1. Issuance of Car Passes 

a. Temporary car passes shall be issued only to visitors, service providers and 
homeowners without valid subdivision vehicle stickers 

b. Homeowners without stickers must adhere to the same ID deposit and retrieval 
procedures applicable to visitors. 

c. All homeowners are strongly encouraged to obtain official subdivision vehicle stickers 
to avoid repeated ID deposits and issuance of temporary car passes. 

 
Section 2. Surrender of Car Passes. All individuals issued a temporary car pass must surrender 
the car pass to the guard on duty no later than 12:00 midnight (12:00 a.m.) on the same date 
of entry. 
 
Section 3. Turnover of Deposited IDs. Failure to surrender the temporary car pass by 12:00 
midnight shall result in the deposited ID being turned over to the Officer-in-Charge (OIC) or the 
designated guard stationed at the Camella Lipa Clubhouse for safekeeping. 
 
Section 4. Timeframe for ID Retrieval. All IDs turned over to the OIC or Clubhouse guard must 
be claimed within forty-eight (48) hours from the date of entry. 
 
Section 5. Penalty for Late Claiming. IDs that remain unclaimed beyond the 48-hour period 
shall be subject to a ₱500.00 penalty, payable only at the HOA Office. 

• Payment must be settled and an official receipt issued prior to the release of the ID. 
• Security personnel are not authorized to collect any payments. 
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Section 6. Security Documentation. All turnovers and releases of IDs must be properly recorded 
in a logbook maintained by security personnel, indicating name of claimant and date and time 
of ID turnover and release. 
 
Section 8. Loss of Car Pass. In the event that a temporary car pass is lost, the individual 
(homeowner, visitor, or service provider) who was issued the pass shall: 

a. Immediately report the loss to the guard on duty or the Officer-in-Charge (OIC); 
b. Be required to present a valid identification card to verify their identity before being 

allowed to exit the subdivision; 
c. Be issued an incident report form to explain the circumstances surrounding the loss; 
d. Be subject to a penalty of ₱500.00 for each lost car pass, payable only at the HOA Office 

upon verification; 
e. Be reminded that repeated loss of car passes may result in temporary restrictions on 

entry or exit, subject to further review by the Board of Directors. 
 
These policies repeal conflicting prior issuances and enforce new guidelines effective ten (10) 
days after publication and posting. All homeowners, tenants, visitors, and service providers are 
mandated to comply to uphold community security, discipline, and welfare. 
 
 
Signed by:  
 
 
 
Christopher Lloyd O. Castillo  
CLHOAI- BOD President 
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