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Mandate

The primary objective of the Bangko Sentral is to maintain price stability conducive to
a balanced and sustainable growth of the economy and employment. It shall also
promote and maintain monetary stability and the convertibility of the peso.

The Bangko Sentral shall promote financial stability and closely work with the National
Government, including, but not limited to, the Department of Finance, Securities and
Exchange Commission, the Insurance Commission, and the Philippine Deposit
Insurance Corporation.

The Bangko Sentral shall oversee the payment and settlement systems in the
Philippines, including critical financial market infrastructures, in order to promote sound
and prudent practices consistent with the maintenance of financial stability.

In the attainment of its objectives, the Bangko Sentral shall promote broad and
convenient access to high-quality financial services and consider the interest of the
general public.

Vision

The BSP aims to be recognized globally as the monetary authority and primary
financial system supervisor that supports a strong economy and promotes a high
quality of life for all Filipinos.

Mission

To promote and maintain price stability, a strong financial system, and a safe and
efficient payments and settlements system conducive to a sustainable and inclusive
growth of the economy.
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IV. Service Pledge

We, the officers and employees of the Bangko Sentral ng Pilipinas, in our pursuit to be
a truly world-class central monetary authority, commit ourselves to:

Be of service to the public on banking days during office hours, with authorized and
properly identified personnel providing continuous, prompt, efficient and courteous
assistance.

Satisfy requirements of clients, including those with special needs, while within our
premises.

Provide an active feedback and redress mechanism through any of the following:
a. Assistance desks located in our offices;

b. Contact Number: (+632) 8811-1277 (8811-1BSP);
c. Email: bspmail@bsp.gov.ph

with an assurance of a reply of our action within five (5) banking days from the time we
are notified of your complaint.

Contact information of the BSP Committee on Anti-Red Tape (CART) and its Technical
Working Group (TWG), Anti-Red Tape Authority (ARTA), Presidential Complaint
Center (PCC), and Contact Center ng Bayan (CCB):

1. Directory of the BSP CART and its TWG

2. ARTA: complaints@arta.gov.ph
Telephone Number: 8-478-5093

3. PCC: pcc@malacanang.gov.ph
Telephone Number: 8888 or +63(2)87368621

4. CCB: email@contactcenterngbayan.gov.ph
Mobile Number.: 0908 8816565
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FEEDBACK AND COMPLAINTS MECHANISM

1. HOW TO SEND FEEDBACK (STANDARD PROCEDURE USING FEEDBACK
MANAGEMENT SYSTEM FOR DEPARTMENTS/OFFICES WITH EXTERNAL
STAKEHOLDERS)

For walk-in clients, they may provide feedback by answering the Feedback
Management System (FMS) survey-type questionnaire which can be accessed
through the BSP website’s Feedback page under Quick Links and by typing the
transaction code. Transaction code slip will be provided by the Servicing
Department/Office (SDO).

The feedback page is accessible from 8:00 am to 5:00 p.m., Mondays to Fridays.
The advisable browser is Mozilla Firefox.

Another way to access the feedback form is through a mobile device. The
complainant may scan the QR Code embedded in the transaction code slip and
proceed with answering the questionnaire.

Lastly, feedback may also be sent through the FMS kiosk stationed at gate 3.
Clients need to indicate the name of the SDO for reference.

We'd love your feedback...
Scan the QR code or

visit our website at www.bsp.gov.ph
and click on "Feedback" in the Quick Links section
at the bottom of the page.

Enter the transaction code: w3
9999-00034-2D g r P

and accomplish by February oF
22, 2023.
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2. HOW FEEDBACKS AND COMPLAINTS ARE PROCESSED

Email alert on sad emoticon/negative feedback/complaint is received real time by
all FMS users of the department/office. FMS designate/alternate shall encode the
action taken within two (2) working days from receipt of sad emoticon/negative
feedback.

If negative feedback is more than 20% of the day’s number of respondents:

. FMS designate/alternate of the SDO generates and endorses the Daily
i-Report within a day (24 hours) to the SDO Head and other concerned
personnel to review and reply to the concerned issue.

. Action Report (i.e., with information on action to be taken and target date
of completion/resolution) approved by the SDO Head is transmitted to
the Director of the Communication Office (CO) within two (2) working
days from receipt of negative feedback/complaint.

In case the feedback/complaint is within the purview of another department/office
of the BSP, the FMS Designate/Alternate of the SDO requests transfer of feedback
to appropriate department/office through the FMS. Request for transfer is done
within one (1) working day from receipt of sad emoticon/negative
feedback/complaint (when applicable).
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LIST OF SERVICES

I CORPORATE SERVICES SECTOR

External Services

Sale of Real Properties / Assets Acquired by the BSP — Asset 18
Management Department (AMD) (Updated)

Lease out BSP-Acquired Real Properties — AMD (Updated) 24
Request for Observation Tour/ Bench-Marking/ Briefing/ Info Session — 33

Capacity Development Department (CDD) (Updated)

Request to Conduct Presentation of Programs — CDD (Updated) 34
Request for Certifications for Previously Conducted Courses — CDD 35
(Updated)

Evaluation and Processing Training Invitations — CDD (Updated) 36
Transfer and Closure of Demand Deposit Account (DDA) — Financial 40

Accounting Department (FAD) (Updated)

Issuance of Statement of Account (SOA) — DDA — FAD (Updated) 42
Transfer of Funds — DDA — FAD (Updated) 43
Confirmation of Account Balances of Foreign Financial Institutions (FFls) 46

to their External Auditors — FAD (Updated)

Issuance of Statement of Accounts (SOAs) to FFIs — FAD (Updated) 47
Confirmation of Demand Deposit Account (DDA) — FAD (Updated) 48
Confirmation of Accounts Payable — FAD (Updated) 49
Registration of Authorized Recipients of Statement of Account (SOA) — 50

FAD (Updated)
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Inquiries on Demand Deposit Account (DDA) Transactions — FAD 52

(Updated)
Accommodation of Check Deposit — FAD (Updated) 53
Confirmation of Accounts Receivable (AR) — Funds Administration 57
Department (FUAD) (Updated)

58
Issuance of Order of Payment (OP) — FUAD
Uploading of Collection Reports through the New Order of Payment 59
System (NOPS) — FUAD (Updated)
Issuance of Payment Advice (PA) and Tax Certificates (TC) — FUAD 60
(Updated)

Internal Services

Issuance of Clearance from Records and Property Accountability — 64
Administrative Services Department (Updated)
Submission of the Approved Request for Budget Adjustments — Budget 71
Management Department (BMD) (Updated)
Submission of Request for Budget Adjustments (Submission of request 74
for fund transfer from the Provision for Contingency) — BMD (Updated)
Submission of Request for Budget Adjustments (Submission of request 76
for Budget Reallocation) — BMD (Updated)
Conduct In-house Course Offering — CDD (Updated) 79
Certification of Outstanding Payables for Payment — FAD (Updated) 82
Issuance of Order of Payment (OP) — FUAD 86
Grant of Cash Advance (CA) — BSP Personnel — FUAD (Updated) 87
Issuance of Certification of No Cash Advance Granted in Claims for 88
Reimbursement of Expenses — FUAD (Updated)
Issuance of Clearance Certificate — FUAD (Updated) 89
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Certification of Funds Availability — FUAD (Updated)

Payment of Salaries, Allowances, Reimbursements, Cash Advances to
BSP employees — FUAD (Updated)

Payments to Suppliers, Service Providers and other BSP Creditors —
FuAD (Updated)

New Order of Payment System (NOPS) Administration — Office of the
Managing Director Comptrollership Sub-sector (OMD-COSS) Financial
Data and Systems Support Group (FDSSG) (Updated)

Grant Read-and Print Access to Budgetary and Expense Control
System (BECS) — OMD-COSS FDSSG (Updated)

Core Financial Accounting System (cFAS) Administration, Accountee and
Bank Account Registration — OMD-COSS FDSSG (Updated)

Pre-employment Medical Examination Process — Health and Wellness
Department (HWD) (Updated)

Processing of Medical Claims of BSP Employees — HWD (Updated)
Processing of Reimbursement of Medical Expenses — HWD (Updated)

Processing of Charge Accounts and Medical Claims of
Retirees/Deceased and Transferees — HWD (Updated)

Clearance Processing — HWD (Updated)
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94

99

100

101

105

107

108

111

115



Il. EXECUTIVE OFFICES

External Services

Access to the BSP’s Monetary Operations System (MOS)- Domestic
Market Operations Department (DMOD) (Updated)

Registration of the Monetary Operations System (MOS)
User Account and Smart Card — DMOD (Updated)

Updating of the Monetary Operations System (MOS) User Account and
Smart Card — DMOD (Updated)

Manual Submission of Bids/Placements to the BSP Facilities — DMOD
(Updated)

Transacting in the Overnight Lending Facility (OLF) of the BSP — DMOD
(Updated)
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120

122

125

127

128



lll. FINANCIAL SUPERVISION SECTOR

External Services

Application for Authority to Establish and Operate as Non-Bank Credit Card
Issuer (Updated)

Application for Authority to Establish and Operate as Money Service
Business (MSB) (Updated)

Application for Authority to Establish and Operate as Pawnshop (PS)
(Updated)

Application for Grant of Authority to Establish a Bank (Updated)

Application for Grant of Authority to Establish a Foreign Bank Branch
(Updated)

Application for Authority to Establish and Operate as a Non-Stock Savings
and Loan Association (NSSLA) (Updated)

Application for Grant of Authority to Establish a Representative Office /
Offshore Banking Unit of Foreign Banks (Updated)

Application for Authority to Establish a Trust Corporation (Updated)

Issuance of License/Authority to Operate as Virtual Asset Service Provider
(VASP) (Updated)

Application for Authority to Establish and Operate a Stand-Alone Non-Bank
Financial Institution with Quasi-Banking Functions (Updated)
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131

174

220

263

306

343

387

416

440

488



IV. MONETARY AND ECONOMICS SECTOR

External Services

Processing of Requests for Monetary Board (MB) Opinion on Proposed
Domestic Borrowings of Government Entities — Department of Economic
Research (DER) (Updated)

Discount Window Facility Line: Application and Process — Department of
Loans and Credit (DLC) (Updated)

Approval of public sector foreign/foreign currency loans/borrowings —
International Operations Department (I0OD) (Updated)

Approval of publicly-guaranteed private sector foreign/foreign currency
loans/borrowings — IOD (Updated)

Registration of publicly-guaranteed private sector foreign/foreign currency
loans/borrowings — |OD (Updated)

Notification to the BSP of loan amendments/changes in publicly-
guaranteed private sector foreign/foreign currency loans/borrowings — 10D
(Updated)

Registration of private sector foreign loans/borrowings that are not publicly-
guaranteed — |OD (Updated)

Notification to the BSP of loan amendments/changes in private sector
foreign loans/borrowings that are not publicly-guaranteed — |OD (Updated)

Registration of Inward Foreign Investments — 10D (Updated)

Authority for cross-border transfer of legal tender Philippine currency in
excess of the limit under Section 4.1 of the Manual of Regulations on
Foreign Exchange Transactions (FX Manual), as amended — 10D
(Updated)
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545

557

560

563

567

571

574

577

580



V. PAYMENTS AND CURRENCY MANAGEMENT SECTOR

External Services

Authentication of Security Documents — Banknotes and Securities
Production Management Department (BSPMD) (Updated)

Examination of Mutilated/Doubtful Currencies Classified as Highly
Technical or with Severe Mutilation — Currency Policy and Integrity
Department (CPID) (Updated)

Security Plant Complex (SPC) Gallery Tour on SPC currency
production/operation — Department of General Services (DGS) (Updated)

Sale of Souvenir Items — DGS

Safe Work Permit: Hot Work Permit/Confined Space Entry
Permit/Demolition Permit — DGS (Updated)

Issuance of Payment Advice (PA) and Tax Certificates (TC) — Financial
Services Group (FSG), Currency and Securities Sub-sector (CSPSs)

Issuance of Order of Payment — FSG, CSPSs (Updated)

Gold Buying Program — Mint and Refinery Operations Department (MROD)
(Updated)

Issuance of Authorization to Import Regulated Coin Blanks / Coins of
Various Metals — MROD (Updated)

Issuance of Authorization to Import or the Subsequent Resale of Color
Reproduction Machines — Payments and Currency Investigation Group
(PCIG), Office of the Managing Director — Payments and Currency
Development Sub-sector (OMD-PCDSs) (Updated)

Issuance of Permit to Reproduce or Use of Facsimiles of Legal Tender
Philippine Notes and Coins — PCIG, OMD-PCDSs (Updated)

Participation in the Philippine Payment and Settlement System
(PhilPaSSPlus) — Payments and Settlements Department (PSD)

PhilPaSSrlus User Account Registration — PSD
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592

600

602

604

609

611

615

623

630

634

640

643



PhilPaSSrlus Smart Card Configuration — PSD (Updated)

Issuance of Certificate of Registration as Operator of a Payment System
(OPS) — Payments Supervision and Licensing Department (PSLD)
(Updated)

Internal Services

Certification of Funds Availability — FSG, CSPSs

Enroliment of Suppliers, Contractors, Service Providers and Other External
BSP Creditors Bank Details to the Electronic Payments System (EPS) and
Settlement Advisory through Electronic Mail — FSG, CSPSs

Evaluation of Documents and Processing for Grant of Cash Advance (CA)
to BSP Personnel — FSG, CSPSs

Processing and evaluation of Documents for Payment to Suppliers of
Goods, Service Providers, Contractors and other BSP Creditors — FSG,
CSPSs

Settlement through SPC-Electronic Payment System (SPC-EPS) of
Funded Disbursement Voucher (DV) — FSG, CSPSs

Settlement of Funded Disbursement Voucher (DV) through Checks — FSG,
CSPSs

Processing of Documents for Reimbursement of Claims — FSG, CSPSs

Preparation of Request for Foreign Exchange Service (RFES) through
Letter of Credit — FSG, CSPSs

Processing of Negotiated Documents for Letter of Credit Transaction —
FSG, CSPSs

Issuance of Order of Payment — FSG, CSPSs
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657

659

661

664

670

671

673

678

681

683



VI. REGIONAL OPERATIONS AND ADVOCACY SECTOR

External Services

Interview request for BSP Spokespersons from Media Organizations —
Communication Office (CO)

Interview request for the BSP Governor from Media Organizations — CO
Request for Sponsorship/Support/Donation — CO (Updated)

Servicing and Verification of Currency Deposits of Banks — BSP Greater
Manila Regional Office (BSP GMRO) (Updated)

Granting of Access to the Integrated Currency Management System —
Cash Services Portal - BSP GMRO (Updated)

Cash and/or Check Payment from Clients of Various BSP Departments —
BSP GMRO (Updated)

Redemption of Notes and Coins — BSP GMRO (Updated)

Over-the-Counter Acceptance of Check Deposits — BSP GMRO
(Updated)

Sale of Commemorative Notes and Coins — BSP GMRO (Updated)
Servicing of Withdrawal Requests — BSP GMRO (Updated)

Servicing of Requests for Cash Service Alliance (CSA) Manual Matching
— BSP GMRO (Updated)

CSA Account Enroliment — BSP GMRO (Updated)
Redemption of Mutilated Currencies and Referral to Currency Policy and

Integrity Department (CPID) — Other BSP Regional Offices and Branches
(ROBSs), CPID (Updated)
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688

690

694

700

"7

725

729

737

742

747

756

760

766



Servicing and Verification of Currency Deposits of Banks — Other BSP 784
ROBs (Updated)

Servicing of Withdrawal Requests — Other BSP ROBs (Updated) 802
Purchase of Gold from the General Public — Other BSP ROBs (Updated) 820
Granting of Access to the Integrated Currency Management 832

System (ICMS) - Cash Services Portal (CSP) and Deposit Verification
Module (DVM) — Other BSP ROBs (New)

NOTE: Unless otherwise indicated in the specific service, all applications filed
beyond the 8:00am-5:00pm business hours shall be considered as
received on the next working day.
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CORPORATE SERVICES SECTOR

External Services
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Asset Management Department
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1. Sale of Real Properties / Assets Acquired by the BSP (Updated)

The Asset Management Department is primarily tasked to administer, preserve and
dispose of the assets acquired by the Bangko Sentral ng Pilipinas (BSP).

Office or Asset Management Department (AMD)
Division:
Classification: Highly Technical
Type of G2C - Government to Citizen; G2B — Government to
Transaction: Business; G2G — Government to Government
Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Individual

1.

Buyer’s Information Sheet (1 original)

1. AMD-Reception Window

2. BSP Website
(https://lwww.bsp.gov.ph/Pages/About
TheBank/AcquiredPropertiesForSale/
VariousForms.aspx)

N

. Negotiated Offer to Purchase Form

(1 original)

1. AMD-Reception Window

2. BSP Website
(https://www.bsp.gov.ph/Pages/About
TheBank/AcquiredPropertiesForSale/
VariousForms.aspx)

(not all inclusive listed below)

c.1 Bank Statements (1 photocopy)
c.2 Schedule of Remittances (1 photocopy)
c.3 Schedule of Monthly Pension

(1 photocopy)

3. Signed Negotiated Rules and Procedures 1. AMD-Reception Window
(1 original) 2. BSP Website
(https://www.bsp.gov.ph/Pages/About
TheBank/AcquiredPropertiesForSale/
VariousForms.aspx)
4. Employment Documents
a. Certificate of Employment (1 original) a. Buyer’s Employer
b. Payslip for the last three months or b. Buyer's Employer
current employment contract (1 original)
c. Proof/s of other income or source of funds

c.1.Bank
c.2.Bank; Remittance Center/ Agents
¢.3.GSIS or SSS

5.

Government Issued ID (1 photocopy)

*Not all inclusive listed below

1. Department of Foreign Affairs (DFA)

2. Land Transportation Office (LTO)
3. Government Services
System (GSIS)

Insurance
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Social Security System (SSS)
Philippine Statistics Authority (PSA)
Philippine Post-Office

ook

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

COMELEC

PAG-IBIG

PHILHEALTH

0. Office of the Senior Citizens Affairs
1. Philippine  Employment Overseas
Agency (POEA)

12. Philippine Overseas Labor
Office (POLO)

T2 N

and

BIR

6. BIRTIN (1 photocopy)
7. Notarized Special Power of Attorney if
representing another individual (1 original)

Principal

8. DTI registration (1 photocopy) DTI — Registration Division
9. Mayor’s business permit for the current Mayor’s Office — Business Permit and
year (1 photocopy) Licensing Division
10.1. Income Tax Return for the last three | 10. 1 Buyer's Employer
years (1 photocopy); or
10.2. Financial statements for the last two | 10.2 Buyer

years if with comparative period or
three years if without comparative
period (1 photocopy)

11. Proof/s of other income or source of funds

a. Bank Guarantee (1 original)
b. Credit Line (1 original)

a. Buyer’s Bank
b. Buyer's Bank

12. Notarized acknowledgment regarding the
related pending court case (1 original)

AMD-Reception Window

13. Authority to Credit Bank Account (1
original), with the following documentary
requirements:

a. Business Registration with DTI (1
photocopy)

b. BIR Certificate of Registration —
BIR Form No. 2303 (1 photocopy)

c. Tax Exemption Certificate/Ruling
from BIR, if any (1 photocopy)

d. Certification of Service Provider
Not Engaged in Business (1
original)

e. Sworn Declaration that gross
income does not exceed P720,000
for the current year, stamped
‘received” by the BIR (1
photocopy)

AMD-Reception Window

a. DTI
b. BIR
c. BIR
d. Buyer
e. BIR

f. Buyer's Bank
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

f. Passbook or ATM showing the
Account Name and Account
Number (1 photocopy)

14. Authorization Letter for BSP to verify Buyer
employment and sources of funds (1
original)

15. Undertaking relative to transfer of TCT and Buyer
Tax Declaration (1 original)

16. Order of Payment (At least 20% of the BSP Website

Offer Price) (1 original)

(https://nops.bsp.gov.ph/nops)

17.

Deposit (Cash/Check) Payment of at least
20% of the Offer Price

BSP Depository Bank / Other Payment
Channels

Corporation/Partnership/Single
Proprietorship

1.

Buyer’s Information Sheet (1 original)

1. AMD-Reception Window

2. BSP Website
(https://lwww.bsp.gov.ph/Pages/About
TheBank/AcquiredPropertiesForSale/
VariousForms.aspx)

2. Negotiated Offer to Purchase Form 1. AMD-Reception Window
(1 original) 2. BSP Website
(https://www.bsp.gov.ph/Pages/About
TheBank/AcquiredPropertiesForSale/
VariousForms.aspx)
3. Signed Negotiated Rules and Procedures 1. AMD-Reception Window
(1 original) 2. BSP Website
(https://lwww.bsp.gov.ph/Pages/About
TheBank/AcquiredPropertiesForSale/
VariousForms.aspx)
4. Securities and Exchange Commission SEC
registration (1 photocopy)
5. Mayor’s business permit for the current Mayor’s Office — Business Permit and
year (1 photocopy) Licensing Division
6. Articles of Partnership or Incorporation (1 Buyer
photocopy)
7. Latest income/corporate tax return (1 Buyer
photocopy)
8. Audited financial statements for the last Buyer
two years if with comparative period or
three years if without comparative period
(1 photocopy)
9. Proof/s of other income or source of funds

(ﬁot all inclusive listed below)

a. Bank Guarantee (1 original)
b. Credit Line (1 original)

a. Buyer’'s Bank
b. Buyer's Bank
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

10. Secretary’s Certificate or its equivalent on
Authority to Purchase (1 original)

Buyer’'s Corporate Secretary

11. Secretary’s Certificate or its equivalent on
Authorized Signatory

Buyer’s Corporate Secretary

12. Authority to Credit Bank Account (1
original), with the following documentary
requirements:

a. Business Registration with SEC (1
photocopy)

b. BIR Certificate of Registration —
BIR Form No. 2303 (1 photocopy)

c. Tax Exemption Certificate/Ruling
from BIR, if any (1 photocopy)

d. Passbook or ATM showing the
Account Name and Account
Number (1 photocopy

AMD-Reception Window

a. SEC
b. BIR
c. BIR

d. Buyer’'s Bank

13. Notarized acknowledgment regarding the
related pending court case (1 original)

AMD-Reception Window

14. ID of authorized signatory (1 photocopy)

Not all inclusive listed below

1.

w N

ok

ST20eNe

- O

12.

Department
(DFA)
Land Transportation Office (LTO)
Government Services Insurance
System (GSIS)

Social Security System (SSS)
Philippine  Statistics  Authority
(PSA)

Philippine Post-Office

COMELEC

PAG-IBIG

PHILHEALTH

of Foreign Affairs

. Office of the Senior Citizens Affairs
. Philippine  Employment Overseas

Agency (POEA)
Philippine Overseas Labor and
Office (POLO)

15. Authorization Letter for BSP to validate Buyer
documents for sources of funds (1 original)

16. Undertaking relative to transfer of TCT and Buyer
Tax Declaration (1 original)

17. Order of Payment (At least 20% of the BSP Website

Offer Price) (1 original)

(https://nops.bsp.gov.ph/nops)

18. Deposit (Cash/Check) Payment of at least
20% of the Offer Price

BSP Depository Bank / Other Payment

Channels
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CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
CLIENT STEPS AGENCY FEES | PROCESSING PERSON
ACTIONS TO BE TIME RESPONSIBLE
PAID

Submission of Offer to Purchase and

Pre-Evaluation Process

1. Submit offer | 1. Receive offer to None | 5 Working Days | AMD Account
to purchase purchase  with Officer (AO)’
with complete corresponding
documentary documentary
requirements. requirements and

conduct initial

evaluation as to

completeness of

CLIENT STEPS AGENCY FEES | PROCESSING PERSON
ACTIONS TO BE TIME RESPONSIBLE
PAID

documentary
requirements,
and
acknowledge
receipt.

2. Getan Order of | 2. The New Order | None N/A
Payment (OP) of Payments
for the required System (NOPS)
deposit. issues system-

generated OP
through email.

3. Proceed to the . Verify in the |Atleast AO, AMD
Depository NOPS the | 20% of
Bank / other payment of the
payment required Offer
channels and deposit. Price
pay the
required
deposit.

4. Receive Issue None AO, AMD
acknowledgme acknowledgment
nt letter. letter to the buyer,

through email or
mail to the
registered

address of the
buyer, with DTS

" Holding the position of either Senior Management Specialist, Bank Officer Il, or Bank Officer IV
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CLIENT STEPS

AGENCY
ACTIONS

FEES
TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

reference
number.

Approval of Offer to Purchase

1. Receive advice
on the results of
the validation of
Submitted
documents with
counterparties
(e.g., Certificate
of Employment,
Payslip, Bank
Certification,
etc.)

1.1.

1.2.

1.3.

1.4.

1.5.

Issue letter
advice to the
buyer.

Start
processing/
evaluation/
analysis of Offer
to Purchase,
buyer’s capacity
to pay and
financial
documents/
reports in
accordance
with prescribed
guidelines.
Approval by the
Committee on
Disposal of
Real Properties
(CDRP).
For offers
purchase
properties with
selling  prices
beyond the
authority of the
CDRP, prepare
memorandum
to the Monetary
Board (MB) for
review of CDRP
members.
Approval by the
MB.

to

2. Receive Notice
of Approval.

2.

Issue Notice of
Approval.

None

20 Working Days

Additional 20
Working Days

AO, AMD

AO/Manager/
Deputy Director/
Director, AMD

AO/Manager/
Deputy Director/
Director, AMD

AO/Manager/
Deputy Director/
Director, AMD

TOTAL:

At least
20% of
the

20/40 Working
Days
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CLIENT STEPS AGENCY FEES | PROCESSING PERSON
ACTIONS TO BE TIME RESPONSIBLE
PAID
Offer
Price

Sale of Real Properties / Assets Acquired by the BSP — Under Multi-Stage Processing

2. Lease out BSP-Acquired Real Properties (Updated)

The BSP offers real properties not yet disposed of for lease to the public.

Office or Division: Asset Management Department (AMD)
Classification: Highly Technical
Type of G2C — Government to Citizen; G2B — Government to Business;
Transaction: G2G — Government to Government
Who may avail: All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Individual

1. Lessee’s Information Sheet (1 original) . AMD-Reception Window

. BSP Website
(https://www.bsp.gov.ph/Pages/About
TheBank/AcquiredPropertiesForSale/

VariousForms.aspx)

N =

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
2. Government Issued ID (1 photocopy) *Not all inclusive listed below
1. Department of Foreign Affairs (DFA)
2. Land Transportation Office (LTO)
3. Government Services Insurance System

(GSIS)

Social Security System (SSS)

Philippine Statistics Authority (PSA)
Philippine Post-Office

COMELEC

PAG-IBIG

. PHILHEALTH

10. Office of the Senior Citizens Affairs

11. Philippine Employment Overseas Agency

©ONOORA

(POEA)
12. Philippine Overseas Labor and Office
(POLO)
3. BIRTIN (1 photocopy) BIR

4. Employment Documents
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

a. Certificate of Employment (1 original)
b. Payslip for the last three months or
current employment contract (1 original)
c. Proof/s of other income or source of
funds (not all inclusive listed below)
c.1 Bank Statements (1 photocopy)
c.2 Schedule of Remittances (1
photocopy)
c.3 Schedule of Monthly Pension
(1 photocopy)

a. Lessee’s Employer
b. Lessee’s Employer

c.1.Lessee’s Bank
c.2.Lessee’s Bank
c.3.GSIS or SSS

5.1. Income Tax Return for the last three years
(1 photocopy); or

5.2. Financial statements for the last two years
if with comparative period or three years if
without comparative period (1 photocopy)

5.1. Lessee’s Employer

5.2. Lessee

6. Bank Accounts Documents
a. Bank Certification (1 original)
b. Passbook (1 photocopy)

a. Lessee’s Bank
b. Lessee’s Bank

7. Authority to Credit Bank Account (1 original),
with the following documentary
requirements:

a. Business Registration with DTl (1
photocopy)

b. BIR Certificate of Registration — BIR
Form No. 2303 (1 photocopy)

c. Tax Exemption Certificate/Ruling from
BIR, if any (1 photocopy)

d. Certification of Service Provider Not
Engaged in Business (1 original)

e. Sworn Declaration that gross income
does not exceed P720,000 for the
current year, stamped “received” by the
BIR (1 photocopy)

f. Passbook or ATM showing the Account
Name and Account Number (1
photocopy)

AMD-Reception Window

a. DTI
b. BIR
c. BIR
d. Buyer
e. BIR

f. Lessee’s Bank

8. Authorization Letter for BSP to verify
employment and sources of funds (1
original)

Buyer

Corporation/Sole Proprietorship

1. Lessee’s Information Sheet ( 1 original)

1. AMD-Reception Window
2. BSP Website
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

(https://lwww.bsp.gov.ph/Pages/About
TheBank/AcquiredPropertiesForSale/
VariousForms.aspx)

years if with comparative period or three
years if without comparative period and
proof/s of other income or source of funds, if
any (1 photocopy)

2. Department of Trade and Industry DTI — Registration Division
registration (1 photocopy)

3. Securities and Exchange Commission SEC — Registration Division
registration (1 photocopy)

4. Mayor’s business permit for the current year Mayor’s Office — Business Permit and
(1 photocopy) Licensing Division

5. Articles of Partnership or Incorporation, as Lessee
the case may be (1 photocopy)

6. Latest income/corporate tax return (1 Lessee
photocopy)

7. Audited financial statements for the last two Lessee

with the
requirements:

following documentary

8. Secretary’s Certificate or its equivalent on Lessee’s Corporate Secretary
authority to lease (1 original)
9. Secretary’s Certificate or its equivalent on Lessee’s Corporate Secretary
authorized signatory
10. ID of authorized signatory (1 photocopy) Not all inclusive listed below
1. Department of Foreign Affairs (DFA)
2. Land Transportation Office (LTO)
3. Government Services Insurance System
(GSIS)
4. Social Security System (SSS)
5. Philippine Statistics Authority (PSA)
6. Philippine Post-Office
7. COMELEC
8. PAG-IBIG
9. PHILHEALTH
10. Office of the Senior Citizens Affairs
11. Philippine Employment  Overseas
Agency (POEA)
12. Philippine Overseas Labor and Office
(POLO)
11. Bank Accounts Documents
a. Bank Certification (1 original) a. Lessee’s Bank
b. Passbook (1 photocopy) b. Lessee’s Bank
12. Authority to Credit Bank Account (1 original), AMD-Reception Window
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

a. Business Registration with DTI/SEC

(1 photocopy)

b. BIR Certificate of Registration — BIR
Form No. 2303 (1 photocopy)

c. Tax Exemption

Certificate/Ruling

from BIR, if any (1 photocopy)
d. Passbook or ATM showing the
Account Name and Account Number

(1 photocopy)

a. DTI/SEC-Registration Division

b. BIR

c. BIR

d. Lessee’s Bank

13. Authorization Letter for BSP to validate Lessee
documents for sources of funds (1 original)

CLIENT STEPS AGENCY FEES TO | PROCESSING PERSON
ACTIONS BE PAID TIME RESPONSIBLE

Submission of Intent to Lease

1. Submit Letter of | 1. Receive Letter of None 3 Working AO, AMD
Intent to Lease. Intent to Lease Days

and acknowledge
receipt.

2. Receive 2. lIssue None AO/Manager/
Acknowledgment Acknowledgment Deputy Director/
Letter. Letter  through Director, AMD

email or mail to
the registered
address of the
lessee, with DTS
reference
number.

Conduct of Lease Survey and Pre-Evaluation Process

1. Receive letter | 1.1 Conduct lease None 20 Working AO/Manager/
advice on the survey, and Days Deputy Director/
terms and prepare the terms Director, AMD
conditions of the and conditions of
lease. the lease.

1.2 Issue letter advice
on the terms and
conditions of the
lease through email
or mail to the
registered address
of the lessee.

Approval of Lease

1. Submit Letter of | 1.1. Receive Letter of None 20 Working AO/Manager/
Acceptance of the Acceptance with Days Deputy Director/
terms and complete  docu- Director, AMD
conditions of the
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE
lease and mentary require-
complete ments.
documentary
requirements. 1.2. Start processing/
evaluation/
analysis of
lessee’s capacity
to pay and
financial
documents/
reports in
accordance with
prescribed
guidelines.
1.3. Approve lease by
the Deputy
Governor,
Corporate
Services  Sector
(DG-CSS) or the
Managing
Director,
Management
Services Sub- Additional 20
sector (MD- Working Days AO/Manager/
MSSs). Deputy Director/
Director, AMD
1.4. For lease

1.5.

proposal with term
or rental income
beyond the
authority of the
DG-CSS or the
MD-MSSs,
prepare
memorandum to
the Monetary
Board (MB) for
recommending
approval of the
MD-MSSs and
DG-CSS.

Approval by the
MB.
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

2. Receive Notice of 2. Issue Notice of
Approval of Approval of Lease.
Lease.

2 months
security
deposit

AO/Manager/
Deputy Director/
Director, AMD

advance

and one
month

rent

TOTAL:

2 months

advance

20/40 Working
security Days
deposit
and one
month

rent

Lease out BSP-Acquired Properties — Under Multi-Stage Processing

How to send feedback

Utilize the Feedback Management
System by visiting www.bsp.gov.ph
and click on “Feedback” in the
Quick Links section at the bottom of
the page or thru the BSP Mail at
bspmail@bsp.gov.ph. Feedback
may also be submitted through the
official email address of AMD at
acquiredassets@bsp.gov.ph or at
telephone no. (02) 5306-3073.

How feedbacks are processed

Feedbacks received are generated
through the FMS/official AMD
email address.

Negative feedbacks received are
immediately escalated and
reported to the appropriate
personnel forimmediate resolution.

Feedbacks received are
periodically reported during
Management Committee meeting
every month to monitor the
performance of the Department in
the delivery of its services.
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How to file a complaint

Complaints may be filed in writing
through the following:

Email:
acquiredassets@bsp.gov.ph

Letter: Addressed to the Director,
Asset Management Department,
Room 211, 5-storey Building, BSP
Complex, Malate, Manila

Complaints can also be filed via
telephone and to provide the
following information:

- Name of person subject of
complaint
- Incident

- Evidence

Telephone No. (02) 5306-3073

How complaints are processed

Complaints are evaluated whether
they pertain to AMD. If so, conduct
investigation as to the root cause of
complaint and implement corrective
action.

If complaint does not pertain to
AMD, the same is referred to the
concerned Department/Office.

Responses/Explanation of the
Department on the complaint is
appropriately relayed to the person
filing the complaint through the
contact number/address provided.

AMD Management continuously
reviews and identifies necessary
improvements on its business
processes and operations to
provide fast, efficient and quality
service to BSP clients.

Contact Information of:
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Anti-Red Tape Authority (ARTA)

Presidential Complaints Center (PCC)

of the Office of the President

Contact Center ng Bayan (CCB) of the

Civil Service Commission (CSC)

ARTA: complaints@arta.gov.ph

Telephone Number: 8-478-5093

PCC: pcc@malacanang.qgov.ph

CCB:
email@contactcenterngbayan.qgov.ph

Telephone Number: 8888 or
+63(2)87368621

Mobile Number: 0908 8816565

Office Address Contact Information
Asset Management Room 211, 5-Storey Trunkline No.: 8811-
Department Building, BSP Complex, 1277 local 3073
Malate, Manila
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Capacity Development Department
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1. Request for Observation tour/ bench-marking/ briefing/ info session

(Updated)

The BSP receives requests for study visits/tour, bench-marking, briefing, info session
from foreign counterparts and local agencies. Various areas or topics are discussed and
shared, i.e. Strategic Human Resource Management, Leadership Capability Programs,

etc.

Office or Division:

Capacity Development Department

Classification: Highly technical

Type of

Transaction: Business

G2G — Government to Government; G2B — Government to

Who may avail:

All Government Agencies, LGUs, GOCCs, and other
Government Instrumentalities, Counterpart Central Banks, Other
Financial Institutions

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Request letter (original, signed)/e-mail
addressed to the BSP Governor from
Respective Agency:

Respective Agency

- Institution/agency name
- Purpose of activity

- Guest details

- Contact information

FEES
AGENCY PROCESSING PERSON

CLIENT STEPS ACTIONS T&IBDE TIME RESPONSIBLE
1. Send request Receive and None 12 working Manager, Bank

letter to the evaluate request. days Officer IV, Bank

Governor, Officer Il, CDD

Bangko

Sentral ng

Pilipinas
2. Wait for BSP Contact person-in- | none 1.5 hours Manager, Bank

feedback charge of the Officer IV, Bank

activity/request Officer I, CDD
TOTAL | O 12 working
days, 1.5 hours
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2. Request to conduct presentation of programs (Updated)

External training/course providers request the CDD, as client-audience, to present demos

on training programs they offer.

Office or Division:

Capacity Development Department

Classification: Complex

Type of
Transaction: Business

G2G — Government to Government; G2B — Government to

Who may avail: Training Providers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Request letter (original, signed)/e-mail
addressed to the CDD Director from
Respective Agency:

Respective Agency

- Institution/agency name

- Purpose of program presentation
- Guest details

- Contact information

AGENCY FEES TO PROCESSING PERSON
SR reniE s ACTIONS BE PAID TIME | RESPONSIBLE
1. Send request Receive and None 6 working Manager, Bank
letter to the evaluate request. days, 6 hours | Officer IV, CDD
Director,
Capacity
Development
Department
2. Wait for CDD Contact person-in- | none 1.5 hours Deputy
feedback charge of the Director,
activity/request Manager, CDD
TOTAL 0 6 days, 7.5
hours

34




3. Request for certifications for previously conducted courses

(Updated)

Certifications of attendance may be issued upon request by non-BSP individuals who
participated in learning sessions hosted by the CDD.

Office or Division:

Capacity Development Department

Classification: Simple

Type of
Transaction:

G2C — Government to Citizen

Who may avail:

Individuals/separated employees who attended training

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Request letter (original, signed)/e-mail
addressed to the CDD Director from
participant:

Previous BSP employee

- Name
- Course details (date, title, purpose)
- Contact information

AGENCY FEES TO PROCESSING PERSON
SR EE ACTIONS BE PAID TIME RESPONSIBLE
1. Send request | Process request None 2 working Bank Officer I,
letter to the days, 6 hours | Bank Officer 1V,
Director, CDD
Capacity
Development
Department
2. Wait for call/ e- | Contact person-in- | none 1.5 hours Bank Officer II,
mail charge of the Bank Officer IV,
activity/request CDD
3. Personally Print certification none 10 minutes Bank Officer Il
pick-up and have the Bank Officer 1V,
certification individual sign the CDD
and sign logbook
logbook
TOTAL | O 2 days, 7.5
hours, 10
minutes
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4. Evaluation and Processing Training Invitations (Updated)

Training/course providers and counterparts send invitations via email to the CDD for the
schedule of courses which BSP employees may participate in.

Office or Division:

Capacity Development Department

Classification:

Highly Technical

Type of
Transaction:

G2G — Government to Government; G2B — Government to

Business

Who may avail:

Training Providers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Invitation letter (original, signed) /e-mail
addressed to the CDD Account Officer
from Respective Agency:

Agency/Institution

- Agency/Institution Name

- Course details (date, title, venue,
learning objectives, target
participants, requirements,

organizer)
- Contact information
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Send invitation Evaluate and None 1 working day | Senior
letter/ e-mail to the | process invitation Personnel
Director, Capacity | based on Specialist ,
Development applicable Bank Officer I,
Department policies, Bank Officer IV,
guidelines and CDD
criteria.
2.1.Interested 1.Prepare none 1 hour Senior
employees shall memorandum Personnel
seek approval to and disseminate Specialist,
appropriate training Bank Officer II,
authorities invitation to Bank Officer 1V,
proper CDD
sector/office/
department.
2.2 Wait for 2.Assess 16 working
recommendation/ nominees days, 5 hours
result of eligibility based
assessment on policies,
guidelines and
criteria and
prepare
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recommendatio
n

3.Submit
recommendatio
n/results of
evaluation to
appropriate
sector/
department/
office

4.For foreign
training, submit
memo-proposal

1 working day

to Foreign
Travel
Committee for
approval
3. Attend to /prepare | Coordinate with none 1 working day | Senior
requirements for participant Personnel
training/event Specialist,
Coordinate with 1 hour Bank Officer Il,
Agency/Institution CDD
as necessary
TOTAL | O 19 working
days, 7
hours

FEEDBACK AND COMPLAINTS MECHANISM

How to send feedback

Send e-mail to the CDD either via the
group mail or via the Director’s e-mail.

Utilize the Feedback Management
System by visiting www.bsp.gov.ph
and click on “Feedback” in the Quick
Links section at the bottom of the
page or thru the BSP Mail at

bspmail@bsp.gov.ph.

How feedbacks are processed

The Office of the Director shall
process and verify feedback received.
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How to file a complaint

Complaints may be filed in writing
through the following:

Email:

cdd@bsp.gov.ph

Letter: Addressed to the Director,
Capacity Development Department,
16th Floor, Multi-Storey Building, BSP
Complex, Malate, Manila

How complaints are processed

Complaints are verified, evaluated,
investigated and reported to
appropriate individuals/offices
Standard processing time of fifteen
(15) working days

Contact Information of:
Anti-Red Tape Authority (ARTA)

Presidential Complaints Center (PCC)
of the Office of the President

Contact Center ng Bayan (CCB) of the
CSC.

complaints@arta.gov.ph
1-ARTA (2782)

PCC: pcc@malacanang.gov.ph
Telephone Number: 8888 or
+63(2)87368621

CCB:
email@contactcenterngbayan.qgov.ph
Mobile Number: 0908 8816565

Office

Address

Contact
Information

Capacity Development
Department

16" Floor, Multi-Storey
Building, BSP Complex,
Malate, Manila

Trunkline No.: 8811-
1277 local 3035
cdd@bsp.gov.ph
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Financial Accounting Department
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1. Transfer and Closure of Demand Deposit Account (DDA) (Updated)

Transfer and closure of DDA due to change in status of Banks or Non-Banks with
Quasi-Banking functions (NBQBs) due to merger, consolidation, dissolution,
upgrading/downgrading of category, or voluntary surrender of license to operate.

Office or Division: Financial Accounting Department (FAD) — General Accounts and Reports

Group (GARG) - Deposit Liabilities and Reconciliation Division (DLRD)

Classification: Complex

Type of G2B — Government to Business

Transaction:

Who may avail: Banks and Non-Banks/Quasi- Banks (NBQBs)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

One (1) Original Copy of duly signed Letter of
Authority (LOA) with two (2) authorized
signatories.

Originating from Banks/NBQBs

One (1) Original Copy of duly signed Notarized
Secretary’s Certificate on the bank’s/NBQB'’s
Board Resolution approving the
transfer/closure of DDA and the two (2)
authorized signatories with their specimen
signatures.

Originating from Banks/NBQBs

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Submit original | 1.1 Acknowledge None Seven (7) Central Receiving
duly signed LOA and receipt of the working days Area (CRA) Staff,
notarized Secretary’s documents and FAD-GARG
Certificate encode in the Documents

enhanced Document received

Tracking System before the cut

(eDTS). off time of

1.2 Verify documentary 3:00pm? Processor

requirements and
check outstanding
DDA balance

1.3 Secure and verify
the bank’s status
with the following:

a. Email
confirmation
from BSP-

Payments and

FAD-GARG-DLRD

Processor
FAD-GARG-DLRD

2 Documents received after the cut off time will be value dated the following working day except for
documents requiring immediate attention pertaining to emergency cases.
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Settlements
Department
(BSP-PSD), if
applicable

b. Memo from
BSP-Office of
the Deputy
Governor-
Financial
Supervision
Sector (BSP-
ODG-FSS)

c. Memo from
BSP-
Department  of
Supervisory
Analytics (BSP-
DSA), if
applicable

1.4 Prepare/review/
approve request for

reactivation of
Bank’s/NBQB'’s
DDA, for

submission to the
Comptrollership
Sub-Sector -Office
of the Managing
Director — Financial
Data and Systems
Support Group
(CoSS-OMD-
FDSSG).

FAD-GARG-DLRD
Processor, Bank
Officer Il or IV,
Manager, Deputy
Director, Director

1.5 CoSS-OMD-
FDSSG executes
action to reactivate
the DDA and inform
FAD-GARG-DLRD.

CoSS-OMD-FDSSG

1.6 Process/book the
request and send
for review and
approval

FAD-GARG-DLRD
Processor, Bank
Officer Il or 1V,
Manager, Deputy
Director, Managing
Director
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1.7 Update the CRA Staff/
monitoring tools for FAD-GARG-DLRD
actions taken Processor

2. Receive Send e-mail/ advice to FAD-GARG-DLRD
notification/email/ Banks/ NBQBs Processor

advice

informing on actions
taken on the request.

2. Issuance of Statement of Account (SOA) — Demand Deposit
Account (DDA) (Updated)

Issuance of SOAs to Banks, Non-Banks and non-Financial Institutions (non-Fls) with DDA

maintained with the Bangko Sentral ng Pilipinas (BSP).

a. Daily SOAs for PhilPaSSplus participants before the opening of RTGS PS business

hours.

b. As basis for reconciliation pursuant to Manual of Regulations for Banks/Manual of
Regulations for Non-Bank Financial Institutions to be sent through electronic mail
within three (3) working days after cut-off period.

i. Bi-monthly SOAs — DDA-Regular for Commercial Banks, Specialized

Government Banks, Thrift Banks and NBQBs.
i. Monthly SOAs —
e DDA-Regular for Rural Banks.
e DDA-Common Trust Fund (CTF) for all banks, if any.

e DDA-Trust and Other Fiduciary Account (TOFA) for all banks, if any.

e DDA-Secured Settlement Account-INSTAPAY for all banks, if any.

e Demand Deposit-Others (DD-Others) for Bureau of the Treasury (BTr) and
the Philippine Deposit Insurance Corporation (PDIC).

c. Upon request by banks, NBQBs, and other government institutions with DDA
maintained with the BSP.

Office or Division:

Financial Accounting Department — General Accounts and Reports
Group (GARG)-Deposit Liabilities and Reconciliation Division (DLRD)

Classification:

Simple

Type of Transaction:

G2B - Government to Business; G2G - Government to Government

Who may avail:

Banks/NBQBs/Non-Fls

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Email request

Originating from Banks/NBQBs/Non-Fls

CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE
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1. Send email request | 1. Generate SOA None Three (3) FAD-GARG-
to acrg- working days | DLRD Processor
fis@bsp.gov.ph
using the Bank’s/ Request
NBQBs/Non-Fls received before
registered  email the cut off time
address of 3:00pm3

2. Receive SOA 2.1 Send SOA FAD-GARG-

DLRD Processor,
/Bank Officer Il or
v
2.2 Update the FAD-GARG-
monitoring  tools DLRD Processor
for actions taken
2.3 Generate = SOA FAD-GARG-
Emailing List DLRD Processor
Report*

3. Transfer of Funds — Demand Deposit Account (DDA) (Updated)

Transfer of funds of Banks, Non-Banks/Quasi-Banks (NBQBs), and non-Financial
Institutions (non-Fls) relative to the DDA maintained with the BSP due to the following:

a. withdrawal of excess reserves by non-PhilPaSSplus participants;

b. manual transfer of funds from PhilPaSSplus participants to non-PhilPaSSplus

participant or vice versa,;

c. remittance of the outstanding DDA balance of a closed bank to Philippine Deposit

Insurance Corporation (PDIC);

d. penalties imposed to banks or NBQBs by the Anti-Money Laundering Council

(AMLC);

e. transactions pertaining to the Philippine International Convention Center, Inc.

(PICCI); and

f. transactions pertaining to the Bureau of the Treasury (BTr).

Office or Division:

Financial Accounting Department — General Accounts and Reports Group
(GARG)-Deposit Liabilities and Reconciliation Division (DLRD)

Classification:

Complex

Type of Transaction:

G2B-Government to Business; G2G-Government to Government

Who may avail:

Banks/NBQBs/AMLC/PDIC/PICCI/BTr

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

One (1) Original Copy of
Authority (LOA) with

duly signed Letter of
two (2) authorized

:

Originating from Banks/NBQBs

3 Documents received after the cut-off time will be value dated the following working day except for
documents requiring immediate attention or pertains to emergency cases.
4 The SOA Emailing List Report shall be generated after the sending of daily, bi-monthly or monthly SOAs.
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signatories expressly authorizing FAD to debit
their DDA and credit to their chosen depository
bank.

One (1) Original Copy of duly signed Notarized
Secretary Certificate on the bank’s/non-bank’s
Board Resolution approving the
transfer/withdrawal and the authorized
signatories with their specimen signatures

One (1) Original Copy of duly signed LOA

Originating from AMLC and BTr

One (1) Photocopy of LOA from PICC and
transaction ticket

Originating

Division (GAD)

from FAD-GARG-General Accounts

One (1) Original Copy of duly signedLetter of
Instruction (LOI) from PDIC with Certification of
No Outstanding Accounts Receivable

Originating from the Funds Administration Department
— Receivables Management Group (FUAD-RMG)

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit to the FAD- | Acknowledge receipt None Seven (7) Central Receiving
GARG, the | of the documents and working days Area (CRA) Staff,
following encode in the FAD-GARG
requirements: enhanced Document Documents
Tracking System received
a) For banks/ (eDTS). before the cut
NBQBs: off time of
e Original duly 3:00pm®
signed LOA
with two (2)
authorized
signatories
e Original duly

signednotarize
d Secretary’s
Certificate

b) For AMLC/BTr
e Original duly
signed LOA

c) PICCI
transactions:
¢ Photocopy of
Letter of PICCI
and FAD-
GARG-GAD

5 Documents received after the cut-off time will be value dated the following working day except for
documents requiring immediate attention or pertains to emergency cases.
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Transaction
Ticket

d) PDIC
transactions:
e Original duly
signed LOI
with FUAD-
RMG
certification

1.1 Verify
documentary
requirements and
check
outstanding DDA
balance

FAD-GARG-DLRD
Processor

1.2Book the fund
transfer and send
for review and
approval

FAD-GARG-DLRD
Processor, Bank
Officer Il or 1V,
Manager, Deputy
Director, Director,
Managing Director

1.3 Update the
monitoring  tools
for actions taken

CRA Staff/ FAD-
GARG-DLRD
Processor

2. Receive notification/
email/advice

1.1 Send e-mail/
advice to parties
concerned
informing on
actions taken on
the request

FAD-GARG-DLRD
Processor

45




4. Confirmation of Account Balances of Foreign Financial Institutions
(FFlIs) to their External Auditors (Updated)

Confirmation of the outstanding account balances upon request of the FFlIs and their

external auditors.

Office or Division:

Financial Accounting Department — General Accounts and Reports
Group (GARG)-Deposit Liabilities and Reconciliation Division (DLRD)

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

One (1) Original Copy of duly signed
Confirmation Letter or e-mail request

Originating from the foreign financial institution
(FF1)/ External Auditor

FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TPOAIBDE TIME RESPONSIBLE
1. Submit confirmation | 1.1 Acknowledge None Three (3) working Central
letter to FAD-GARG receipt of days Receiving Area
or e-mail to acrg- confirmation letter/ (CRA) Staff/
fis@bsp.gov.ph Print confirmation Request received Central
email and encode before the cut off | Receiving Area
in the enhanced time of 3:00pm® (CRA) Staff,
Document Tracking FAD-GARG-
System (eDTS) DLRD Processor
1.2 Check outstanding FAD-GARG-
balance for the DLRD Processor
requested period
and prepare
letter/reply
1.3 Review and sign BO I, BO IV,
letter/reply Manager,
Deputy Director,
Director
1.4 Update the CRA Staff/
monitoring tool for FAD-GARG-
actions taken and DLRD Processor
return to processor/
system
administrator
2. Receive confirmation | Mail letter/reply via the FAD-GARG-
letter/reply Administrative  Services DLRD Processor
Department or via e-mail

6 Requests received after the cut off time will be value dated the following working day except for request
requiring immediate attention pertaining to emergency cases.
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5. Issuance of Statements of Account (SOAs) to Foreign Financial
Institutions (FFls) (Updated)

Issuance of SOAs to FFls with accounts maintained with the BSP.
a. Monthly SOAs for FFls — within three (3) working days after the 10th day of the

month.

b. Upon request by FFls.

Office or Division:

Financial Accounting Department — General Accounts and Reports
Group (GARG)-Deposit Liabilities and Reconciliation Division (DLRD)

Classification:

Simple

Type of Transaction:

G2B - Government to Business

Who may avail:

FFls

a. SWIFT thru FM for
International Bank
for Reconstruction
and Development
(IBRD), Multilateral
Investment
Guarantee Agency
(MIGA), Bank of
Negara Malaysia,

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Email request Originating from the FFls
FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS ;gIDBE TIME RESPONSIBLE
1. Send email requestto | 1.1 Prepare SOA and | NONE Three (3) FAD-GARG-
acrg-fis@bsp.gov.ph verify outstanding working days DLRD Processor
balance for the Request
period covered with received before
the submitted the cut off time of
proofsheets from 3:00pm’
the BSP Financial
Markets (BSP-FM).
1.2 Review and sign FAD-GARG-
the SOA. DLRD Processor
Bank Officer Il or
IV, Manager
Deputy Director,
Director
2. Receive SOA 2.1 Send SOAs via the FAD-GARG-
following: DLRD Processor

7 Documents received after the cut-off time will be value dated the following working day except for
documents requiring immediate attention or pertains to emergency cases.
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International

(IFC) and
International

and Asian

(ADB); and
b. e-mail for
International

(IMF);

Finance Corporation
Development
Association (IDA),

Development Bank

Monetary Fund

monitoring
actions taken

2.2 Update
tools for

the

FAD-GARG-
DLRD Processor

6. Confirmation of Demand Deposit Account (DDA) (Updated)

Confirmation of the outstanding balances of DDA upon request of banks/non-banks, non-
Financial Institutions (non-Fls), and/or their external auditors.

Office or Division:

Financial Accounting Department — General Accounts and Reports Group
(GARG)-Deposit Liabilities and Reconciliation Division (DLRD)

Classification:

Complex

Type of
Transaction:

G2B — Government to Business, G2G — Government to Government and G2C —

Government to Citizen

Who may avail:

Banks, non-banks, non-Fls and External Auditors

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
One (1) Original Copy of duly signed Originating from Bank/Non-bank/Auditor/External
Confirmation Letter or email request Auditor
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

For confirmation of |1.1 Acknowledge None Seven (7) Central Receiving
DDA receipt of the working days Area (CRA) Staff/

confirmation letter/ FAD-GARG-DLRD
1. Submit Print the Request Processor
confirmation letter to confirmation email received
FAD-GARG or email and encode in the before the cut
to acrg- enhanced off time of
fis@bsp.gov.ph Document Tracking 3:00pm8

System (eDTS).

8 Documents received after the cut-off time will be value dated the following working day except for
documents requiring immediate attention or pertains to emergency cases.
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1.2 Check outstanding FAD-GARG-DLRD
DDA balance for the Processor
requested period.

1.3 Prepare letter/ reply FAD-GARG-DLRD
and referral memos Processor, Bank
to concerned Officer Il or IV,
departments (if Manager, Deputy
any), and review Director
and sign the
letter/reply.

1.4 Update the CRA Staff/ FAD-
monitoring tools for GARG-DLRD
actions taken. Processor

2. Receive Mail letter/reply thru FAD-GARG-DLRD
confirmation Administrative Services Processor
letter/reply Department and/or

send an advance copy

thru email.

7. Confirmation of Accounts Payable (AP) (Updated)

Confirmation of the outstanding balances of AP upon request of external auditors.

Office or Division: Financial Accounting Department (FAD) — General Accounts and Reports
Group (GARG) - Financial and Management Reports Division (FMRD)
Classification: Complex
Type of G2B - Government to Businesses; G2G — Government to Government; G2C -
Transaction: Government to Citizen
Who may avail: Non-banks and Other External Stakeholders
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
One (1) Original Copy of Confirmation Letter / | Originating from Non-bank/Auditor/External
Email request Stakeholders
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.Submit one (1) | 1.1 Acknowledge None Seven (7) Central Receiving
original copy of receipt of the working days Area (CRA) Staff/
confirmation confirmation letter/ FAD-GARG-FMRD
letter to FAD- Print the Request Processor
GARG or e-mail confirmation email received
to and encode in the before the cut
genaccts_ FAD@ enhanced
bsp.gov.ph or Document Tracking
fad- System (eDTS)
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fmrd@bsp.gov.p off time of

h 3:00pm°®

1.2 Check outstanding FAD-GARG-FMRD
AP balance for the Processor
requested period.

1.3 Prepare letter/ FAD-GARG-FMRD
reply and referral Processor, BO I, BO
memos to IV, Manager, Deputy
concerned Director

departments (if
any), and review

and sign the
letter/reply
1.4 Update the CRA Staff/ FAD-
monitoring tools for GARG-FMRD
actions taken Processor
2. Receive 2.1 Mail letter/reply thru FAD-GARG-FMRD
confirmation Administrative Services Processor
letter/reply Department and/or
send an advance copy
thru email

8. Registration of Authorized Recipients of Statement of Account
(SOA) (Updated)

Registration of banks’ authorized recipients of daily, bi-monthly and monthly SOAs sent
by the BSP.

Financial Accounting Department — General Accounts and Reports
Group (GARG)-Deposit Liabilities and Reconciliation Division (DLRD)
Simple

G2B — Government to Businesses, G2G — Government to Government
Banks, Non-Banks, and Bureau of the Treasury (BTr), and Philippine
Deposit Insurance Corporation (PDIC

Originating from banks, non-banks, BTr, and
PDIC

One (1) Original Copy of registration forms in
excel and pdf files which contain the email
addresses of the SOA recipients signed by
authorized signatories.

9 Documents received after the cut-off time will be value dated the following working day except for
documents requiring immediate attention or pertains to emergency cases.
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FEES

PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TFSMBDE TIME RESPONSIBLE
1. Submit duly signed | 1.1 Acknowledge None Three (3) FAD-GARG-

registration forms receipt of email working days DLRD Processor
and e-mail request request and
to acrg- registration forms Request
fis@bsp.gov.ph and encode in the received before

monitoring tool. the cut off time of

1.2 Prepare/review/app 3:00pm’ FAD-GARG-

rove request of DLRD
Demand Deposit — Processor, BO Il
Statement of or IV, Deputy
Account cFAS Director,
Parameters Director
Maintenance Form
for submission to
the Comptrollership
Sub-Sector -
Financial Data and
Systems  Support
Group (CoSS-
FDSSG), if
applicable.

1.3 CoSS-FDSSG CoSS-FDSSG
execute the request
for  creation, if
applicable.

1.4 Add/edit/felete FAD-GARG-
email addresses of DLRD Processor
the authorized
recipients in the
system.

2. Receive email reply | 2.1 Send an email reply FAD-GARG-
to banks informing DLRD Processor
them of the
changes made.

2.2 Update the FAD-GARG-
monitoring tools for DLRD Processor

actions taken.

0 Documents received after the cut-off time will be value dated the following working day except for
documents requiring immediate attention or pertains to emergency cases.
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9. Inquiries on Demand Deposit Account (DDA) Transactions

(Updated)

Inquiries on the nature and details of DDA transactions reflected in the Statements of
Account (SOASs).

Email Inquiry

Financial Accounting Department — General Accounts and Reports
Group (GARG)-Deposit Liabilities and Reconciliation Division (DLRD)

Simple

G2B — Government to Businesses, G2G — Government to Government

Banks, Non-Banks, and non-Financial Institutions (non-Fls)

Originating from banks, non-banks, and non-

actions taken.

Fls
CLIENT STEPS AGENGY ACTIONS | 0 st | PROCESSING PERSON
PAID TIME RESPONSIBLE
1. Submit email inquiry | 1.1 Acknowledge None Three (3) FAD-GARG-
to acrg- receipt of email working days DLRD Processor
fis@bsp.gov.ph inquiry and encode
in the monitoring Request
tool. received before
1.2 Generate a copy of the cut off time of FAD-GARG-
SOA 3:00pm™ DLRD Processor
1.3 Check if the FAD-GARG-
concerned DLRD Processor
transaction/s are in BO llorlV,
the SOA and Manager
analyze the
relevant details.

2. Receive email reply | 2.1 Send an email reply FAD-GARG-
to banks/non- DLRD Processor
banks/non-Fls as to
the nature of the
transaction/s or
refer the same to
the department
which booked the
transaction/s.

2.2 Update the FAD-GARG-
monitoring tools for DLRD Processor

" Documents received after the cut-off time will be value dated the following working day except for
documents requiring immediate attention or pertains to emergency cases.
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10. Accommodation of Check Deposit (Updated)

Accommodation of Check Deposits sent by banks or non-banks as additional funding to
their Demand Deposit Account (DDA) reserves.

her equivalent

Financial Accounting Department — General Accounts and Reports
Group (GARG)-Deposit Liabilities and Reconciliation Division (DLRD)

Simple

G2B - Government to Businesses

Banks and Non-Banks

One (1) Original Copy of duly signed Letter of
Authority (LOA) signed by the President or his or

Originating from banks and/or non-banks

Original Copy of Check for deposit

Originating from banks and/or non-banks

FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TISAIBDE TIME RESPONSIBLE
1. Submit original copy | 1.1 Acknowledge None Three (3) Central
of duly signed LOA receipt of the LOA working days Receiving Area
and Check for and check for (CRA) Staff,
deposit by FAD- deposit and Request FAD-GARG-
GARG encode in the received before | DLRD Processor
enhanced the cut off tirge of
Document Tracking 12:00nn
System (eDTS).
1.2 Prepare Check FAD-GARG-
Deposit Slip DLRD Processor
Bank Officer Il or
IV, Manager,
1.3 Deposit the check FAD-GARG-
to BSP - Greater DLRD Processor
Manila Regional Office
(GMRO, formerly BSP -
Cash Department).
1.4 Generate latest FAD-GARG-
SOA DLRD Processor

2 Documents received after the cut-off time will be processed the following working day except for
documents requiring immediate attention or pertains to emergency cases. For emergency cases, banks
are advised to personally deposit to BSP-Greater Manila Regional Office (GMRO, formerly Cash
Department), after which, on the same day the deposit was made, banks shall coordinate with BSP-
FAD-DLRD thru acrg-fis@bsp.gov.ph to request updated Statement of Account (SOA) to check the

proper posting of the deposit.
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2. Receive email reply

2.1 Send an email to
banks/non-banks with
the latest SOA
informing them of the
successful deposit of
additional DDA funding
to their account.

FAD-GARG-
DLRD Processor

2.2 Update the
monitoring tools for
actions taken.

FAD-GARG-
DLRD Processor
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FEEDBACK AND COMPLAINTS MECHANISM
(ALL EXTERNAL SERVICES)

How to send feedback

Utilize the Feedback Management
System by visiting www.bsp.gov.ph
and click on “Feedback” in the Quick
Links section at the bottom of the page
or thru the BSP Mail at
bspmail@bsp.gov.ph.

How feedbacks are processed

The responses are viewed in the
Feedback Management System
(FMS) module through the Intranet
within Bangko Sentral ng Pilipinas
(BSP).

How to file a complaint

Same process on how to send
feedback.

How complaints are processed

Same process on how feedbacks are
processed.

Contact Information of:
Anti-Red Tape Authority (ARTA)

Presidential Complaints Center
(PCC) of the Office of the President

Contact Center ng Bayan (CCB) of
the Civil Service Commission (CSC)

ARTA: complaints@arta.gov.ph
Telephone Number: 8-478-5093

PCC: pcc@malacanang.gov.ph
Telephone Number: 8888 or
+63(2)87368621

CCB:
email@contactcenterngbayan.gov.ph
Mobile Number: 0908 8816565

Office Address Contact Information
Financial Accounting 4t flr. EDPC Bldg. Trunkline No.: 8811-
Department (FAD) BSP Complex A. 1277 local 2691

Mabini St. Malate

General Accounts and Manila 8-400-7032

Reports Group (GARG)

— Deposit Liabilities and

Reconciliation Division
(DLRD)

acrg-fis@bsp.gov.ph
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Funds Administration Department
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1. Confirmation of Accounts Receivable (AR) (Updated)

Confirmation of the outstanding balances of AR upon request of external auditors.

Office or Funds Administration Department (FUAD) — Receivables Management Group
Division: (RMG)

Classification: | Complex

Type of G2B — Government to Business; G2G — Government to Government; G2C -

Transaction:

Government to Citizen

Who may avail:

Banks, Non-banks and Other External Stakeholders

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Confirmation Letter / Email

Originating from Bank/Non-bank/Auditor/External

Stakeholders
FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Send letter to [1.1 Encode in the None Seven (7) Central Receiving
BSP enhanced working days Area (CRA) Staff/
Document Tracking RMG Processor
System (eDTS) Request
received
1.2 Check outstanding before the cut RMG Processor
AR balance for the off time of
requested period 3:00pm'®

1.3 Prepare letter/ reply
and referral memos
to concerned
departments (if
any), and review
and sign the
letter/reply

1.4 Update the
monitoring tools for
actions taken

2. Receive
confirmation
letter/reply

Mail letter/reply thru
Administrative
Services Department
and/or send an
advance copy thru
email

RMG Processor,
Supervisor, Manager,
Deputy Director

CRA Staff

RMG Processor

3 Requests received after the cut off time will be value dated the following working day except for request
requiring immediate attention pertaining to emergency cases.
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2. Issuance of Order of Payment (OP)

Issuance of OP for refund of unused cash advance, payment of rentals, utilities and
other expenses advanced by the Bangko Sentral ng Pilipinas (BSP)

Office or Division:

Funds Administration Department (FUAD) — Receivables Management

(RMG)

Classification:

Simple

Type of
Transaction:

G2B — Government to Business, G2G — Government to Government; G2C —

Government to Citizen

Who may avail:

BSP personnel, banks and other external stakeholders

CHECKLIST OF

REQUIREMENTS

WHERE TO SECURE

1 copy of Billing

Requesting bank/office

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Send request for | 2.1 Acknowledge None Within 1 hour RMG CRA Staff,
OP thru email to receipt of the

CRD_FAD@bsp.go
v.ph or submit
request for OP thru
the CRA-RMG

email/request and
encode the details
in RMG Receiving
File

2.2 Verify outstanding

accounts for
payment by the
requestor

2.3 Prepare and
generate OP.

2.4 Review and

approve the OP

2. Present OP to
BSP Greater Manila
Regional Office for
Payment or pay
through other
payment channels
(e.g. OTC, internet
banking, visa/
master cards,

gcash, ecpay)

Release OP to the
requestor or via email

RMG Processor

RMG Processor

Bank Officer IV,
Manager

RMG Processor
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3. Uploading of Collection Reports through the New Order of Payment
System (NOPS) (Updated)

The FuAD-RMG uploads the daily collection reports received from settlement banks. Once
collection reports are uploaded, automatic accounting entries are generated and posted in the
books of the collecting departments and Official Receipts (OR) of payors are electronically

transmitted thru e-mail.

Office or Division:

Funds Administration Department — Receivables Management (RMG)

Classification:

Simple

Type of Transaction:

G2C — Government to Citizen

Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

None

CLIENTSTERS | AGENCY AGTIONS | TOBE | PROCESSIN PERSON

PAID G TIME RESPONSIBLE

1. Pay thru the | 1.1 Upon receipt of | None 1 working day | NOPS Uploader

different payments the collection

channels (OTC, reports from

visa/mastercard, settlement banks,

gcash, internet validate/ reconcile

banking, etc.) reports  against

The settlement BSP’s online

banks send account

collection reports to
BSP.

maintained  with
settlement banks

1.2 Report/coordinate
to BSP settlement
bank any
unreconciled
collection

2. Receive OR thru
email

Collecting departments
generate the tickets of
posted collection
entries.

2.1 Upload collection
report to NOPS
and generate
tickets

NOPS Uploader

NOPS Uploader

2.2 Review and
approve tickets

RMG

Manager FUAD-

Deputy Director
FuAD-RMG
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4. Issuance of Payment Advice (PA) and Tax Certificates (TC)

(Updated)

Issuance of PA to Bangko Sentral ng Pilipinas’ (BSP’s) suppliers of goods and services
(e.g., individuals, partnerships, corporations), BSP retirees/heirs, and other BSP creditors
as proof of payment and BIR Tax certificates Forms No. 2307 where withholding taxes
were deducted from income payments. These are applicable for claims paid in Philippine

Peso.

Office or Division:

Funds Administration Department (FUAD) — Funding and Disbursement
Group (FDG) - Disbursement Division (DD)

Classification:

Simple

Type of Transaction:

G2B — Government to Business and G2G — Government to Government

Who may avail:

Sole Proprietors

Individual Professionals

Partnerships
Corporations
Government Agencies
BSP Retirees

Other BSP Creditors

Legal Heirs of BSP Employees
Non-Stock Non-Profit Organizations
Joint Venture

Buyer of BSP Acquired Assets

Gold Trader/Panner

Cooperatives

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1. Review None 7 working days Authorized
and approve the Approvers -
softcopies of PA DD - FUAD

and TC and save
in the designated
file location.

2. Retrieve files

and email to Personnel In-
payee’s Charge
authorized email DD - FuAD
recipient/s.

FEEDBACK AND COMPLAINTS MECHANISM

(ALL EXTERNAL SERVICES)

How to send feedback

Utilize the Feedback Management
System by visiting www.bsp.gov.ph

and click on “Feedback” in the Quick
Links section at the bottom of the page
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or thru the BSP Mail at
bspmail@bsp.gov.ph.

How feedbacks are processed

The responses are viewed in the
Feedback Management System
(FMS) module through the Intranet
within Bangko Sentral ng Pilipinas
(BSP).

How to file a complaint

Same process on how to send
feedback.

How complaints are processed

Same process on how feedbacks are
processed.

Contact Information of:
Anti-Red Tape Authority (ARTA)

Presidential Complaints Center
(PCC) of the Office of the President

Contact Center ng Bayan (CCB) of
the Civil Service Commission (CSC)

ARTA: complaints@arta.qgov.ph
Telephone Number: 8-478-5093

PCC: pcc@malacanang.gov.ph
Telephone Number: 8888 or
+63(2)87368621

CCB:
email@contactcenterngbayan.gov.ph
Mobile Number: 0908 8816565

Office Address Contact Information
Receivables 4t flr. EDPC Bldg. Trunkline No.: 8811-
Management Group BSP Complex A. 1277
(RMG) Mabini St. Malate Local 3416/2214/2431
Funding and Manila Trunkline No.: 8811-
Disbursement Group 1277
(FDG) — Disbursement Local 2469

Division (DD)
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CORPORATE SERVICES SECTOR

Internal Services
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Administrative Services Department
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1. Issuance of Clearance from Records and Property Accountability

(Updated)

Office or Division:

Administrative Services Department (ASD)

Classification:

Simple

Type of Transaction:

Internal Services

Who may avail:

BSP Employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request via electronic mail
(for separation from service e.g., retirement/
resignation/death/dropped from the rolls)

Leave and Retirement Division,
Human Resource Management Department

(HRMD)

2. Request via electronic mail
(for sick/travel/study/maternity leave)

Administrative Unit/Division,
BSP Department/Office/Branch

PERSON
CLIENT STEPS AGENCY ACTIONS FEESTO | PROCESSING | pespoN-
BE PAID TIME
SIBLE
Submit For ASD-Property Control None Within one (1) PCD
electronic mail Division (PCD): working day (for Personnel
(e-mail) request every 15 requests ASD-PCD

for issuance of
property
clearance
certificate:

1. HRMD (for
retirement/
resignation/
separation of
personnel
from the bank)

2. Administrative
Unit/Division
of concerned
BSP
Department/
Office/Branch
of the
requesting
employee (for
leave
application for
thirty (30)
days or more)

1.

Check input document, if
received from authorized
personnel.

Send e-mail to
acknowledge the request
and schedule of
transmittal, copy furnished
Records Management
Division (RMD), and
Property and Supplies
Management Division
Heads.

Open list of Property and
Supply Officer (PSO) and
check PCD property
records.

If with outstanding
accountability, return
request to requesting
officer through his/her
official e-mail and advise
to transfer property
accountability to the newly

received) from
receipt of e-mail
from Human
Resource
Management
Department (HRMD)
or Administrative
Unit (AU) or within
two (2) to three (3)
working days if more
than 15 requests
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designated PSO and/or
settle unlocated or missing
property items.

If there is no outstanding
accountability, log the
following details in the
PCD Clearance
Monitoring tool:

Date of e-mail
Name

Position

Job Level
Department
Employee number
Reason for
Certification

o Effectivity date

Prepare two (2) copies of
certification (1st copy —
original and 2nd copy —
receiving) with the name
of the Approving Officer:

a. if requesting
personnel has a
rank of Director
and above,
Approving Officer
is the Director,
ASD;

b. if requesting
personnel has a
rank of Deputy
Director and
below, Approving

Officer is at least pelz\g,?ne/
Deputy Director, ASD-RMD

ASD.

Secure electronic
document tracking
system (e-DTS)
reference number.
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8. Forward Certificate to
the Division Head for
review and affixing of
initial"* on the 2nd

copy.

9. Endorse Certificate
through e-DTS to the
next processing
Division, and transmit
papercopy to RMD
Personnel.

For RMD:

10. Receive Certificate Office of
from PCD. Approving

Officer

11. Check RMD monitoring
tool on Files Request,
i.e., personnel subject of
Clearance has no
outstanding records
accountability.

12. If with outstanding
accountability, return
request to requesting
officer through his/her
official e-mail and advise
to settle records
accountability, copy
furnished PCD
personnel. PCD

Personnel

13. If there is no outstanding ASD-PCD
accountability, endorse to
Division Head for review
and affixing of initial.

14. Transmit Certificate to
Approving Officer for
signature and update e-
DTS.

14 Alternatively, d-initial/d-signature is acceptable in lieu of ink initial/signature.
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For Approving Officer:

15. The Approving Officer to

review the Clearance
Certificate as to
completeness and
correctness of
information and affix
signature if found in
order.

16. The Office of Approving

Officer shall forward
signed document to
PCD.

For PCD

17.

18.

19.

20.

Receive Certificate from
the Office of Approving
Officer and check
completeness of
signatories.

Send through official e-
mail of the requesting
department/office
notice to pick-up
Certificate and update
e-DTS.

The recipient of the
Certificate must
acknowledge receipt by
signing the
receiving/2nd copy.

File the signed
receiving/2nd copy of
the Certificate for
records purposes.

TOTAL:

None

1 to 3 working days
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FEEDBACK AND COMPLAINTS MECHANISM

How to send feedback

Send written client feedback to the Office of the
Director, Administrative Services Department
(ASD).

How feedbacks are processed

Feedback requiring response is forwarded to
ASD-Property Control Division or Records
Management Division for appropriate response
within three (3) days from receipt of feedback.

For inquiries and follow-up, client may contact
Tel. No. 5306-3135.

How to file a complaint

Send written client complaint to the Office of the
Director, ASD. Make sure to provide the
following information:

- Name of person (subject of complain)

- Contact Information

- Incident

- Evidence

For inquiries and follow-up, client may contact
Tel. No. 5306-3135

How complaints are processed

Upon receipt, the complaint shall be forwarded
to the relevant division for their
investigation/report preparation.

The Division shall submit the report to the
Office of the Director, ASD.

The Office of the Director, ASD gives feedback
to the client.

Contact Information of:
Anti-Red Tape Authority (ARTA)

Presidential Complaints Center
(PCC) of the Office of the President

Contact Center ng Bayan (CCB) of
the Civil Service Commission (CSC)

ARTA: complaints@arta.gov.ph
Telephone Number: 8-478-5093

PCC: pcc@malacanang.gov.ph
Telephone Number: 8888 or +63(2)87368621

CCB: email@contactcenterngbayan.gov.ph
Mobile Number: 0908 8816565
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Office Address Contact Information

Administrative Services Ground Floor, 5-Storey Trunkline No.: 8811-
Department Building, BSP Complex, 1277 local 2385
Malate Manila
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Budget Management Department
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1. Submission of the Approved Request for Budget Adjustments

(Updated)

Submission of the approved request for budget adjustments for posting in BECS
Office or Budget Management Department (BMD)
Division:
Type of Internal Services to BSP Budget Units

Transaction:

1. Approved Fund Transfer from One Budget Unit to Another

2. Approved Fund Transfer from One Account to Another within the Budget Unit
3. Approved Fund Transfer from the Provision for Contingency

4. Approved Budget Reallocation

5. Approved Sub-allocation of Funds

Classification:

Simple

Who may avail:

1. All Budget Units in the BSP for items 1 to 4 above
2. HRMD and HWD for item 5 above

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
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Original copy of the approved request for budget
adjustment using the prescribed form

BSP weKnow portal>>Forms and
Templates>>Budget and Accounting

Fund Transfer from one Budget Unit to
Another (CoSS Form No. 01-002-09)

Fund Transfer from One Account to Another
within the Budget Unit (CoSS Form No. 01-
002-02)

Fund Transfer from the Provision for
Contingency (CoSS Form No. 01-002-03 and
05)

Budget Reallocation (CoSS Form No. 01-002-
08)

Sub-allocation (CoSS Form No. 01-002-10)

CLIENT STEPS AGENCY ACTIONS

FEES TO BE

PROCESSING
TIME

PERSON

PAID RESPONSIBLE
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Download the

applicable None
form in the
weKnow
portal
Fill out the
form and
submit to the
respective
approver Atleast Bank
Submitto the | 3.1 Post in the Budgetary Officer IV, BMD
BMD the and Expense Control for the posting
approved System (BECS) the in BECS
request for approved budget ,
posting in the adjustment 3 . Respectl\{e
BECS 3.2 Notify the Budget Unit working | Account Officer,
that the approved budget days BMD fqr the
has already been posted ﬂ? ; g:ﬁ? tlgtn[jgit
in the BECS J
3.3 Provide copy of the
BECS edit list to the
Funding Division, Funds
Administration
Department (FD,FuAD)
TOTAL: None 2 working days
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2. Submission of Request for Budget Adjustments (Updated)

Submission of request for fund transfer from the Provision for Contingency

Office or BMD

Division:

Classification: Highly Technical

Type of Internal Services to BSP Budget Units

Transaction:

e Request for Fund Transfer from the Provision for Contingency Account

Who may avail:

All Budget Units in the BSP

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

e Checklist of minimum requirements for

request for budget adjustment

o Request for budget adjustment using the
prescribed form

e Cost estimates and basis

BSP weKnow portal>>Forms and Templates>>Budget
and Accounting
e Request for Fund Transfer for the Provision for
Contingency
- (CoSS Form No. 01-002-03 for approval of
Head, CoSS)
- (CoSS Form No. 01-002-05 for approval of
the Governor)

FEES TO BE | PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Download the

applicable form

in the weKnow

portal
2. Fill out the

form and seek

endorsement

from the

respective

Sub-Sector

Head, if

applicable, and

Sector Heads | For items 1 to 8 of Section | None Respective
3. Submit to the 13.1 of the BAGP up to Account Officer,

BMD the P10million BMD

original copy of | 3.1 Evaluate the request 10 working

request as for budget adjustment days from

endorsed by 3.2 Submit to the submission of

the Sub-Sector Head,CoSS or Officer- complete

Head, if in-Charge,CoSS for documents

applicable, and approval

Sector Head, | 3.3 Once approved,

together with Submit the request to
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the checkilist
for minimum
requirements
and supporting
documents

the authorized encoder
in BECS

For Items 1 to 8 of Section
13.1 of the BAGP, in
excess of P10million; and
for Items 9.a and 9.b of
Section 13.1 of the BAGP,
regardless of amount

3.1 Evaluate the request
for budget adjustment

3.2 Submit to the
Head,CoSS for
endorsement

3.3 Notify the Budget Unit
that the request has
already been signed by
the Head,CoSS

10 working
days from
submission of
complete
documents

Respective
Account Officer,
BMD for the
evaluation of
request

TOTAL:

None

10 working days
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3. Submission of Request for Budget Adjustments (Updated)

Submission of request for Budget Reallocation

Office or BMD
Division:
Classification: Highly Technical
Type of Internal Services to BSP Budget Units
Transaction: ¢ Request for Budget Reallocation
Who may avail: | All Budget Units in the BSP
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Checklist of minimum requirements for BSP weKnow portal>>Forms and
request for budget adjustment Templates>>Budget and Accounting
e Request for budget adjustment using the * Request for Budget Reallocation (CoSS
prescribed form Form No. 01-002-08)
e Cost estimates and basis
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
. Download the
formin the
weKnow portal
2. Fill out the form
and seek
endorsement
from the
respective Sub-
Sector Head, if
applicable
3. Submit to the 1.2 Evaluate the request for
BMD the original budget adjustment None Respective
copy of request | 1.3 Submit to the Head,CoSS Account Officer,
as endorsed by for endorsement to the BMD
the Sub-Sector Sector Head
Head, together | 1.4 Notify the Budget Unit that 10 working
with the checklist the request for budget days from
for minimum reallocation has already submission of
requirements been signed by the complete
and supporting Head,CoSS documents
documents 3
TOTAL: None 10 working days
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How to send feedback Budget Units (BUs) may contact the
respective Account Officer through email or
call the telephone numbers indicated below.

How feedbacks are processed Feedback requiring answers are forwarded to
the corresponding BU, if applicable. Upon
receipt of replies’comments from the
concerned Departments/Offices, the account
officer of BMD shall then communicate
adequate reply through e-mail or telephone
call.

For inquiries and follow-ups, BUs may
contact the telephone numbers indicated
below.

How to file a complaint BUs should issue a memorandum address to
the Head,CoSS indicating the following:

- Name of person being complained

- Short Narrative of the complaint

- Evidence

For inquiries and follow-ups, Budget Units may
contact the telephone numbers indicated below.
How complaints are processed Upon receipt of the memo, the BMD will
evaluate the validity of the complaint and
issue a memo-reply to the Budget Unit or
schedule a meeting for further discussion of
the complaint.

Office Address Contact Information
Budget Management 4th flr. EDPC Bldg. BSP Trunkline No.: 8811-
Department Complex A. Mabini St. 1277
Malate Manila local 3015
BMD@bsp.gov.ph
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Capacity Development Department
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1. Conduct In-house Course Offering (Updated)
The CDD implements training courses for BSP employees as part of its internal
services, based on learning needs assessment.

Office or Division:

Capacity Development Department

Classification:

Simple

Type of
Transaction:

G2G — Government to Government Employee

Who may avail:

BSP Employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

One (1) copy, original signed/approved
nomination form (BSPI Form No. 06-002)

BSP WeKnowportal

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Referto None None 5 minutes BSP Employee,
Individual Supervisor
Development
Plan
2. Secure Approve (or None 5 hours Director, CDD
approval from | disapprove)
supervisor nomination
3. Submit Start processing None 1 working day Training
required request and slot Specialist 111,
document to reservation Bank Officer II,
CDD CDD
4. Wait for e-mail | Prepare and issue | None 1 working day Training
confirmation confirmation e- Specialist Ill,
from CDD mail to employee Bank Officer Il,
CDD
5. Attend In- Have the None various Training
house Training | employee sign the Specialist ll,
Course attendance sheet CDD
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TOTAL 0

2 working days,
5 hours, 5
minutes

How to send feedback

Answer the feedback from during the
last day of course offering

How feedbacks are processed

The Evaluation and Data
Management Division compiles
processes and verifies (as needed)
the feedback. The feedback is then
used for improvements of in-house
courses

How to file a complaint

Any complaint will be picked up from
the feedback form or from the CDD e-
mail

How complaints are processed

Complaints are verified, evaluated,
investigated and reported to
appropriate individuals/offices
Waiting time: Standard processing
time of fifteen (15) working days

Contact Information of:
Anti-Red Tape Authority (ARTA)

Presidential Complaints Center (PCC)
of the Office of the President

Contact Center ng Bayan (CCB) of the
Civil Service Commission (CSC)

ARTA: complaints@arta.gov.ph
Telephone Number: 8-478-5093

PCC: pcc@malacanang.gov.ph
Telephone Number: 8888 or
+63(2)87368621

CCB:
email@contactcenterngbayan.gov.ph
Mobile Number: 0908 8816565

Office Address Contact Information
Capacity Development | 16" Floor, Multi-Storey Trunkline No.: 8811-
Department Building, BSP Complex, 1277 local 3035

Malate, Manila cdd@bsp.gov.ph
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Financial Accounting Department
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1. Certification of Outstanding Payables for Payment (Updated)

Certify the existence of payables to claimants

Transaction:

and G2C — Government to Citizen

Office or Financial Accounting Department (FAD) — General Accounts and
Division: Reports Group (GARG) - General Accounts Division (GAD)
Classification: Simple

Type of G2G - Government to Government, G2B — Government to Businesses

Who may avail:

Funds Administration Department (FUAD) -Disbursement Division (DD)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

One (1) original copy of duly signed
Disbursement Voucher

Originating from end-user departments

Accounts Payable (AP) of
the claimant.

1.3 Check in the individual
SL for AP the existence of
outstanding balance of the
claimant.

1.4 Email the certification
to the reviewer with the
details of outstanding
balance of AP of claimant
as of the requested period
or stamp the Certification
on the disbursement
voucher (DV) and indicate
the outstanding balance
for AP as of date of the
claimant.

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Send email to | 1.1 Acknowledge receipt None Within 2 CRA Staff
genaccts_FAD | of the email or DV hard working days FAD
@bsp.gov.ph or | copy documents and
submit to encode the details in Request
GARG-GAD GARG Receiving File received
before the cut
1.2 Generate, and print off time of FAD-GARG-
the subsidiary ledger for 3:00pm™® GAD Processor

FAD-GARG-
GAD Processor

FAD-GARG-
GAD Processor

15 Requests received after the cut off time will be value dated the following working day except for request
involving claims requiring immediate attention pertaining to emergency cases.
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1.5 Review and email the
certification to the
requester or sign the
certification portion on the
DV hard copy.

2. Receive the
DV for payment

Release the DV to the
requestor (FUAD-DD) for
payment.

FAD-GARG-
GAD Assistant
Manager,
Manager

CRA Staff
FAD

How to send feedback

BSP personnel may call the respective
local numbers indicated below of the
office/division that provides the service
or answer the internally prepared

survey
How feedbacks are processed Feedback requiring answers are
being referred to the concerned

office/division for appropriate action.
The concerned office/division will
prepare the corresponding reply.

How to file a complaint

BSP personnel may call the
respective local numbers indicated
below of the office/division that
provides the service.

How complaints are processed

Same process on how feedbacks are
processed.

Contact Information of FAD

GARG - Local 2463/2466

Contact Information of:
Anti-Red Tape Authority (ARTA)

Presidential Complaints Center
(PCC) of the Office of the President

Contact Center ng Bayan (CCB) of
the Civil Service Commission (CSC)

ARTA: complaints@arta.gov.ph
Telephone Number: 8-478-5093

PCC: pcc@malacanang.gov.ph
Telephone Number: 8888 or
+63(2)87368621

CCB:
email@contactcenterngbayan.qgov.ph
Mobile Number: 0908 8816565
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Financial Accounting 4t fir. EDPC Bldg. Trunkline No.: 8811-1277

Department (FAD) — BSP Complex A. Local 2463/2466
General Accounts and Mabini St. Malate
Reports Group Manila
(GARG)
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Funds Administration Department
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1. Issuance of Order of Payment (OP)

Issuance of OP for refund of unused cash advance, imprest fund and other amount due
to the Bangko Sentral ng Pilipinas (BSP)

Office or Division:

Group (RMG)

Funds Administration Department (FUAD) — Receivables Management

Classification:

Simple

Type of Transaction:

G2B — Government to Business, G2G — Government to Government
and G2C — Government to Citizen

Who may avail:

BSP personnel, banks and other internal stakeholders

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

One copy of Disbursement Voucher (DV)

Personnel/Department concerned

FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Send request | 1.1 Acknowledge None Within 1 hour RMG CRA Staff

for OP to
ACRG-DIV

1 FAD@bsp.go
v.ph and
ACRG-DIV

2 FAD@bsp.go
v.ph or thru
BCG CRA

receipt and encode
the details in BCG
Receiving File

1.2 Verify outstanding
accounts for payment
by the requestor

1.3 Prepare and
generate OP

1.4 Review and
approve the OP

2. Present OP
to BSP Greater
Manila Regional
Office for
Payment or pay
through other
payment
channels (e.g.,
OTC, internet
banking, visa/
master cards,
gcash, ecpay)

Release OP to the
requestor or release
via email

RMG Processor

RMG Processor

Bank Officer IV,
Manager

RMG Processor
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2. Grant of Cash Advance (CA) — BSP Personnel (Updated)

CA granted to Bangko Sentral ng Pilipinas (BSP) Personnel for official travel local and

other purposes

Office or Division:

Funds Administration Department (FUAD) — Receivables Management
Group (RMG) - Cash Advances Division (CAD)

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

BSP Personnel

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

One original of Approved Disbursement

Voucher (DV) that indicates the amount of CA

Originating Concerned Department

One original of Approved Travel Assignment
Order (TAQO) and copy other supporting

documents Originating Concerned Department
CLIENT FEES TO | PROCESSIN PERSON
STEPS AGENCY ACTIONS BEPAID | GTIME RESPONSIBLE
1. Submit DV |1.1.  Verify the attached None Two (2) RMG, CRA Staff
with documentary working days
supporting requirements, and
documents encode the details of the
to the CRA- CA in RMG Receiving
RMG File

1.2.

Check outstanding
CA and request for
approval on the
certification of DV

1.3.

Review and approve
the certification

1.4.

Verify supporting
documents and
correctness of the
amount

1.5.

Transmit the DVs,
including supporting
documents to FDG for
funding and/or payment.

1.6.

Update the
monitoring tool for
actions taken.

CAD Processor

CAD Head

CAD Processor

CAD Processor

RMG, CRA Staff
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3. Issuance of Certification of No Cash Advance Granted in Claims for
Reimbursement of Expenses (Updated)

Issue a certification on the DV that no cash advance was granted for the expenses
being reimbursed by the Bangko Sentral ng Pilipnas (BSP) personnel during official

foreign, domestic and other travel/mission purposes.

Office or Funds Administration Department (FUAD) — Receivables Management Group
Division: (RMG) — Cash Advances Division (CAD)

Classification: Simple

Type of G2C — Government to Citizen

Transaction:

Who may avail:

BSP Personnel

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

One Original Copy of Disbursement Voucher
(DV) that indicates the amount to be

reimbursed

Originating from BSP and Non-BSP Personnel

One Original Copy of TAO / Certificate of
Completion/ Attendance

Originating Concerned Department

Other supporting documents as required

Originating Concerned Department

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit DV for | 1.1 Acknowledge None Three (3) RMG CRA Staff

reimbursement
with supporting
documents to
the ACRG-DIV
1 FAD@bsp.g
ov.ph and
ACRG-DIV

2 FAD@bsp.g

ov.ph or thru
BCG, CRA

receipt of the DV.
Verify the attached
documentary

requirements, and
encode the details
of reimbursement in
RMG Receiving File

1.2 Check if there is CA
granted for the
subject
reimbursement and
request for approval
on the certification
of DV

1.3 Review and
approve the
certification

1.4 Verify ~ supporting
documents and

working days

CAD Processor

CAD Head

CAD Processor
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correctness of the
amount

1.5 Transmit the DVs,
including supporting
documents to FDG
for funding

1.6 Update the
monitoring tool for
actions taken.

CAD Processor

BCG CRA Staff

4. Issuance of Clearance Certificate (Updated)

Certify balances of Accounts Receivable (AR) and Cash Advance (CA) in relation to the
clearances for travel, prolonged leave (e.g., maternity leave) and leaving personnel
(e.g., resignation and retirement) and issue clearance certificate

Office or Division:

Funds Administration Department (FUAD) — Receivables
Management Group (RMG - Claims and Receivable Division (CRD)

Classification:

Simple

Type of Transaction:

G2C — Government to Citizen

Who may avail:

BSP Personnel

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Email request Originating from Human Resource Management
Department (HRMD)

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1.1 Generate and print None Two (2) working CRD Processor
request for the individual SL for AR days
clearance and CA of the accountee

certificate thru
e-mail

requestor/
payee/employee

1.2 Send email to
GARG-FAD for
certification of
outstanding AP

1.3 Verify the
outstanding balances
reflected in the SL

1.4 There should be no
outstanding balances for
CA and AR accounts.
Otherwise, appropriate

BO IV, CRD

CRD Processor

CRD Processor
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action must be taken
before certification

1.5 Prepare clearance
certificate

1.6 Review and sign the
Clearance Certificate

2. Receive the
Clearance
Certificate

Release thru CRA/email
the Clearance certificate
to requestor

CRD Processor

BOIV, Manager,
Deputy Director

CRA Staff

5. Certification of Funds Availability (Updated)

Certify Availability of Funds for BAC Resolution Approving the Award (including Single
Year Cross Over and Multi-Year Contracts) or Request for Authority to Purchase

Office or Division:

Funds Administration Department (FUAD) — Funding and Disbursement
Group (FDG) — Funding Division (FD)

Classification:

Complex

Type of
Transaction:

G2G-Government to Government
G2C-Government to Citizen

Who may avail:

Various BSP Departments, Regional Offices and Branches and BSP

Employees
CHECKLIST OF REQUIREMENTS WHERE TO
SECURE
1. Duly approved transmittal memo with certification that the attachments
are faithful representation of the original copies.
2. Oiriginal or Electronically/Digitally signed copy of BAC Resolution/ Originating
Request for Approval of Purchase Concerned
3. Original or Electronically/Digitally signed copy of Purchase Requisition Department/
4. Copy of Approved Change in APP details/APP inclusion (if applicable) PRMD I/ PRMD Il
5. Edit List of Budget Adjustment (if applicable)
6. Cash Disbursement Schedule/Revised Cash Disbursement Schedule
7. Copy of Approved SYCCA/MYCA
8. Copy of Bid Bulletin (if applicable)
CLIENT STEPS AGENCY ACTIONS | FEESTO PROCESSING PERSON
BE PAID TIME RESPONSIBLE
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Submit required
documents  for
Certification  of
Funds

Availability prior
to entering into a
contract.

1.1 Receive
documents (i.e.,
Purchase
Requisition, BAC
Resolution/ RAP

1.2 Review
documents and
Record the
Certification of
Availability of
Funds in BECS

1.3 Review and
approve the

None

First in-first out

basis, subject to

queuing'®.

e Within seven (7)

working days
from receipt of
complete and
valid documents
before the cut-off
time of 3:00pm

FDG -FD
Receiving/
Releasing Staff

Certificate of FDG - FD
Availability of Processor
Funds encoded in
BECS, the
completeness and
validity of
supporting FDG -FD
documents Approver
1.4 Tag-out FDG -
documents for release FDReceiving/

in BECS after
approval by
authorized FUAD
officers

Releasing Staff

6. Payment of Salaries, Allowances, Reimbursements, Cash Advances
to BSP employees (Updated)

Office or Division:

Funds Administration Department (FUAD) — Funding and
Disbursement Group (FDG)

Classification:

Simple

Type of Transaction:

G2G — Government to Government
G2C-Government to Citizen

Who may avail:

BSP Departments, BSP Employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

6 Except for claims/documents requiring immediate attention/ pertaining to emergency cases as approved

by Head-CoSS.
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1. One

original of

approved and funded

Disbursement Voucher (DV) (COSS Form 04-

001-01)

2. Complete supporting documents stated in the
following checklists:

Forms downloadable from weKnow Portal

a. CoSS Form No. 02-001-00 Checklist | Supporting documents from end-user
of Required Documentation for | departments and BSP employees
Replenishment of Imprest Fund

b. CoSS Form No. 02-002-03 Checklist
of Required Documentation for Cash
Advance for Seminar Registration
Fee

c. CoSS Form No. 02-002-04 Checkilist
of Required Documentation for Other
Cash Advance

d. CoSS Form No. 02-004-03 Checkilist
of Requirements for Reimbursement
of Foreign Travel Expenses

e. CoSS Form No. 02-004-04 Checklist
of Requirements for Reimbursement
of Seminar Registration Fee

f. CoSS Form No. 02-004-05 Checklist
of Required Documentation for
Reimbursement of Other Expenses

FEES
TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE TIME RESPONSIBLE
PAID
1. Submit required First in-first out
docu_r_nen_ts for 1.1 Receive documents baS|s., s11;b|ect to FDG _—_FD
Certification of Funds . ) queuing™. Receiving/
o . (i.e., Claims, Cash | None .
Availability  prior to Releasing Staff

payment of claims.

Advance

1.2 Review documents

and Record the
Certification of
Availability of Funds
in BECS

1.3 Review and approve
the Certificate of
Availability of Funds
encoded in BECS,
the completeness

e Simple — Within
three (3)
working days
from receipt of
complete and
valid document
before the cut-
off time of
3:00pm?°;

FDG - FD
Processor

FDG - FD
Approver

9 Except for claims/documents requiring immediate attention/ pertaining to emergency cases as approved
by Head-CoSS.
20 Claims received after the cut off time will be value dated the following working day
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and validity of
supporting
documents

1.4 Tag-out documents
for release in BECS
and MS List after

FDG - FD
Receiving/

approval by Releasing Staff
authorized FuAD
officers
2. Transmit the | 2.1 Personnel-in- | None | Salaries and other FDG - DD
approved and funded | charge acknowledges allowances — Up Supervisor
DV with complete and | receipt to three (3)
valid supporting working days or
documents to FuAD immediately  to
Disbursement Division implement credit
at Window 2 Room 406 on the date
EDPC Building specified by
2.2 Hard copies of DVs HRMD FDG -DD
and supporting Supervisor
documents are Medical
assigned to processors. Reimbursements,
Travel-Related
2.3 Review the Cash Advances FDG -DD
completeness and and Other Processor
validity of DVs and Reimbursements
supporting documents — Up to three (3)
2.4 Encode accounting working days from
entries in the core receipt of
Financial  Accounting approved AP
System (cFAS) ticket and
2.5 Review  and Prooflist.  Cut-off FDG - DD
approve the time is 1:00pm, Approver
correctness of the Other non-
accounting entries and digitalized

validity of supporting
documents.

reimbursements —
Up to three (3)
working days
from receipt of
approved AP
ticket and Payee
List. Cut-off time
is 3:00pm

2.6 Generate tickets
and schedule of
expenses, if any

2.7 Execute transfer of
funds thru LBP
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7. Payments to Suppliers, Service Providers and other BSP Creditors

(Updated)

Office or Division:

Funds Administration Department (FUAD) — Funding and
Disbursement Group (FDG)

Classification:

Simple/Complex/Highly Technical

Type of Transaction:

G2G — Government to Government
G2C-Government to Citizen

Who may avail:

BSP Departments

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Approved and Funded Disbursement
Voucher (DV) (COSS Form 04-001-01)

2. Complete supporting documents stated in

the following checklists:

a. CoSS Form No. 02-005-01 Checklist
of Requirements for Bills/ Contracts

b. CoSS Form No. 02-005-02 Checklist
of Required Documentation for
infrastructure Projects

Forms downloadable from weKnow Portal

Supporting documents from end-user departments
and suppliers/service providers/creditors

AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1.Submit required | 1.1 Receive documents First _in-first out ;Bi;IED/
documents for | (i.e., Claims, Cash basis, subject to Releasin gtaﬁ
Certificati Advance queuing?", 9
glbzcsr?\\élr?g and * Simple — Within
three (3) FDG -FD
Record the
Certification of working  days Processor
o from receipt of
Availability of | d
Funds in BECS complete  an
13 Review and valid document
abprove the before the cut-
Certificate of gfgo r::?;e of
Availability of ~Opme
Funds encoded in e Complex FDG -FD
BECS, the s N Approver
completeness Within seven (7) PP
working  days

and validity of
supporting
documents

from receipt of
complete  and

21 Except for claims/documents requiring immediate attention/ pertaining to emergency cases as approved

by Head-CoSS.

22 Claims received after the cut off time will be value dated the following working day
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1.4 Tag-out
documents for
release in BECS
and MS List after
approval by
authorized FUAD
officers

valid documents
before the cut-
off time of
3:00pm;

¢ Highly Technical
—  Within Ten
(10) working
days from
receipt of
complete and
valid documents
before the cut-
off time of
3:00pm;

FDG - FD
Receiving/
Releasing Staff

2. Transmit approved and
funded DV with complete
and valid supporting
documents to FuAD-DD
at Window 2 Room 406
EDPC Building

2.1 Personnel-in-
charge
acknowledges
receipt.

2.2 Hard copies
of DVs and
supporting
documents are
assigned to
processor.

2.3 Verify the
following in the
documents
received:

a. Funds
Certification

b. Validity of the
DV signatories

c. Correctness of
mathematical
computation

d. Correctness of
Account
Classification

None

First in-first out
basis, subject to
queuing??

e Simple —Upto
three (3)
working days
from receipt of
DV with
complete and
valid
supporting
documents.
Cut off time is
3:00pm;

3. Complex — Up
to seven (7)
working days
from receipt of
DV with
complete and
valid
supporting
documents.

FDG - DD
FDG - FD
Receiving/

Releasing Staff
r

FDG - DD
Supervisor

FDG - DD
Processor

23 Except for claims/documents requiring immediate attention pertaining to emergency cases
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e. Compliance
with applicable
Procurement
Law, Tax
Code, COA
Guidelines and
BSP policies

f. Completeness
and validity of
supporting
documents

2.4 Encode
accounting
entries in the core
Financial
Accounting
System (cFAS)

2.5 Generate
tickets,
credit/acknowled
gement advice,
tax certificates,
as applicable

2.6 Review and

approve the
correctness of the
accounting

entries and

completeness
and validity of
supporting
documents

Cut-off time of
3:00pm?

e Highly
Technical® -
Within ten (10 )
working days
from receipt of
DV with
complete and
valid supporting
documents.
Cut-off time is
3:00pm?

2.7 Review and
approve the draft
payment advice

and tax
certificate/s

2.7 Execute
transfer of funds
thru BSP

accredited banks

FDG - DD
Approver

24 Claims received after the cut off time will be considered received on the following working day
25 RA No. 11032 or Ease of Doing Business Act
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How to send feedback

BSP personnel may call the respective
local numbers indicated below of the
office/division that provides the service.

How feedbacks are processed

Feedback requiring answers are being
referred to the concerned office/division
for appropriate action. The concerned
office/division will prepare the
corresponding reply.

How to file a complaint

Same process on how to send feedback.

How complaints are processed

Same process on how feedbacks are
processed.

Contact Information of FUAD

BCG — Local 3416/2214/2431
FDG — Local 2468/2216
FDG — DD — Local 2469

Contact Information of:
Anti-Red Tape Authority (ARTA)

Presidential Complaints Center
(PCC) of the Office of the President

Contact Center ng Bayan (CCB) of
the Civil Service Commission
(CSC)

ARTA: complaints@arta.gov.ph
Telephone Number: 8-478-5093

PCC: pcc@malacanang.gov.ph
Telephone Number: 8888 or
+63(2)87368621

CCB:
email@contactcenterngbayan.gov.ph
Mobile Number: 0908 8816565

FuAD - Billing and 4t fir. EDPC Bldg. Trunkline No.: 8811-1277

Collection Group BSP Complex A. Local 3416/2214/2431
(BCG) Mabini St. Malate
FuAD — Funding and Manila Trunkline No.: 8811-1277
Disbursement Group Local 2468/2216
(FDG) and 2469
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1. New Order of Payment System (NOPS) Administration (Updated)

The System Administrator provides services in the creation of User Accounts, creation of
Transaction Types, creation of pro-forma entries, and creation of collecting departments.

Office or Division:

Office of Managing Director Comptrollership Sub-Sector (OMD-COSS) —
Financial Data and Systems Support Group (FDSSG)

Classification: Simple
Type of Transaction: | G2C — Government to Citizen
Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Email request containing the collecting Originating Concerned/Collecting Department
department data matrix on:
o User details
o Collecting department details
e Pro-forma accounting entries
e Transaction details
CLIENTSTEPS | AGENCY ACTIONS | ToBE | PROCESSING PERSON
PAID TIME RESPONSIBLE
Submit thru email the | 1. Upon receipt of the | None 1 working day | NOPS
request with approved | request and its Administrator/
collecting department’s | supporting Over-all Systems
data matrix documents, verify the Administrator,
completeness and FDSSG
accuracy of data
submitted
2. Input the data in NOPS
NOPS, then send to Administrator,
authorized official for FDSSG
online review and
approval
3. Conduct online Over-all Systems
review and approval Administrator,
FDSSG
4. Prepare e-mail/ NOPS
reply to concerned/ Administrator,
collecting FDSSG
departments
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2. Grant Read-and Print Access to Budgetary and Expense Control
System (BECS) (Updated)

Office or Division: Office of Managing Director Comptrollership Sub-Sector (OMD-COSS) —
Financial Data and Systems Support Group (FDSSG)

Classification: Simple

Type of Transaction: | G2G-Government to Government

Who may avail: Various BSP Departments, Regional Offices and Branches and BSP
Employees

CHECKLIST OF REQUIREMENTS WHERE TO
SECURE

One original copy of CoSS Form No. 02-0008-00 Read and Print Access to | Bangko Sentral ng
BECS Reports Registration Form Pilipinas

Email from End-User Department for the ISeries User ID from ITO weKnow/weKnow
Portal

BANGKO SENTRAL NG PILIPINAS

REQUESTING DEPARTMENT/OFFICE

READ AND PRINT ACCESS TO BECS REPORTS REGISTRATION FORM

‘Appli:atimn No. |
‘Date Received |

l:l New User l:l Additional User l:l Change l:l Delete

AUTHORIZED PERSONMNEL

A [ Name I Position |
From: | ‘ |
B.To: | Name I Position |

| \ |

C. Reason for ADDITION/CHANGE/DELETION

D. Effectivity Date:

E. Computer Hardware: Serial No.
Property No.
Location/Accountable {Personnel:

Requested By: Approved By:
Administrative Officer Head/Asst. Head of Department/Office
BECS ACCESS Effected By: Certified Correct: Approved By:
Bank Officer Il, BADM Assistant Manager, BADM Manager, BADM

Note: Piease secure [Series User ID from ITSS before submission of this form to Budget Administration Division, FAD

CoSS Form No. 02-008-00 * Version 0 * Updated 23 March 2016 Page1ofl
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CLIENT STEPS AGENCY PERSON
ACTIONS FEES TO BE PROCESSING RESPONSIB
PAID TIME LE
Submit duly filled up Receive None Within three (3) BECS
Read and Print Access request for workjng days from | Administrator
to BECS Reports BECS Access receipt of the FDSSG
Registration Form request
Email the ISeries User
ID BECS BECS
Administrator Administrator
(End-user Department to effect grant FDSSG
to submit User Account of access in
Request — ISeries Form BECS
to ITO to secure user ID
for the A400 — BECS
application via email) . Over-all
Systems Over-all
. Systems
Administrator o
Administrator
to approve FDSSG
grant of
access in
BECS

3. core Financial Accounting System (cFAS) Administration,
Accountee and Bank Account Registration (Updated)

The System Administrator provides daily services in the creation/enabling/disabling of
cFAS User-IDs; creation/modification of Transaction Types/Transaction IDs etc,;
maintenance of BSP Accountee File; registration of payees bank accounts;
activation/deactivation of banks and accountees; and creation/maintenance of the
General and Subsidiary ledgers (GL/SL) in the BSP Chart of Accounts.

Office or Division:

Office of Managing Director Comptrollership Sub-Sector (OMD-CoSs)
— Financial Data and Systems Support Group (FDSSG)

Classification:

Simple/Complex
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Type of Transaction:

G2C — Government to Citizen

Who may avail: All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For Activation/Deactivation of Banks — One copy of
Memorandum stating the current status of bank/s

For cFAS User-ID Request Form — attach one copy

of Office Order, if necessary

For Accountee — one copy of DTI/SEC Cert, BIR
Registration, and other supporting documents, as

necessary

For Bank Account Registration - BARF Checklist

For Creation/Modification of Trans Type/ID -
supporting documents, as necessary

For Creation/maintenance of GL/SL - supporting

documents, as necessary

Originating Concerned Department

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Submit 1. Upon receipt of None First in-first out Group email
original/scanned email/ original/ scanned basis, subject to | administrator/
copy (thru email to | copy of  documents queuing?. Receiving staff
cfas@bsp.gov.ph) | encode in the enhanced FDSSG
of accomplished | Data Tracking System e Simple —Up
Request Forms | (eDTS) of (COSS) and to three (3)
with attachments | distribute the request to working days
cFAS Administrator or from receipt
processor. of request
2. Verify the with complete | cFAS
completeness and and valid Administrator /
accuracy of the submitted supporting Processor
documents and input the documents. FDSSG
data in cFAS, then print Cut off time is
the corresponding report 4:00pm;
and sign.
4. Complex — Bank Officer II/

For request for creation
of GL/SL, the account
shall be created in FAS

Up to five (5)
working days
from receipt

Assistant
Manager
FDSSG

before it will be created in of request
cFAS with complete
and valid
3. Review and approve supporting Over-all Systems
the generated report documents. Administrator
Cut-off time FDSSG
of 4:00pm?’

26 Except for cFAS request requiring immediate attention or emergency cases

27 Request received after the cut off time will be value dated the following working day
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4. Update the monitoring
tool for actions taken and
return to processor/
system administrator

5. Prepare e-mail/ reply
to concerned
departments.

Processor
FDSSG

cFAS
Administrator /
Processor
FDSSG

How to send feedback

BSP personnel may communicate
directly with the Office of Managing
Director Comptrollership Sub-Sector
(OMD-COSS)

How feedbacks are processed

Feedback requiring answers are
being referred to the concerned
office/division for appropriate action.
The concerned office/division will
prepare the corresponding reply.

How to file a complaint

Same process on how to send
feedback.

How complaints are processed

Same process on how feedbacks are
processed.

Contact Information of:
Anti-Red Tape Authority (ARTA)

Presidential Complaints Center
(PCC) of the Office of the President

Contact Center ng Bayan (CCB) of
the Civil Service Commission (CSC)

ARTA: complaints@arta.gov.ph
Telephone Number: 8-478-5093

PCC: pcc@malacanang.gov.ph
Telephone Number: 8888 or
+63(2)87368621

CCB:
email@contactcenterngbayan.qgov.ph
Mobile Number: 0908 8816565

Office of Managing 4t fir., EDPC Bldg. Trunkline No.: 8811-1277
Director BSP Complex A. Local 3020
Comptrollership Sub- Mabini St. Malate cFAS@bsp.gov.ph

Sector (OMD-COSS)

Manila
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1. Pre-employment Medical Examination Process (Updated)

Office or Division:

Health and Wellness Department (HWD)

Classification:

Highly Technical

Type of Transaction:

G2G — Government to Government Employees

Who may avail:

BSP Applicant

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Referral of Client to HWD Human Resource and Management Department
CLIENT FEES TO BE PROCESSING PERSON
STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
HWD will receive request | None Within the 1% Bank Nurse,
for medical evaluation and working day HWD
prepare required forms to
be sent to client via email
Receive email Cost of basic | Within the 2" to 5" | Client, HWD
and prepare laboratory working day
required test requirements
results may be
incurred to be
paid to the
concerned
laboratory
Submit Receive online laboratory | None Within the 6™ Bank Nurse,
softcopies of results for pre-medical working day HWD
results evaluation and prepare
required forms
Submit Get initial health None Within the 6" Bank Nurse,
him/herself to measurement working day HWD
medical
evaluation
Evaluate Applicant None Within the 6™ Medical Officer,
working day HWD
Carry out Physician’s None Within the 6™ Bank Nurse,
order working day HWD
Ensure appropriateness None Within 7th-10t Bank Nurse,
and completeness of working day HWD
documents (simple e 7" working day-
requirements) for simple
requirements
OR e 7h_10h
working day-
Hold application pending for complex
referral results/additional requirements
requirements
Receive results* and
evaluate additional
requirements submitted/
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Ensure appropriateness
and completeness of
documents (complex
requirements)

Forward medical None Within 7" working Secretary/
evaluation forms to Office day (simple Deputy Director,
of the Deputy Director requirements) HWD
Within 10-11t
working day
(complex
requirements)
Forward medical None Within 8" working Head, HWD
evaluation forms to Office day (simple
of the Director for requirements)
approval Within 12t-13t
working day
(complex
requirements)
Transmit to HRMD None Within 8" working Secretary,
day (simple Office of the
requirements) Head, HWD

Within 12t-13
working day
(complex
requirements)

TOTAL

13 working days

*-shall incur additional expenses for the basic laboratory requirements
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2. Processing of Medical Claims of BSP Employees (Updated)
The Medical Claims Division?® of the Health and Wellness Department (HWD), and
Financial Accounting Department (FAD) are tasked to:

a. check the correctness and propriety of medical claims, completeness of
supporting documents, compliance with set limits and other
policies/regulations, and correctness of signing authorities; and

b. take action to pay the validated medical claims.

For this purpose, medical claims are presented into two (2) groups:
a. Digitalization: Processing of reimbursement of medical expenses of employees

(permanent, temporary and co-terminus):

- Simple: outpatient (OP), dental, optical, hearing aid;

- Complex: maternity, hospitalization

b. Processing of charge accounts and medical claims of retirees/deceased and
newly transferred employees whose records updating is ongoing:

i. Simple: Executive check-up, OP, dental, optical, hearing aid claims of
retirees/deceased and newly transferred employees whose records updating
is ongoing;

ii. Complex: hospitalization expenses

Upon receipt of complete and correct documentary requirements, the processing
of these medical claims constitutes two (2) stages.

Stage Processing Time
(in Working Days)
Stage 1- Preliminary Assessment: 1. Processing of Reimbursement of medical
evaluation, system- expenses:
encoding and recording, e 5 (simple claims)
and segregation and e 6 (complex claims)
transmittal 2. Processing of charge accounts and

medical claims of
retirees/deceased/transferees:

e 5% (simple claims)
e 6 2 (complex claims)

Stage 2- Assessment of Budget e Simple - Up to three (3) working days
Availability and Crediting
of Payment

28 Reintegrated to HWD from SOMD-CSS effective 08 February 2021.
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e Complex - Up to seven (7) working
days

3. Processing of Reimbursement of Medical Expenses (Updated)

| Stage 1 Preliminary Assessment

Office or Division:

Medical Claims Division (MCD)
Health and Wellness Department (HWD)

Classification:

Highly Technical; Multi-stages

Type of Transaction:

G2G — Government to Government Employees

Who May Avail:

BSP Employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Duly accomplished
(1 original copy)

Disbursement Voucher

https://bspgovph.sharepoint.com/sites/\WWeKnow and
templates (CoSS Form No. 04-001-01 Version 1
Updated: 11 April 2016)

Official Checklist Form (1 original copy)

HWD Reception Window

Other Requirements listed in Annex A | https://bspgovph.sharepoint.com/sites/\'WeKnow
depending on the type of claim
(1 original/official copy)

PROCESSING

FEES TO PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TI.ME29 RESPONSIBLE

(Working Days)
A. Evaluation of Documents
Submit Medical | 1.1 Receive and pre- None Up to five (5) MCD Receiver
Claim/Reimbursem screen  documents working days for Outsourced
ent with complete and record in excel simple claims or Claims Analyst
documentary monitoring file six (6) working for (OCA), HWD
requirements ; complex claims

29Processing time pertains to batch processing (with a minimum of 10 claims per batch for simple; 5 claims
per batch for complex and indicative/total daily capacity of 100 claims for simple and 10 for complex);
and will commence upon receipt of documents (within the cut-off time) by person/s responsible for each

step.
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PROCESSING

FEES TO 29 PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TI_ME RESPONSIBLE
(Working Days)

1.2 Evaluate claims / from receipt MCD
reimbursements by claims with OCA;
batch (sign in Box A) complete MCD Reviewer

documentary ASO Ill; BO Il (for
requirements. hospitalization),
Cutoff time of HWD

2:00 pm.

1.3 Review evaluated ASO IlI; BO Il (for
claims/ hospitalization);
reimbursements AM/Manager,
(sign in Box A and HWD
initial in Box B; for
HWD doctor’s
approval

1.4 Review and Approve HWD Authorized
claims/ Approver: Sr.
reimbursements Director/
(sign in Box B); Deputy Director/

Medical Officer V
(Section 9 BAGP)
B. System-Encoding and Recording

1.1 Receive approved None MCD

medical claims, OCA; ASO I,
encode in Medical HWD
and Dental Claims

Information  System

(MDCIS), and

generate Transmittal

Summary

1.2. Review Transmittal MCD
Summary BO IV/Manager,

HWD
1.3 Record in excel MCD
monitoring file OCA, HWD
C. Segregation and Transmittal
Receive e-mail on | 1.1 Generate LBP Payee None MCD
transmittal to FAD list and AP Ticket ASO Il
(Encoder)/BO 1V,
HWD
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1.2 Review and approve

AP Ticket and LBP Manager/DD,
Payee list HWD
1.3 Transmit LBP Payee
list and AP tickets MCD
to FAD- OP, HWD
Disbursement
Division for
payment
TOTAL - Stage 1 5 working days
(simple)
6 working days
(complex)
Stage 2 Assessment of Budget Availability and Crediting of Payment
Office or Division: | Financial Accounting Department: Disbursement Division
Classification: Simple
PROCESSING
FEES TO PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID T_IME RESPONSIBLE
(working Days
1. Send electronic copies |1 Personnel In- None Up to three (3) FAD
of funded DV with Charge working days from | Disbursement
complete and valid acknowledges receipt of Supervisor
supporting documents to receipt of email approved AP
FAD Disbursement ticket and
Division group email | 1. Electronic copies Prooflist. Cutoff
Payments_ FAD@bsp.g of DVs and time of 01:00pm. | FAD
ov.ph supporting Disbursement
documents are Supervisor
emailed to the
assigned claims
processor.
2. Review the
completeness and
validity of
electronic copies
of DVs and
supporting FAD
documents Disbursement
3. Encode accounting Processor

entries in cFAS.
4. Review and

approve the

correctness of the
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accounting entries
and validity of
supporting
documents
5. Generate tickets
6. Execute transfer of

funds thru LBP FAD
Disbursement
Approver
TOTAL - Stage 2 3 working days
4. Processing of Charge Accounts and Medical Claims of
Retirees/Deceased and Transferees (Updated)
| Stage 1 Preliminary Assessment
Office or Division: | Medical Claims Division (MCD),
Health and Wellness Department (HWD)
Financial Accounting Department (FAD)
Classification: Highly Technical Multi-Stages
Type of G2G — Government to Government Employees
Transaction:
Who May Avail: BSP Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

(1 original copy)

Duly accomplished Disbursement

Voucher

https://bspgovph.sharepoint.com/sites/\WWeKnow
and templates (CoSS Form No. 04-001-01
Version 1 Updated: 11 April 2016)

Official Checklist form (1 original copy)

Reception Window

Other

depending on

Requirements
the
(1 original/official copy)

listed in

Annex A
type  of

claim

https://bspgovph.sharepoint.com/sites/\WeKnow
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PROCESSING

FEES TO PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TI!VIE30 RESPONSIBLE
(Working Days)
A. Evaluation of Documents
Submit Medical | 1.1 Receive and pre- None Upto 5 MCD Receiver
Claim/Reimbursem screen  documents working days for Outsourced
ent with complete and record in excel simple claims or 6 | Claims Analyst
documentary monitoring file 5 working days (OCA)
requirements for complex
1.2 Evaluate claims / claims from MCD
reimbursements by receipt claims OCA; MCD
batch (sign in Box A) with complete Reviewer
documentary ASO 1II; BO I
requirements. (for
Cutoff time of hospitalization)
2:00 pm.
1.3 Review evaluated MCD Reviewer
claims/ ASO lIl; BO I
reimbursements (for
(sign in Box A and hospitalization)
initial in Box B); for
HWD doctor’s AM/Manager
approval
1.4 Review and Approve HWD Authorized
claims/ Approver: Sr.
reimbursements Director/
(sign in Box B); Deputy Director/
Medical Officer
Vv
(Section 9
BAGP)
B. System-Encoding and Recording
1.1 Receive approved None MCD
medical claims, OCA; ASO 1l
encode in MDCIS,
and generate
Transmittal Summary
1.2. Review Transmittal MCD

Summary

BO IV/Manager

30Processing time pertains to batch processing (with a minimum of 10 claims per batch for simple; 5 claims
per batch for complex and indicative/total daily capacity of 100 claims for simple and 10 for complex); and
will commence upon receipt of documents (within the cut-off time) by person/s responsible for each step.
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transmittal to FAD

FAD, COA, HWD)

1.2 Forward signed
Transmittal
Summary to FAD,
together with

processed DVs

1.3 Record in excel MCD
monitoring file OCA
C. Segregation and Transmittal
Receive e-mail | 1.1 Scan and segregate None MCD OP
notification documents per file
regarding owner/receiver (i.e.,

TOTAL - Stage 1

5 2> working

days (simple)

6 2 working
days (complex)

Stage 2 Assessment of Budget Availability and Processing of Payment

Office or Division:

Financial Accounting Department (FAD): Budget Administration Division
FAD Disbursement Division
Medical Claims Division (MCD)

Classification:

Simple/Complex/ Highly Technical

AGENCY FEES TO PROCESSING PERSON
SRl SIEA ACTIONS BE PAID TIME RESPONSIBLE
Send electronic copies | 1. PIC None Simple- Up to FAD
of funded DV with acknowledges three (3) working | Disbursement

complete and valid
supporting documents to
FAD Disbursement
Division group email
Payments_FAD@bsp.g
ov.ph

receipt of email.

2. Electronic copies
of DVs and
supporting
documents are
emailed to the
assigned claims
processor.

days from receipt
of scanned
copies of DV
with complete
and valid
supporting
documents. Cut-
off time of
3:00pm

Supervisor

FAD
Disbursement
Supervisor
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. Verify the
following in the
electronic copies
of documents
received:

. Funds
Certification

. Validity of the DV
signatories

. Correctness of
mathematical
computation

. Correctness of
Account
Classification

. Compliance with
applicable
Procurement
Law, Tax Code,
COA Guidelines
and BSP policies

. Completeness
and validity of
supporting
documents

. Encode
accounting
entries in cFAS

. Review and
approve the
correctness of
the accounting
entries and
completeness
and validity of
supporting
documents.

. Generate tickets,
credit/acknow-

Complex - Up to
seven (7)
working days
from receipt of
scanned copies
of DV with
complete and
valid supporting
documents. Cut-
off time of
3:00pm

Highly technical

- Within twenty
(20) working
days from receipt
of required
scanned
document before
the Cut-off time
of 3:00pm.

FAD
Disbursement
Processor
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ledgement
advice, tax
certificates, as
applicable

7. Execute transfer
of funds thru
PhilPASS

FAD

Disbursement
Approver

TOTAL - Stage 2

3 working days
(Simple
7 working days
(Complex)

5. Clearance Processing (Updated)

Office or Division:

Health and Wellness Department (HWD)

Classification:

Complex

Type of
Transaction:

G2G — Government to Government Employees

Who may avail:

Employees for retirement, resignation, end of contract, dropped from the

rolls, etc.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request for Clearance Certification HRMD
CLIENT STEPS AGENGY ACTIONs | FEESTO | PROCESSING | oo tiel
BE PAID TIME E
Receive request for None Up to seven (7) | BO Il, HWD
clearance certification; working days
Check for effectivity date; from receipt of
Prepare* slips for routing complete and
to various divisions for valid supporting
processing documents
Pull out the complete None Bank Nurse,

Medical Charts; Check for
pending prescriptions,
labs and diagnostic tests
possible for
reimbursement prior to
retirement date. Check for
medication taken from
Pharmacy beyond
retirement date.

HWD

115




Pull out the complete None Bank Dentist,

Dental Charts HWD

Check for pending None BO Il /BO 1V,
medical claims and HWD
available quota balance

Check for Optical/Dental None BO II, HWD

availment or balances;
Check for the MDCIS

program/system

Check for pending None BOIV/
hospitalization claims and Manager,
pending LOA issuances HWD

Review patient’s file for None Deputy
documents that may be Director, HWD
need scanning

Documents for final None Bank Nurse,
checking HWD

Sort documents and None BO II, HWD

prepare clearance
certification for final

signature
Review and Initial None BO IV, Admin
Clearance Certificate Unit, HWD
Sign Clearance Certificate | None Director, HWD
Inform and release None BO II, HWD
certification to HRMD

TOTAL 7 working days

*-should not be earlier than 30 days prior to retirement

FEEDBACK AND COMPLAINTS MECHANISM
How to send feedback Send email to
HWD_eBulletin@bsp.gov.ph or to any
HWD employee
How feedbacks are processed Forward to the personnel concerned
and/or elevate to the Head of the
Department for appropriate action.

How to file a complaint Send a formal memo addressed to the
Director, hard copy or thru email.
How complaints are processed Do proper query as to the legitimacy

of the complaint. It may be elevated to
OGCLS, if applicable. It can be
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elevated to higher authority for
resolution, if needed.

Contact Information of:

Anti-Red Tape Authority (ARTA) ARTA: complaints@arta.gov.ph

Telephone Number: 8-478-5093

Presidential Complaints Center (PCC) | PCC: pcc@malacanang.gov.ph
of the Office of the President Telephone Number: 8888 or

+63(2)87368621

Contact Center ng Bayan (CCB) of the | CCB:
Civil Service Commission (CSC) email@contactcenterngbayan.gov.ph

Mobile Number: 0908 8816565

Office Address Contact
Information
Health and Wellness Ground Floor, 5-Storey Trunkline No.: 8811-
Department Building, BSP Complex, 1277 local 2900
Malate Manila
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EXECUTIVE OFFICES

External Services
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Domestic Market Operations Department
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1. Access to the BSP’s Monetary Operations System (MOS) (Updated)

All eligible Participating Entities (PE) can access and participate in the BSP’s
monetary instruments through the Monetary Operations System (i.e., RRP, ODF,
TDF and BSP-SF) or manual transactions (i.e., OLF, BSP’'s GS Purchase

Window).

Office or Division:

Money Market Operations Staff (MMOS)

Classification: Highly Technical

Type of Transaction: Government

G2B — Government to Business and G2G — Government to

Who may avail:

All eligible participating entities

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter of Intent and include business address
and Tax Identification Number (one original copy)

Originating from PE

2. Certified True Copy of Certificate of Authority to
Operate as a Bank/Non-Bank with Quasi-Banking
function (for non-trust PEs) (one certified true

copy)

Originating from PE
(from PE’s designated document custodian)

3. Participation Agreements (four original copies
per facility)

Request templates from MMOS

4. Proof of attendance to an ethics seminar given
by a recognized organization (one duplicate copy)

Originating from PE

5. User Registration Form (Hard copy: two
original copies; Soft copy: one electronically
signed copy or scanned copy)

Request template from MMOS

6. VPN Connectivity Registration Form (Hard
copy: two original copies; Soft copy: one
electronically signed copy or scanned copy)

Request template from MMOS

7. Secretary Certificate or A List of Authorized
Signatories of the Bank with Specimen Signatures
(one original copy)

Originating from PE

8. Letter of Undertaking (one original copy)

Template available in BSP Website

9. NRoSS accounts of PEs (for all relevant BSP
facilities)

Request from NRoSS or from an NRoSS Direct
Participant for Sponsored NRoSS accounts

10. Proof of sponsorship of PhilPaSSP"“s account
(for indirect or sponsored PEs) (one duplicate

copy)

Request from a PhilPaSSP“* Direct
sponsoring Participant

11. Letter of Authority to Use Electronic Signature
for MOS-related documents (one original copy)

Originating from PE

CLIENT STEPS AGENCY ACTIONS

FEES TO
BE PAID

PROCESSI
NG TIME

PERSON
RESPONSIBLE
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1. Submit the Letter of
Intent (original copy),
Certificate of Authority to

1.1 Verify if the
counterparty is a
PhilPaSSPs member.

1.2 Request the
Comptrollership  Sub-
sector - General
Accounts Financial
Reports and Analysis

Operate as a Bank |Group to open the g working SSD1 staff,
(certified true copy), List | accounts  that  the N ays ¢ upor:c Financial
of Authorized | counterparty  needs: one recelr: ¢ ° Services
Signatories (original | ORRP, ODF, TDF, gompe et Department
copy) and Letter of | OLF, and BSP-SF. ocuments
Undertaking (original 1.3 Update the MOS to
copy) reflect the new
counterparty.
1.4 Inform MMOS that
they can already
register MOS users for
the PE.
2.1 The signed and
notarized PAs from the
enro!ling participant will MMOS,
be S|gned py the Head FM Head
] of Financial Markets )
2. Accomplish  and (FM). 3  working
Submit the Participation days upon
Agreements 2.2 The same will be None receipt  of
forwarded to the Office complete
(four original copies per | of the General Counsel documents
facility) and Legal Services OGCLS or other
(OGCLS) or other notary public
notary public within the within the BSP
BSP for notarization.
3.  Accomplish and | Register the users in
Submit the User | the MOS as contained
Registration Form* in the duly
accomplished User 3  working
The PE may submit | Registration Form days upon
either hard or soft copy. None receipt  of MMOS
complete
Hard copy: two original documents

copies must be

submitted.
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Soft copy: One
electronically signed
copy or scanned copy
must be submitted along
with the letter of consent
fo use e-signatures.

4. Accomplish and Forward the VPN None 3 working MMOS, TDIO
submit the VPN Connectivity Form to days upon
Connectivity the Technology and receipt of
Registration Form Digital Innovation complete
Office (TDIO) for documents
The PE may submit| appropriate action
either hard or soft copy. | through memo to the
Head of TDIO.
Hard copy: two original
copies must be
submitted.
Soft copy: One
electronically signed
copy or scanned copy
must be submitted
along with the letter of
consent to use e-
signatures.
. 16 working
TOTAL: None
days

2. Registration of the Monetary Operations System (MOS) User
Account and Smart Card (Updated)

Authorized users/traders of eligible Participating Entities (PE) must register in
order to access the BSP’s MOS.

Money Market Operations Staff (MMOS)

Simple

G2B — Government to Business and G2G — Government to

Government

Authorized users/traders of participating entities
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1. User Registration Form (Hard copy: two
original copies; Soft copy: one electronically
signed copy or scanned copy)

Request template from MMOS or download from
the MOS

2.Proof of attendance to an ethics seminar given
by a recognized organization (one duplicate

copy)

Originating from PE

3. Letter of Authorization to BSP to debit the BSP
Demand Deposit Account (DDA) (For Trader
Approvers only) (one original copy)

Originating from PE

4. Secretary’s Certificate (For Trader Approvers
only who will not personally claim the smart card kit)
(one original copy)

Request template from MMOS or download from
the MOS

5. Special Power of Attorney (For Trader Approvers
only who will not personally claim the smart card kit)
(one original copy)

Request template from MMOS or download from
the MOS

6. Release, Waiver and Quitclaim (For Trader
Approvers only who will not personally claim the
smart card kit) (one original copy)

Request template from MMOS or download from
the MOS

CLIENT STEPS AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. The PE should submit
two original copies of the
accomplished User
Registration Form.

The PE may submit
either hard or soft copy.
1. DMOD will receive
the User Registration
Form and check for
completeness.

Hard copy: two original
copies must be
submitted.

Soft copy: One
electronically signed
copy or scanned copy
must be submitted along
with the letter of consent
to use e-signatures.

1 working day
upon receipt of
complete
documents

None MMOS Dealer
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2. The user will receive the
account passwords in two
parts: the first part will be
sent by DMOD through e-

1. DMOD will register
the user as Trader
Creator, Trader

1 working day

mall_ notification of Approver or Viewer None upon receipt of MMOS Dealer
creation of user account | in the MOS and complete
while the second half is | create the smart documents
system-generated and | Card Kit for Trader
shall be sent directly to the | Approvers.
e-mail of the user.
1. DMOD will issue
the Smart Card Kit to
the Trader Approver
or his/her
representative  with
3. The Trader Approvers | the accomplished
must submit a letter | documents: 1 working day
authorizing the BSP to upon receipt of
debit its BSP DDA as (1) Secretary’s P1,200.00 complete MMOS Dealer
payment for Smart Card Certificate, documents
Kit. (2) Special
Power of
Attorney, and
(3) Release,
Waiver and
Quitclaim
TOTAL: P1,200.00 | 3 working days
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3. Updating of the Monetary Operations System (MOS) User Account
and Smart Card (Updated)

Authorized users/traders of eligible Participating Entities (PE) must update their MOS
accounts to add, update or remove their access to the BSP’s MOS.

Money Market Operations Staff (MMOS)
Simple

G2B — Government to Business and G2G — Government to
Government

Authorized users/traders of participating entities

1. User Registration Form (Hard copy: two
original copies; Soft copy: one electronically
signed copy or scanned copy)

Request template from MMOS or download from
the MOS

2. Letter of Authorization to BSP to debit the
BSP Demand Deposit Account (DDA) (For Originating from Participating Entity
Trader Approvers only) (one original copy)

3. Secretary’s Certificate (For Trader Approvers
only who will not personally claim the smart card
kit) (one original copy)

4. Special Power of Attorney (For Trader
Approvers only who will not personally claim the
smart card kit) (one original copy)

5. Release, Waiver and Quitclaim (For Trader
Approvers only who will not personally claim the

Request template from MMOS or download from
the MOS

Request template from MMOS or download from
the MOS

Request template from MMOS or download from

smart card kit) (one original copy) the MOS
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. The PE should
submit two original
copies of the
accomplished  User
Registration Form.

1. DMOD will receive 1 working day
The PE may submit | the User Registration upon receipt of
either hard or soft| Form and check for None complete MMOS Dealer
copy. completeness. documents

Hard copy: two
original copies must
be submitted.
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Soft copy: One
electronically signed
copy or scanned copy
must be submitted
along with the letter of
consent to use e-
signatures.

2. The user will receive
the account passwords
in two parts: the first
part will be sent by

1. DMOD will register
the user as Trader

1 working day

DMOD through e-mail | Creator, Trader upon receipt of
notification of creation | Approver or Viewer in None complete MMOS Dealer
of user account while | the MOS and create documents
the second half is | the Smart Card Kit for
system-generated and | Trader Approvers.
shall be sent directly to
the e-mail of the user.
1. DMOD will issue
the Smart Card Kit to
the Trader Approver
or his/her
representative  with
3. The  Trader Lhoiumeifsc_omp"sr‘ed
Approvers must submit ' 1 working day
a letter authorizing the upon receipt of
BSP to debit its BSP (Sgcretar 'S P1,200.00 complete MMOS Dealer
DDA as payment for Certifi t}:a documents
Smart Card Kit. ertincate,
(2) Special
Power of
Attorney, and
(3) Release,
Waiver and
Quitclaim
TOTAL: P1,200.00 | 3 working days
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4. Manual Submission of Bids/Placements to the BSP Facilities

(Updated)

Participating Entities (PE) must call MMOS for requests for manual submission of their
bids/placements should they encounter technical difficulties in the MOS and submit the
accomplished manual bid form to the BSP.

Money Market Operations Staff (MMOS)

Simple

G2B — Government to Business and G2G — Government to

Government

1. Manual Bid Form (one scanned copy)

Authorized users/traders of participating entities

Request template from MMOS or download
from the MOS

FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TIS-\IBDE TIME RESPONSIBLE

1. DMOD will confirm

the details of the
1. The PE S.hOL.JId call thg transaction  through 1 working day
MMOS to indicate their telephone and input upon receipt of
request for manual P p’ None P P MMOS Dealer

o ., | the PE’s complete

submission of PE’s| .
. bids/placements documents
bids/placements. . .

using the contingency

feature of the MOS.
2. The PE should submit
an accomplished manual | 4 - 5\15h il receive 1 working day
bid form (soft copy) to the . .
designated MMOS email the Manual Bid Form None | YPON receipt of MMOS Dealer

s and check for complete
address - within the completeness documents
prescribed submission P '
schedule
TOTAL: None 2 working days
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5. Transacting in the Overnight Lending Facility (OLF) of the BSP

(Updated)

Participating Entities (PE) must submit the required BSP documents to be able to
transact in the manual OLF window until the said facility becomes fully automated.

Money Market Operations Staff (MMOS)
Simple
G2B — Government to Business and G2G — Government to Government
Authorized users/traders of participating entities
1. Letter of Intent (one original copy) Request template from II\\/IAI\C/)IgS or download from the
2. Excel file of OLF Securities (one original copy) Request template from MMOS
3. Part|C|pa't|ng Entity’s NRoSS Portfolio Statement Request from BT
(one duplicate copy)
FEES TO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. The PE should submit | 1. DMOD will receive
signed letter of intent, excel | the documents and
file of OLF Securities and | check for
NROSS Portfolio Statement | completeness.
within the prescribed
submission schedule. The
PE may submit either hard -
copy or soft copy. If the PE 1.2. DMOfD V;’]'"
chooses to submit soft copy, compute for = the None MMGOS Dealer
they must first submit letter ?eirk?: valusr:)f e?ﬁz
of consent to use e- a lrjol ¥'at: ng fices
signatures. ppropri pri 1 working day
and haircuts. .
upon receipt of
complete
documents
2. To confirm the OLF, the
PE should contact the BSP o
via the telephone, the | 2-1. DMOD will input
Reuters dealing screen or | @and deal the OLF
other communication gansactt_lon in  the None MMOS Dealer
methods as may be | YOmeslc
specified by the BSP. Operations ~ System
(DOS).
TOTAL: None 1 working day
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How to send feedback? Utilize the Feedback Management
System by visiting www.bsp.gov.ph and
click on “Feedback” in the Quick Links
section at the bottom of the page or thru
the BSP Mail at bspmail@bsp.gov.ph.

How feedbacks are processed? Feedbacks received will be forwarded to the
concerned department for appropriate
action.

How to file a complaint? Complaints may be sent through e-mail to
the Consumer Protection and Market
Conduct Office
(consumeraffairs@bsp.gov.ph).

How are complaints processed? Compilaints received will be forwarded to
the concerned department for appropriate
action.

Contact Information of: complaints@arta.gov.ph

Anti-Red Tape Authority (ARTA) 1-ARTA (2782)

Presidential Complaints Center (PCC) | PCC: pcc@malacanang.gov.ph

of the Office of the President Telephone Number: 8888 or
+63(2)87368621

Contact Center ng Bayan (CCB) of the | CCB:
CSC email@contactcenterngbayan.gov.ph
Mobile Number: 0908 8816565

Domestic Market Room 308, 3/F, Five-story Trunkline No.: 8811-
Operations Department building, A. Mabini St. 1277 local 2865
corner P. Ocampo St.,
Malate Manila 1004
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FINANCIAL SUPERVISION SECTOR

External Services
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1. Application for Authority to Establish and Operate as Non-Bank
Credit Card Issuer (Updated)

The application for grant of authority to establish and operate as non-bank credit card
issuer constitutes a three-stage process:

e Stage 1 refers to the application for BSP approval to establish and operate as
credit card issuer with processing time3' of 20 working days;

e Stage 2 refers to the application for issuance of Letter of No Objection to register
with the Securities and Exchange Commission the Articles of Incorporation and/or
By-Laws or amendments3? thereto, indicating the corporate purpose as credit card
issuer with processing time of 7 working days; and

e Stage 3 refers to application for issuance of Certificate of Authority to establish and
operate as credit card issuer with processing time of 13 working days.

Office or Division: Financial Supervision Department |X
Classification: Highly Technical
Type of Transaction: | G2B — Government to Business
Who may avail: Organizers/incorporators of new corporations or authorized representatives
of existing corporations that plan to engage in credit card business as credit
card issuer
CHECKLIST OF REQUIREMENTS?33 WHERE TO SECURE

Stage 1: Application for BSP Approval to Establish and Operate as Credit Card Issuer

A. DOCUMENTARY REQUIREMENTS34
(Submit original copy only, unless otherwise stated)

31 Based on the Implementing Rules and Regulations of Republic Act No. 11032 (Ease of Doing Business
and Efficient Government Service Delivery Act of 2018), processing time is the time consumed from the
acceptance of an application or request with complete requirements, accompanying documents and
payment of fees up to the issuance of certification or such similar documents approving or disapproving
an application or request. The time spent in determining whether or not all the requirements have been
complied with shall not be included in the determination of processing time. Further, as stated therein,
requirements are complete when all the necessary or appropriate documents that are required to be
submitted together with an application form by the applicant or requesting party fully satisfy the formal
and substantive requirements of the relevant law.

32 In case of existing corporation which opts to amend its Articles of Incorporation and/or By-Laws to include
as corporate purpose that it will engage in credit card business as credit card issuer.

33 Filled out checklist to be submitted together with the documentary requirements as indicated therein

34 Submission may be by electronic form, personal filing at FSS Counter, or mail/courier. When submitted by
electronic form, copies of the documentary requirements shall be submitted as attachment/s to the e-
mail rather than provided as a link to a shared drive.
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. Application letter for authority to establish and operate as non-
bank credit card issuer, signed by the incorporators/directors or
the president or officer of equivalent rank.

The application letter shall state the name of the authorized
contact person relative to the application, official e-mail address
authorized to receive notifications, and other contact details.

Applicant

. Document showing proof that minimum paid-up capital of 100
million is met.

In case the authorized capital in the present Articles of
Incorporation (AOI) is below the required minimum paid-up capital
of 100 million, the applicant must submit a Treasurer’s Affidavit
and a Bank Certification as proof that the current paid-up capital
and any deposit for future stock subscription would meet the
required minimum amount.

Applicant

. For new corporations:

a. Proposed AOI reflecting the primary/secondary purpose to
engage in credit card business, and/or By-laws (2 original
copies for hardcopy submissions); and

b. Proof of reservation of the proposed corporate name with the
SEC.

Applicant

SEC

. For existing non-bank corporations:

a. Proposed amended AOI reflecting the primary/secondary
purpose to engage in credit card business as credit card
issuer, and/or By-laws. For paragraph 2 of item no. 2, the
proposed amended AOI must also include increase in the
authorized capital to comply with the minimum paid-up capital
of 100 million. (2 original copies for hardcopy submissions).

The present/original AOI and/or By-laws shall be copied
verbatim except for the portions being amended. The
amended portions must be underscored and the words “As
Amended on (date of stockholders’/members’ approval of the
amendment/s)” must be appended at the end of each
amended article/section. There is no need to sign the
document/s anew as the applicant needs only to copy the
name of the original incorporators/signatories and type “SGD”
before each name, including that of the Notary Public. The
date of incorporation shall also be retained.

b. Document showing proof of no past due obligation with any
financial institution as of date of application;

Applicant

Applicant
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c. Proof of reservation of the proposed corporate name with the
SEC (if amended AOI includes change in corporate name);

d. Present AOI and/or By-laws certified by the SEC as the
“faithful reproduction of the original” (1 copy for hardcopy
submissions).

If the non-bank corporation is applying for amendment of the
AOI and/or By-laws for the first time, the original copy of the
AOI and/or By-laws;

e. General Information Sheet as of the date of meeting when the
amendment/s to AOI and/or By-laws was/were approved;

f. Directors’ Certificates (2 original copies for hardcopy
submissions), notarized and signed by maijority of the directors
and the corporate secretary:

i. Directors’ Certificate for the amendment of the AOI
attesting that: (i) majority of the directors; and (ii)
stockholders representing at least 2/3 of the outstanding
capital stock, approved the proposed amendment/s to the
AOl in a meeting; and

ii. Directors’ Certificate for the amendment of the By-laws
attesting that: (i) majority of the directors; and (ii)
stockholders representing at least a majority of the
outstanding capital stock, approved the proposed
amendment/s to the By-laws in a meeting.

g. Notarized Secretary’s Certificate on no pending case of intra-
corporate dispute.

SEC

SEC

Applicant

Applicant

. Prior consent of the foreign regulator/supervisor of the parent
organization, if the owner or parent organization of the applicant
is a foreign-regulated financial institution or corporation. A
certification from its home country’s supervisory authority that it
has no objection to the investment of such company in a credit
card issuer/acquirer in the Philippines and that adequate
information on such foreign corporation shall be provided to the
Bangko Sentral to the extent allowed under existing laws
(apostilled or authenticated, whichever is applicable).

If the parent organization is not regulated by any foreign
supervisory authority/government agency, a certification attesting

Foreign regulator/
supervisor of the parent
organization
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thereof shall be submitted (apostilled or authenticated, whichever
is applicable).

List of stockholders and their stockholdings.

Applicant

N|@®

Biographical data with latest 2x2 ID picture of each incorporator,
subscriber, existing/proposed director and officer. The directors
and officers of the applicant must comply with the fit and proper
rule prescribed under existing laws and regulations.

Template can be
downloaded at the BSP
website:

https://www.bsp.gov.ph/
Regulations/Guidelines
%20and%200ther%20R
equlations/Biographical

%20Data.pdf

8. National Bureau of Investigation (NBI) clearance of each of the
incorporator, subscriber, existing/proposed director and officer, or
similar document from the home country in the case of non-
Filipino citizens (apostilled or authenticated, whichever is
applicable).

National Bureau of
Investigation (NBI) for
Filipino citizens and the
NBI counterpart for non-
Filipino citizens

9. Certification of compliance with the Bangko Sentral-prescribed
syllabus on on-boarding/orientation program for directors

Applicant

The prescribed syllabus
can be viewed at
https://www.bsp.gov.ph/
Regulations/Issuances/
2012/m026.pdf

10. Notarized authorization form for querying the BSP watchlist file for
each incorporator, subscriber, existing/proposed director and
officer.

Appendix Q-44 of the
Manual of Regulations
for Non-Bank Financial
Institutions (MORNBFI)

https://www.bsp.gov.ph/
Regulations/MORB/202
OMORNBFI.pdf

11. Certification from home country’s supervisory authority that the
non-Filipino citizen has no derogatory record, if applicable
(apostilled or authenticated, whichever is applicable).

Home country’s
supervisory authority

12. Alien employment permit for foreign directors/officers Department of Labor
and Employment

13. Certification of independence for independent directors. Applicant

14.For officers who will be in-charge of the credit card operations, | Applicant

document showing proof of actual experience of at least two (2)
years in a bank or quasi-bank as in-charge (or at least as
assistant-in-charge).
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15.For corporate subscribers, the following additional documents | Applicant
shall be submitted:

a. Copy of the board resolution authorizing the corporation to
invest in the business of credit card issuance and designating
the person who will represent the corporation in connection
therewith;

b. Copy of the latest AOI and By-laws;

c. Updated list of directors and principal officers;

d. Current list of substantial or major stockholders, indicating the
citizenship and the number, amount and percentage of the
voting and non-voting shares held by them. For this purpose,
substantial or major shareholder shall mean a person, whether
natural or juridical, owning such number of shares that will
allow him to elect at least one (1) member of the board of
directors of a credit card issuer/acquirer, or who is directly or
indirectly the registered or beneficial owner of more than ten
percent (10%) of any class of its equity security;

e. A copy each of the corporation’s audited financial statements
for the last two (2) years prior to the filing of the application;

f. A copy of the corporation’s annual report to the stockholders
for the year immediately preceding the date of filing of the
application; and

g. Certified photocopies of the corporation’s Income Tax Return.

16. Detailed plan of operation and economic justification for engaging | Applicant

in the credit card issuance business, including a manual of
operations and other related documents embodying the risk
management system (RMS).

Include, among others, the business model, comprehensive RMS
[such as (i) information technology system/infrastructure including
features and functionalities of the platform/facility, credit card
network and payments ecosystem; (ii) Anti-Money Laundering
(AML) Act compliance; and (iii) consumer protection] and other
aspects of operations (such as accounting records, systems and
procedures, operational workflow and internal control systems).

A presentation of business model, comprehensive RMS and other
aspects of operations is required to complete the application.
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Requirements for the business presentation are shown in
BUSINESS PRESENTATION REQUIREMENTS below.

17.Projected financial statements for the first five (5) years together

with assumptions. These should be consistent with its proposed
plan of operation and would show sufficient capital to support its
strategy and operations.

Applicant

18.Requirements shown below in REQUIREMENTS FOR ONSITE

VERIFICATION in case onsite verification of the information
technology (IT) system, credit card network and payments
ecosystem is determined by the BSP as necessary to complete
the application. Such requirements shall be submitted only and/or
made available onsite for verification by BSP upon receipt of
advice from BSP that onsite verification shall be conducted.

Applicant

19.Payment or proof of payment of non-refundable filing fee of

£1,000.00.

Applicant

Request an Order of
Payment (OP) thru
fssmail@bsp.gov.ph
(addressed to FSD IX)
to settle your payment.

B. BUSINESS PRESENTATION REQUIREMENTS?3®
1. Purpose of the Business; Applicant
2. Form of Business Organization and Organizational Structure, | Applicant
including the following:
e Capital Requirements and details of source of
funding/financing;
e Target Market;
e Target Network; and
e Projected Annual Volume of Transactions for three (3) years;
3. Products and services to be offered, including security standards | Applicant
and product benefits;
4. Features and functionalities of the platform/facility, credit card | Applicant
network and payments ecosystem,;
5. Narrative discussion of the Operational Workflow — including the | Applicant

roles and responsibilities of the parties involved (from credit card
application to fulfillment of the transaction):

e On-boarding process (e.g., marketing strategies);

Account opening including AMLA and Know-Your-Customer
(KYC) process;

Underwriting process;

Cash-in and cash-out method process;

35 Virtual or other appropriate means of presentation of business model
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e Settlement (indicating the settlement bank) and collection
process; and

e Consumer complaints handling and
process;

redress mechanism

6. Transaction fees to be charged to customers and partners; Applicant
7. Proposed set up of IT infrastructure (please include a detailed | Applicant
discussion on the systems involved, system interfaces, security
controls/appliances, network diagram for both WAN/LAN and
disaster recovery set-up and how and where the application
system, customer and transaction data are located);
8. IT Risk Management; Applicant
9. List of third-party partners; Applicant
10.Records and reports; Applicant
11.Internal control system; and Applicant
12.Risk management system. Applicant
C. REQUIREMENTS FOR ONSITE VERIFICATION?3®
1. Related Policies, Procedures and Manuals Applicant
a.Risk Management Manual;
b.Strategic Plans;
c.IT Operations Manual;
d.Information Security policy manual;
e.Vendor Management framework;
f. System development life cycle manual/Project management
manual;
g.Business Continuity and Disaster Recovery plan;
h.Consumer Protection Framework;
i. IT Governance Structure and IT Strategic Plan;
j- Audit Manual;
k.Anti-Money Laundering Manual; and
|. System and user manuals (e.g. Credit Card System);
2. User acceptance test results on the credit card system including | Applicant
certification on the user acceptance test results;
3. Memorandum of Agreement/vendor agreement/service level | Applicant
agreement with partners and service providers;
4. Detailed implementation plan per phase on the credit card | Applicant
business;
5. Payment Card Industry Data Security Standard (PCI DSS) | Applicant
compliance certificate, if any;
6. Vulnerability assessment and/or penetration testing results, follow- | Applicant

up and issue resolution, if any;

36 Virtual or other appropriate means of verification
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7. Detailed updated network diagram indicating security | Applicant
controls/measures installed with narrative description of all the
systems involved;
8. Inventory list - IT Assets — hardware, software, network | Applicant
components (including current version installed) and location;
9. System access rights matrices (e.g. for all functions); Applicant
10.Baseline configuration settings for application servers, databases | Applicant
servers, network devices, etc.;
11.Parameter setting limits (screenshots); Applicant
12.Key IT Management and personnel; Applicant
13.Sample Management reports; Applicant
14.Walk-thru/demonstration of the features and functionalities of the | Applicant
application/system; and
15.Walkthrough of the credit card operations from generation of | Applicant
customers, application processing, credit scoring, determination
of credit limit, card embossing, card activation, account settlement
to contract termination.
AGENCY FEES TO | PROCESSING PERSON

CLIENT STEPS

ACTIONS BE PAID TIME*’

RESPONSIBLE

Stage 1: Application for BSP Approval to Establish and Operate as Credit Card Issuer

A. PRELIMINARY ASSESSMENT?8

1.

Submit application
(including the

37

38

Total processing time may be extended once for another twenty (20) working days: Provided, That the
extension can only be availed once during Stages 1-3. Prior to the lapse of the processing time, a written
notification of the reason for extension, if any, and final date of release of decision, shall be sent to and
acknowledged by the applicant. In the event that securing a written notification and acknowledgment
from the applicant is not feasible, all means of communication available shall be exhausted to ensure
that the applicant is properly notified. Moreover, total processing time shall be suspended and
appropriate adjustments shall be made in case of delays due to force majeure or natural or man-made
disasters, which result in damage or destruction of documents and/or system failure. The applicant will
be notified in writing and through other means of communication of the suspension of the processing
time without any delay.

Preliminary assessment covers initial receipt of the application up to applicant’s submission of complete
documentary documents in substance and in form, presentation of business model (if applicable) and
submission of proof of payment of filing fee. The time spent in determining whether or not all the
requirements have been complied with shall not be included in the determination of processing time.
Accordingly, the steps under preliminary assessment are for applicant’s reference only and not part of
the processing time of the application.
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filled-out checklist
of requirements)

1.1 Electronic
submission

1.1.1 Submit scanned
signed copy of
application letter
and documentary
requirements to
Financial
Supervision Sector
(FSS) official email:
fssmail@bsp.gov.p
h copy furnished
Financial
Supervision
Department  IX’s
official email:
fsd9@bsp.gov.ph.
The prescribed
format for the
subject line is as
follows:
FSD9<space>NE
WNBCCl<space>-
<Subject Matter
Description>.
Please include the
Business Name
/Proposed
Business Name in
the Subject Matter
Description portion.
Failure to use the
prescribed subject
line format  will
result in the failure

1.1.1 Acknowledge

submission /
System auto-
acknowledges3®

the submission

Administrative
Officer, Frontline
Services
Administrative
Division (FSAD)
- FSS
Operations
Support
Department
(FOSD),
Financial
Supervision
Sector (FSS)

39 The auto-acknowledgment sent by FSS mail does not signify receipt of complete and valid application. A
separate acknowledgment letter signifying acceptance of complete application shall be sent, upon
determination of completeness of application in form and substance. Original copies of the documents
should be made available upon request.
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of delivery of the e-
mail to the intended
recipient.

1.2 Personal filing at
the FSS Counter®® at

BSP Manila
1.2.1 Proceed to FSS | 1.2.1 Receive and Administrative
Counter. Get queue | stamp date and Officer, FSAD -
number and wait to be | time of receipt. FOSD, FSS
called. Once called,
present all the | 1.2.2 Record
documentary receipt of
requirements. application.

1.2.3 Forward

documents to FSD

IX.
1.3 Mail/Courier
1.3.1 Send the | 1.3.1 Receive and Administrative
application letter | stamp date and Officer, FSAD -
together with | time of receipt. FOSD, FSS

documentary
requirements.

1.3.2 Record
receipt of
application.

1.3.3 Forward
documents to FSD
IX.

2. Preliminarily
assess the
completeness of
the application and

Account Officer
FSD IX, FSS
located at 14t

40 The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM. The working
days/hours may be subject to change depending on government advice and the BSP work arrangements
based on the circumstances (e.g., quarantine classification with regard to the COVID-19 pandemic, etc.).
Kindly refer to www.bsp.gov.ph for announcements on changes in working days/hours. All applications

received beyond the 8:00 AM to 5:00 PM business hours shall be considered as received the next

working day.
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its supporting
documents.

Floor, Multi-
Storey Building.

2.1 Receive e-mail on
provisional receipt of
application

2.1.1 Request Order
of Payment (OP)
number from FSD IX.

2.1.2 Receive OP
number thru email
and pay through the

2.1 If complete:

Prepare and send
Provisional
Receipt*® thru FSD
IX official e-mail,
with the assigned
reference number,
signifying receipt
of application and
accompanying
documents,
subject to further
preliminary
assessment to
determine if
application fully
satisfies the formal
and substantive
requirements of
relevant laws,
rules and
regulations

*For order of
payment:

2.1.1 Request OP
Number from the
Administrative
Officer, Budget
and Finance
Administration
Division (BFAD) —
FOSD

2.1.2 Process the
request for OP
Number using the

Account Officer
and Division/
Group Head
FSD IX, FSS

Account Officer,
FSD IX

Administrative
Officer, BFAD-
FOSD, FSS

43 A separate acknowledgment letter signifying acceptance of complete application shall be sent, upon

determination of completeness of application in form and substance.
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following payment
options:
a. Settlement banks
i. Over-the-
Counter (OTC)*

ii. Mobile/Online
Banking (Web
and App)*?

b. Payment gateway
(https://nops.bsp.
gov.ph/nops/)

i. Visa/Mastercard
debit or credit
card

New Order of
Payment System
(NOPS)

The NOPS
automatically
generates the OP
Number and sends
notification to the
email account of
the client in real-
time. Once
payment is made,
an Official Receipt
(OR) shall be
emailed to the
client, through the
NOPS, on the
following
schedules, as
applicable:

1. If paid through
the settlement
banks via OTC
or Online
Banking, one
(1) working day
after payment.

2. If paid through
the payment
gateway via
Visa or
Mastercard
debit or credit
card, two (2)
working  days
after payment.

Non-

refundable
filing fee of
£1,000.00

2.2 If deficient:

Account Officer,
Division/Group

41 Applicable convenience fee may apply.
42 The settlement bank’s system will send an email and text notification to the client within the day after

payment.
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2.2 Receive return
letter

Prepare and
release letter
returning the
application and its
accompanying
documents,
enumerating the
deficiencies and
missing
requirements, and
informing that
application is
considered
“closed”, without
prejudice to re-
submission of
application with
complete
documentary
requirements and
deficiencies noted
rectified.

2.2.1 Process and
release documents
to the
Administrative
Services
Department
(ASD), BSP, for
mailing.

Head and
Department
Head
FSD IX, FSS

Administrative
Officer
FSAD - FOSD,
FSS

3. Coordinate and
finalize with FSD IX
Account Officer the
schedule of
presentation and

confirm attendance.

3. Coordinate and
finalize schedule
of presentation of
business model*4,
comprehensive
RMS and other
aspects of
operations, and
send confirmation
e-mail to applicant
on the date, time

Account Officer
FSD IX, FSS

44 Virtual or other appropriate means of presentation
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and venue of the
presentation.

4. Present to BSP
officials the business
model,
comprehensive RMS
and other aspects of
operations.

Refer to BUSINESS
PRESENTATION
REQUIREMENTS as
shown above.

4. Attend the
presentation and
ask clarificatory
questions, if any,
on the business
model,
comprehensive
RMS and other
aspects of
operations.

Account Officer,
Division/Group
Head and
Department
Head
FSD IX, FSS

5.1 Receive notice of
schedule of onsite
verification and
prepare the
requirements.

Refer to
REQUIREMENTS
FOR ONSITE
VERIFICATION as
shown above.

5. Determine if
onsite verification
is necessary.

5.1 In case onsite
verification is
necessary:
Prepare and send
e-mail notice
advising the
applicant of the
schedule of the
onsite verification,
with advice to
prepare the
requirements.

5.1.1 Conduct
onsite verification*®
to validate the
features and
functionalities of
the IT system,
credit card
networks and

Account Officer,
Division/Group
Head and
Department
Head, FSD IX,
FSS

Account Officer
FSD IX, FSS

Examination
Team
FSD IX, FSS

45 Maximum of 3 days, subject to extension depending on the complexity of the applicant’s operations
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payment
ecosystem.

5.1.2 Prepare and
submit report on
the result of the
onsite verification.

5.2 In case onsite
verification is not

Examiner-in-
Charge
FSD IX, FSS

necessary:
Proceed to next

step.

6. Complete the Account Officer
preliminary and
assessment of the Division/Group
application and Head
determine if FSD IX, FSS

application fully
satisfies the formal
and substantive?*®
requirements of
relevant laws,
rules and
regulations, taking
into consideration
the results of the
presentation of
business model,
comprehensive
RMS and other
aspects of
operations and the
onsite verification
of the IT system,
credit card network
and payments
ecosystem (if
applicable).

6.1 Receive return
letter

6.1 If deficient:
Prepare and
release return

Account Officer,
Division/Group
Head and

46 May involve referral to appropriate departments of the BSP
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letter citing Department

deficiencies noted Head
and informing that FSD IX, FSS
application is

considered

“closed”, without
prejudice to re-
submission of
application with
complete
documentary
requirements and
deficiencies
already rectified.

6.1.1 Process and Administrative
release documents Officer
to the ASD, BSP, FSAD — FOSD,
for mailing. FSS
B. ACCEPTANCE OF COMPLETE APPLICATION
6.2 Receive 6.2 If formally and After Account Officer
acknowledgment substantively preliminary and
letter complete and/or assessment Division/Group
no deficiency: Head
Prepare, review FSD IX, FSS
and release
acknowledgment
letter*” (a)

informing the
applicant that after
assessment of the
application, receipt
of filing fee and
determination of
sufficiency of
application and
submitted
requirements in
form and
substance, the
BSP finds the
same as complete

47 The standard processing timeline of 20 days shall commence from the date of the acknowledgment letter.
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in form and
substance, hence,
the BSP will now
proceed with the
detailed evaluation
of the application
and shall notify the
applicant of the
result thereof; (b)
containing the
following: (i) BSP
seal/logo; (ii) the
assigned unique
identification
number for the
application as
reference for all
subsequent
transactions; (iii)
name of FSD IX
Account
Officer/contact
person, his/her
Group/Division
and position; and
(iv) date of receipt
of complete
requirements
which is the date

of the

acknowledgment

letter.

6.2.1 Email Account Officer
advance copy of FSD IX, FSS
letter, as

necessary.

6.2.2 Process and Administrative
release documents Officer

to the ASD, BSP, FSAD - FOSD,
for mailing. FSS

C. EVALUATION AND DECISION
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7. Conduct 10 working Account Officer

detailed evaluation days and

of the application Division/Group

and prepare Head

evaluation report, FSD IX, FSS

memorandum to

appropriate BSP

approving

authority and

action documents

7.1 Review and 4 working days | Division/Group

elevate the Head and

application for Department

appropriate action Head, FSD IX,

Sub-Sector Head

and Sector
Head, FSS

8. Decide on the 2 working days | BSP approving

application. authority

8.1 Receive copy FSD IX, FSS

of document
showing decision
of the BSP
approving
authority.

9. Prepare, review
and process
notification letter to
applicant of the
decision.

9.1 If decision is
for approval of
application:

State in the
notification letter to
applicant the
approval of the
application,
indicating the

2 working days

Account Officer,
Division/Group
Head and
Department
Head
FSD IX, FSS
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conditions for
approval thereof
(such as, but not
limited to, the
condition that
approval is subject
to onsite
verification by the
BSP to validate
the features and
functionalities of
the IT system,
credit card
networks and
payment
ecosystem, if no
onsite verification
was conducted by
the BSP during the
application), and
that applicant may
now proceed with
next stage of the

application.

9.2 If decision is Account Officer,
for denial of Division/Group
application: Head and
State in the Department
notification letter Head

the denial of the FSD IX, FSS

application and
stating the reasons
therefor and/or the
deficiencies noted
and informing that
application is
considered
“closed”, without
prejudice to re-
submission of
application with
complete
documentary
requirements and
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deficiencies
already rectified.

10. Receive FSD IX
e-mail notification

10.1 Receive original
copy of letter

10. Notify
applicant through
FSD IX official e-
mail*® of the
decision on the
application,
attaching scanned
copy of notification
letter, and stating
that original letter
shall be mailed
accordingly.

10.1 Process and
release documents
to the ASD, BSP,
for mailing.

2 working days

Account Officer
FSD IX, FSS

Administrative
Officer
FSAD - FOSD,
FSS

END OF TRANSACTION

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Stage 2: Application for Issuance of Letter of No Objection to Register with the Securities
and Exchange Commission the Articles of Incorporation and/or By-Laws or Amendments
thereto, Indicating the Corporate Purpose as Credit Card Issuer

A. DOCUMENTARY REQUIREMENTS#®

(Submit original copy only, unless otherwise stated)

1. Application letter for issuance of Letter of No Objection to
register Articles of Incorporation (AOIl) and/or By-Laws or
amendments thereto with the Securities and Exchange
Commission (SEC), signed by the incorporators/directors or
the president or officer of equivalent rank, in connection with
the application for authority to establish and operate as non-

bank credit card issuer.

Applicant

48 Notification to applicant of the decision on the application through FSD IX official e-mail is considered the
last step of the application for Stage 1. Steps on releasing (i.e., by mail or pick-up) of original naotification

letter and attachments are not part of the processing time.

49 Submission may be by electronic form, personal filing at FSS Counter, or mail/courier. When submitted
by electronic form, copies of the documentary requirements shall be submitted as attachment/s to the

e-mail rather than provided as a link to a shared drive.
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The application letter shall state the name of the authorized
contact person relative to the application, official e-mail
address authorized to receive notifications, and other contact
details.

It shall also indicate the BSP reference number assigned to the
application during Stage 1 (for tracking purposes) and
preferred mode of transmittal of the notification letter on the
decision relative to the application, if through mail or for pick-

up.

2. Proof of compliance with the conditions for approval, if any, set | Applicant
forth in the notification letter for BSP approval to establish and
operate as credit card issuer under Stage 1 (applicable to
those conditions not requiring completion of stage 2).

AGENCY FEES TO | PROCESSING PERSON
SR reniE s ACTIONS BE PAID TIME®° RESPONSIBLE

Stage 2: Application for Issuance of Letter of No Objection to Register with the Securities
and Exchange Commission the Articles of Incorporation and/or By-Laws or Amendments
thereto, Indicating the Corporate Purpose as Credit Card Issuer

1. Submit
application

1.1 Electronic

submission
1.1.1 Submit scanned | 1.1.1 Administrative
signed copy of | Acknowledge Officer, FSAD —
application letter | submission / FOSD, FSS
and documentary | System auto-

requirements to

Financial

Supervision Sector

50 Total processing time may be extended once for another seven (7) working days: Provided, That the
extension can only be availed once during Stages 1-3. Prior to the lapse of the processing time, a written
notification of the reason for extension, if any, and final date of release of decision, shall be sent to and
acknowledged by the applicant. In the event that securing a written notification and acknowledgment
from the applicant is not feasible, all means of communication available shall be exhausted to ensure
that the applicant is properly notified. Moreover, total processing time shall be suspended and
appropriate adjustments shall be made in case of delays due to force majeure or natural or man-made
disasters, which result in damage or destruction of documents and/or system failure. The applicant will
be notified in writing and through other means of communication of the suspension of the processing
time without any delay.
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AGENCY FEES TO | PROCESSING |  PERSON
CLIENT STEPS ACTIONS BE PAID TIMES RESPONSIBLE
(FSS) official email: | acknowledges®’

fssmail@bsp.gov.p
h copy furnished
Financial

Supervision
Department  IX’s
official email:

fsd9@bsp.gov.ph.
The prescribed
format for the
subject line is as
follows:
FSD9<space>NE
WNBCCl<space>-
<Subject Matter
Description>.
Please include the
Business
Name/Proposed
Business Name in
the Subject Matter
Description portion.
Failure to use the
prescribed subject
line format will
result in the failure
of delivery of the e-
mail to the intended
recipient.

the submission

1.2 Personal filing at
the FSS Counter®? at
BSP Manila

51 The auto-acknowledgment sent by FSS mail does not signify receipt of complete and valid application. A
separate acknowledgment letter signifying acceptance of complete application shall be sent, upon
determination of completeness of application in form and substance. Original copies of the documents
should be made available upon request.

52 The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM. The working
days/hours may be subject to change depending on government advice and the BSP work arrangements
based on the circumstances (e.g. quarantine classification with regards to the COVID-19 pandemic,
etc.). Kindly refer to www.bsp.gov.ph for announcements on changes in working days/hours. All
applications received beyond the 8:00 AM to 5:00 PM business hours shall be considered as received

the next working day.
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AGENCY FEES TO | PROCESSING PERSON
RIS ACTIONS BE PAID TIME® | RESPONSIBLE
1.2.1 Proceed to FSS | 1.2.1 Receive and Administrative
Counter. Get queue | stamp date and Officer, FSAD -
number and wait to be | time of receipt. FOSD, FSS
called. Once called,
present all the | 1.2.2 Record
documentary receipt of
requirements. application.
1.2.3 Forward
documents to
FSD IX.
1.3 Mail/Courier
1.3.1 Send the | 1.3.1 Receive and Administrative
application letter | stamp date and Officer, FSAD -
together with | time of receipt. FOSD, FSS
documentary
requirements. 1.3.2 Record
receipt of
application.
1.3.3 Forward
documents to
FSD IX.
2. Preliminarily Account Officer
assess the and
application and Division/Group
determine if Head
application fully FSD IX, FSS

satisfies the
formal and
substantive
requirements of
relevant laws,
rules and
regulations. This
includes a
determination of
whether the
conditions set
forth in the
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CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME®°

PERSON
RESPONSIBLE

approval of the
application for
BSP approval to
establish and
operate as credit
card issuer under
Stage 1 have
been complied
with.

2.1 Receive return

2.1 If deficient:

Account Officer,

letter Prepare, review Division/Group
and release Head and
return letter citing Department
deficiencies noted Head
and informing that FSD IX, FSS
application is
considered
“closed”, without
prejudice to re-
submission of
application with
complete
documentary
requirements and
deficiencies
already rectified.
2.1.1 Process and Administrative
release Officer
documents to the FSAD - FOSD,
ASD, BSP, for FSS
mailing.
2.2 Receive 2.2 If formally and Account Officer
acknowledgment substantively and
letter complete and/or Division/Group
no deficiency: Head
Prepare, review FSD IX, FSS

and release
acknowledgment
letter®s (a)

53 The standard processing timeline of 7 days shall commence from the date of the acknowledgment letter.
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CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME®°

PERSON
RESPONSIBLE

informing the
applicant that
after assessment
of the application,
receipt of filing
fee and
determination of
sufficiency of
application and
submitted
requirements in
form and
substance, the
BSP finds the
same as
complete in form
and substance,
hence, the BSP
will now proceed
with the detailed
evaluation of the
application and
shall notify the
applicant of the
result thereof; (b)
containing the
following: (i) BSP
seal/logo; (ii) the
assigned unique
identification
number for the
application as
reference for all
subsequent
transactions; (iii)
name of FSD IX
Account
Officer/contact
person, his/her
Group/Division
and position; and
(iv) date of receipt
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AGENCY FEES TO | PROCESSING |  PERSON
CLIENT STEPS ACTIONS BE PAID TIMES RESPONSIBLE
of complete

requirements
which is the date
of the
acknowledgment
letter.

2.2.1 Email

Account Officer

advance copy of FSD IX, FSS
letter, as
necessary.
2.2.2 Process and Administrative
release Officer
documents to the FSAD — FOSD,
ASD, BSP, for FSS
mailing.
EVALUATION AND DECISION
3. Conduct 3 working days | Account Officer
detailed and
evaluation of the Division/Group
application and Head
prepare FSD IX, FSS
evaluation report
and action
documents.
3.1 Review, 2 working days | Account Officer,
elevate and Division/Group
decide on the Head and
application. Department
Head
FSD IX, FSS
3.2 Receive copy Account Officer
of documents and
showing decision Division/Group
of the BSP Head
approving FSD IX, FSS
authority
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AGENCY

CLIENT STEPS ACTIONS

FEES TO
BE PAID

PROCESSING
TIME®°

PERSON
RESPONSIBLE

PREPARATION AND RELEASE OF NOTIFICATION

LETTER/ LETTER OF NO OBJECTION TO

REGISTER AOI AND/OR BY-LAWS WITH SEC

2 working days

4. Prepare,
review and
process
notification letter
to applicant
informing of the
decision.

4.1 If decision is
for approval of
application:
Prepare and
process
notification letter
to applicant on
approval of the
application for
issuance of no
objection letter
indicating that
applicant may
proceed with the
next stage after it
has registered
with SEC its AOI
and/or By-Laws.

Account Officer,
Division/Group
Head and
Department
Head
FSD IX, FSS

4.2 If decision is
for denial of
application:
State in the
notification letter
the denial of the
application and
stating the
reasons therefor
and/or the
deficiencies noted

Account Officer,
Division/Group
Head and
Department
Head
FSD IX, FSS
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CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME®°

PERSON
RESPONSIBLE

and informing that
application is
considered
“closed”, without
prejudice to re-
submission of
application with
complete
documentary
requirements and
deficiencies
already rectified.

5.1 Receive FSD IX
e-mail notification

5.1.1 Receive original

copy of letter

5.1 If decision is
for approval of
application:
Notify applicant
through FSD IX
official e-mail®* of
the decision on
the application,
attaching
scanned copy of
letter of no
objection, and
stating that the
original letter shall
be mailed
accordingly.

5.1.1 Through
mail/courier (as
necessary):
Process and
release
documents to the
ASD, BSP, for
mailing.

Account Officer
FSD IX, FSS

Administrative
Officer
FSAD - FOSD,
FSS

54 Notification to applicant of the decision on the application through FSD IX official e-mail is considered the
last step of the application for Stage 2. Steps on releasing (i.e., by mail or pick-up) of original notification
letter and attachments are not part of the processing time.
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CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME®°

PERSON
RESPONSIBLE

5.2 Receive FSD IX
e-mail notification

5.2.1 Receive original

copy of letter.

5.2 If decision is
for denial of
application:

Notify applicant
through FSD IX
official e-mail of
the decision on
the application,
attaching
scanned copy of
notification letter
(without
attachments), and
stating that
original letter shall
be mailed
accordingly.

5.2.1 Through
mail/courier (as
necessary):
Process and
release
documents to the
ASD, BSP, for
mailing.

Account Officer
FSD IX, FSS

Administrative
Officer
FSAD - FOSD,
FSS

END OF TRANSACTION
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CHECKLIST OF REQUIREMENTS WHERE TO
SECURE

STAGE 3: Application for Issuance of Certificate of Authority to Establish and Operate as
Credit Card Issuer

A. DOCUMENTARY REQUIREMENTS®®
(Submit original copy only, unless otherwise stated)

1. Application letter for issuance of Certificate of Authority to Establish | Applicant
and Operate as Credit Card Issuer in connection with the
application for authority to establish and operate as non-bank credit
card issuer.

The application letter shall state the name of the authorized contact
person relative to the application, official e-mail address authorized
to receive notifications, and other contact details.

For tracking purposes, it shall also indicate the BSP reference
number assigned to the application during Stages 1 and 2.

2. Certified true copy of the Articles of Incorporation (AOI)% and/or SEC
By-Laws and the Securities and Exchange Commission Certificate
of Filing of such AOI and/or By-Laws.

3. Proof of attendance to the seminar in anti-money | Applicant
laundering/combating the financing terrorism

4. Proof of compliance with the conditions for approval, if any, set forth | Applicant
in the notification letter for BSP approval to establish and operate as
credit card issuer under Stage 1 (for those conditions requiring
completion of Stage 2) and letter of no objection to register with SEC
the AOI and/or BL or amendments thereto under Stage 2.

5. Payment or proof of payment of licensing fee of #100,000.00 Applicant
(inclusive of 1,000.00 filing fee), to be paid upon approval of the
application for issuance of Certificate of Authority to establish and
operate as non-bank credit card issuer.

55 Submission may be by electronic form, personal filing at FSS Counter, or mail/courier. When submitted
by electronic form, copies of the documentary requirements shall be submitted as attachment/s to the
e-mail rather than provided as a link to a shared drive.

56 |ndicating as primary/secondary purpose to engage in credit card business as credit card issuer
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CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME>’

PERSON
RESPONSIBLE

Stage 3: Application fo

Card Issuer

r Issuance of Certificate of Authority

to Establish and Operate as Credit

1.

1

1

Submit
application

.1 Electronic

submission

.1.1 Submit scanned
signed copy of
application letter
and documentary
requirements to
Financial
Supervision Sector
(FSS) official email:
fssmail@bsp.gov.p
h copy furnished
Financial
Supervision
Department  IX’s
official email:
fsd9@bsp.gov.ph.
The prescribed
format for the
subject line is as
follows:
FSD9<space>NE
WNBCCl<space>-

1.1.1 Acknowledge
submission /
System auto-
acknowledges®®
the submission

Administrative
Officer, FSAD —
FOSD, FSS

57 Total processing time may be extended once for another thirteen (13) working days: Provided, That the
extension can only be availed once during Stages 1-3. Prior to the lapse of the processing time, a written
notification of the reason for extension, if any, and final date of release of decision, shall be sent to and
acknowledged by the applicant. In the event that securing a written notification and acknowledgment
from the applicant is not feasible, all means of communication available shall be exhausted to ensure
that the applicant is properly notified. Moreover, total processing time shall be suspended and
appropriate adjustments shall be made in case of delays due to force majeure or natural or man-made
disasters, which result in damage or destruction of documents and/or system failure. The applicant will
be notified in writing and through other means of communication of the suspension of the processing
time without any delay.

58 The auto-acknowledgment sent by FSS mail does not signify receipt of complete and valid application. A
separate acknowledgment letter signifying acceptance of complete application shall be sent, upon
determination of completeness of application in form and substance. Original copies of the documents
should be made available upon request.
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<Subject Matter
Description>.
Please include the
Business
Name/Proposed
Business Name in
the Subject Matter
Description portion.
Failure to use the
prescribed subject
line format  will
result in the failure
of delivery of the e-
mail to the intended
recipient.

1.2 Personal filing at
the FSS Counter®® at

BSP Manila

1.2.1 Proceed to FSS | 1.2.1 Receive and Administrative
Counter. Get queue | stamp date and Officer, FSAD -
number and wait to be | time of receipt. FOSD, FSS

called. Once called,
present all the | 1.2.2 Record

documentary receipt of
requirements. application.

1.2.3 Forward

documents to FSD

IX.
1.3 Mail/Courier
1.3.1 Send the | 1.3.1 Receive and Administrative
application letter | stamp date and Officer, FSAD -
together with | time of receipt. FOSD, FSS
documentary

requirements.

59 The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM. The working
days/hours may be subject to change depending on government advice and the BSP work arrangements
based on the circumstances (e.g. quarantine classification with regards to the COVID-19 pandemic,
etc.). Kindly refer to www.bsp.gov.ph for announcements on changes in working days/hours. All
applications received beyond the 8:00 AM to 5:00 PM business hours shall be considered as received
the next working day.
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1.3.2 Record
receipt of
application.

1.3.3 Forward
documents to FSD
IX.

2. Preliminarily
assess the
application and
determine if
application fully
satisfies the formal
and substantive
requirements of
relevant laws,
rules and
regulations.

Account Officer
and
Division/Group
Head
FSD IX, FSS

2.1 Receive return
letter

2.1 If deficient:
Prepare and
release return
letter citing
deficiencies noted
and informing that
application is
considered
“closed”, without
prejudice to re-
submission of
application with
complete
documentary
requirements and
deficiencies
already rectified.

2.1.1 Process and
release documents
to the ASD, BSP,
for mailing.

Account Officer,
Division/Group
Head and
Department
Head
FSD IX, FSS

Administrative
Officer
FSAD - FOSD,
FSS

2.2 Receive
acknowledgment
letter

2.2 If formally and
substantively
complete and/or
no deficiency:

Account Officer
and Division
/Group Head
FSD IX, FSS
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Prepare and
release
acknowledgment
letter®O (a)
informing the
applicant that after
assessment of the
application, receipt
of filing fee and
determination of
sufficiency of
application and
submitted
requirements in
form and
substance, the
BSP finds the
same as complete
in form and
substance, hence,
the BSP will now
proceed with the
detailed evaluation
of the application
and shall notify the
applicant of the
result thereof; (b)
containing the
following: (i) BSP
seal/logo; (ii) the
assigned unique
identification
number for the
application as
reference for all
subsequent
transactions; (iii)
name of FSD IX
Account
Officer/contact
person, his/her

60 The standard processing timeline of 13 working days shall commence from the date of the
acknowledgment letter.
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Group/Division
and position; and
(iv) date of receipt
of complete
requirements
which is the date
of the
acknowledgment
letter.

2.2.1 Email
advance copy of
letter, as
necessary.

2.2.2 Process and
release documents
to the ASD, BSP,
for mailing.

Account Officer
FSD IX, FSS

Administrative
Officer
FSAD - FOSD,
FSS

EVALUATION AND DECISION

3. Conduct
detailed evaluation
of the application
and prepare and
review
memorandum to
appropriate BSP

7 working days

Account Officer
and
Division/Group
Head
FSD IX, FSS

Account Officer,

approving/signing Division/Group

authority. Head and
Department

Head

3.1 Review and 2 working days FSD IX, FSS

elevate

memorandum to Sub-Sector

appropriate BSP Head and Sector

approving/signing Head, FSS

authority for

appropriate action

on the application.

4. Decide on the 1 working day BSP approving/

application and
sign documents
(including the

signing authority
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Certificate of
Authority to
Establish and
Operate as Credit
Card Issuer, if
application is
approved).

4.1 Receive copy
of document
showing decision
of the BSP
approving/signing
authority together
with signed
documents (if
applicable).

4.2 Prepare and
review
memorandum to
Office of the
Secretary,
Monetary Board,
for affixing of BSP
dry seal on the
Certificate of
Authority.

4.3 Elevate
memorandum to
Office of the
Secretary,
Monetary Board,
for affixing of BSP
dry seal on the
Certificate of
Authority.

4.4 Affix BSP dry
seal on the
Certificate of
Authority.

Half working
day

Half working
day

FSD IX, FSS

Account Officer,
Division/Group
Head and
Department
Head
FSD IX, FSS

Sub-Sector
Head, FSS

Office of the
Secretary,
Monetary Board
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4.5 Receive copy
of Certificate of
Authority with
affixed BSP dry
seal.

FSD IX, FSS

5. Prepare, review
and process
notification letter to
applicant informing
of the decision on
the application.

5.1 If decision is
for approval of
application:

State in the
notification letter to
applicant the
approval of the
application.
Indicate in the
letter that as a
condition for
release of the
signed Certificate
of Authority, the
payment of
£100,000.00
licensing fee
(inclusive of the
£1,000 non-
refundable filing
fee) shall be made
within 30 calendar
days from receipt
of the

e-mail notice
mentioned under
step no. 6 hereof,
otherwise, the
Certificate of
Authority shall be
deemed
automatically

1 working day

Account Officer,
Division/Group
Head and
Department
Head
FSD IX, FSS
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cancelled. State in
the letter that
applicant is
required to submit:
(i) proof of
payment of
licensing fee prior
to release of the
signed Certificate
of Authority which
shall be for pick-up
by the applicant’s
authorized
representative
upon presentation
of OR and the
authority to pick-
up; and (ii) notice
of actual date of
commencement of

operations.

5.2 If decision is Account Officer,
for denial of Division/Group
application: Head and
Prepare and Department
process the letter Head
notifying denial of FSD IX, FSS

application and
stating the reasons
therefor and/or the
deficiencies noted
and informing that
application is
considered
“closed”, without
prejudice to re-
submission of
application with
complete
documentary
requirements and
deficiencies
already rectified.
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6. Receive FSD IX e-
mail notification.

6.1 Pick-up by
authorized
representative.

6.1.1 Receive original
copy of letter and

6.1 If decision is
for approval of
application:

Notify applicant
through FSD IX
official e-mail®" of
the decision on the
application,
attaching scanned
copy of notification
letter (without
attachments), and
stating that original
letter and signed
Certificate of
Authority to
Establish and
Operate as Credit
Card Issuer is
ready for pick-up,
thus, applicant is
advised to
coordinate with
and notify FSD IX
Account Officer on
when it can pick-
up the documents
upon presentation
of OR on payment
of licensing fee
and the authority
to pick-up.

6.1.1 Release
original copy of
letter and signed

Licensing
fee of
£100,000.00
(inclusive of
the 1,000
non-
refundable
filing fee)

1 working day

Account Officer
FSD IX, FSS

Account Officer
FSD IX, FSS

61 Notification to applicant of the decision on the application through FSD IX official e-mail is considered the
last step of the application for Stage 3. Steps on releasing (i.e., by pick-up) of original notification letter
and attachments are not part of the processing time.
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signed Certificate of
Authority.

Present original copy
of Official Receipt,
Letter of Authority and
valid identification
card

Refer to similar steps
in Stage 1 on
securing OP and
payment of licensing
fee

6.2. Receive FSD IX
e-mail notification.

6.2.1. Receive
original copy of letter.

Certificate of
Authority to
applicant’s
authorized
representative

6.2. If decision is
for denial of
application:

Notify applicant
through FSD IX
official e-mail of
the decision on the
application,
attaching scanned
copy of notification
letter (without
attachments), and
stating that original
letter shall be
mailed
accordingly.

6.2.1. Process and
release documents
to the ASD, BSP,
for mailing.

Account Officer
FSD IX, FSS

Administrative
Officer
FSAD - FOSD,
FSS

END OF TRANSACTION

FEEDBACK AND COMPLAINTS MECHANISM

How to send
feedbacks and
complaints?

FOR FEEDBACK/COMPLAINTS ON PROCESSING OF

SERVICES ENROLLED IN THE BSP CITIZEN'S CHARTER

= Input the transaction code to be provided by FSD IX, FSS,
in the Feedback Corner of the BSP website at
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www.bsp.gov.ph and fill-out the structured form online for
any feedback/complaints.

How feedbacks
and complaints
are processed?

Feedbacks and complaints may be filed through the following:

1. Bangko Sentral ng Pilipinas:

Utilize the Feedback Management System by visiting
www.bsp.gov.ph and click on “Feedback” in the Quick
Links section at the bottom of the page or thru the BSP Mail
at bspmail@bsp.gov.ph.

FMS designate/alternate shall encode the action taken
within two (2) working days from receipt of negative
feedback.

If negative feedback is more than 20% of the day’s number

of respondents,

o FMS designate/alternate of the FOSD, FSS generates
and endorses the Daily i-Report within a day (24 hours)
to the Servicing Department/Office (SDO) Head and
other concerned personnel to review and reply to the
concerned issue.

o Action Report (i.e., with information on action to be
taken and target date of completion/resolution)
approved by the SDO Head is transmitted to Feedback
Management Unit through the Director of the Economic
and Financial Learning Center (EFLC) within two (2)
working days from receipt of negative feedback/
complaint.

In case the feedback/complaint is within the purview of
another department/office of the BSP, the FMS
Designate/Alternate of FOSD, FSS requests transfer of
feedback to appropriate department/office thru the FMS.
Request for transfer is done within one (1) working day
from receipt of negative feedback/complaint.

Feedbacks and complaints sent through the paper-based
FMS structured form

FMS designate/alternate of FOSD, FSS will scan the
accomplished paper-based structured form and upload it
in the system within one (1) working day from receipt.
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Handling of negative feedback/ complaint received through
the paper-based FMS structured form and through the BSP
website are the same.

2. Presidential Complaint Center (PCC), Office of the
President

Bahay Ugnayan, J.P. Laurel Street Malacanang, Manila
Telephone:
+63(2)-8736-8645;
+63(2)-8736-8603;
+63(2)-8736-8629;
+63(2)-8736-8621
Telefax: +63(2)-8736-8621
E-mail: pcc@malacanang.gov.ph

3. Complaints Action Center, Anti-Red Tape Authority

Ground Floor, HPGV Building (Formerly Accelerando), 395
Senator Gil J. Puyat Avenue, 1200 Makati City

Telephone: +63(2)-8478-5091;
+63(2)-8478-5099

E-mail: complaints@arta.gov.ph
4. Contact Center ng Bayan
Public Assistance and Information Office, Civil Service
Commission, CSC Building, IBP Road, Constitution Hills,
1126 Quezon City
Hotline: 8888
Telephone: 1-6565
SMS: 0908-8816565

E-mail: email@contactcenterngbayan.gov.ph
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Website: www.contactcenterngbayan.gov.ph

Office Address Contact Information
For processing of request: 14t floor, Multi- | BSP Trunkline:
Storey Building, | +63(2)-8811-1277, local
Financial Supervision | Bangko Sentral ng | 3017
Department IX (FSD IX), | Pilipinas, A. Mabini | Direct Line:

Financial Supervision Sector

St., Malate, Manila
1004

+63(2)-8708-7297
E-mail:
fssmail@bsp.gov.ph

FSS Operations Support
Department (FOSD)

Frontline Services

Administration Division
(FSAD)
Budget and Finance

Administration Division (BFAD)

4% Floor, Multi-
storey Building
Bangko Sentral ng
Pilipinas

A. Mabini St.,
Malate, Manila
1004

BSP Trunkline:
(02) 8811-1277
Local 2616 and 2787

Direct Lines: (02) 5306-
2616

Schedule of Service Availability: Working days, 8:00 AM to 5:00 PM. The working
days/hours may be subject to change depending on government advice and the BSP
work arrangements based on the circumstances (e.g., quarantine classification with
regard to the COVID-19 pandemic, etc.). Kindly refer to www.bsp.gov.ph for
announcements on changes in working days/hours. All applications received beyond
the 8:00 AM to 5:00 PM business hours shall be considered as received the next

working day.
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2. Application for Authority to Establish and Operate as Money
Service Business (Updated)

The application for grant of Authority to Establish and Operate as Money Service
Business (MSB) constitutes a three-stage process.

e Stage 1 refers to the application for BSP approval to establish and operate as
Money Service Business with processing time®? of 20 working days.

e Stage 2 refers to the application for issuance of Letter of No Objection to register
with the Securities and Exchange Commission (SEC) or Cooperative Development
Authority (CDA) the Articles of Partnership (AOP) or Articles of Incorporation (AOI)
or Articles of Cooperation (AOC), respectively, and By-Laws (BL) or amendments
indicating its purpose to operate as MSB operator for partnerships/corporations/
cooperatives with processing time of 7 working days; and

e Stage 3 refers to the application for issuance of Certificate of Authority to establish
and operate as money service business with processing time of 13 working days.

Applications for Authority to Establish and Operate as MSB are subject to filing fee of
P1,000.00 upon submission of application (Stage 1). Payment of the applicable fees shall
be required (under Stage 3) depending on the type of MSB license as shown in the table
below:

Type of Fees® Amount

Licensing Fee (inclusive of filing fee) depending on the type
of license as follows:

Type A - Large-Scale Operator - Remittance Agent with P 100,000.00
or without money changing/foreign exchange dealing

62 Based on the Implementing Rules and Regulations of Republic Act No. 11032 (Ease of Doing
Business and Efficient Government Service Delivery Act of 2018), processing time is the time
consumed from the acceptance of an application or request with complete requirements,
accompanying documents and payment of fees up to the issuance of certification or such similar
documents approving or disapproving an application or request. The time spent in determining
whether or not all the requirements have been complied with shall not be included in the
determination of processing time. Further, as stated therein, requirements are complete when
all the necessary or appropriate documents that are required to be submitted together with an
application form by the applicant or requesting party fully satisfy the formal and substantive
requirements of the relevant law.

63 Delisted MSBs reapplying for Authority to Establish and Operate as MSB shall be required to pay the
unpaid/ outstanding fees.
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operations with average monthly network volume of
transactions of at least P75.00 million

Type B - Small-Scale Operator - Remittance Agent with P 20,000.00
or without money changing/foreign exchange dealing
operations with average monthly network volume of
transactions of less than P75.00 million

Type C - E-Money Issuer as authorized under Sec. 702 P 100,000.00

of MORB
Type D - Remittance Platform Provider P 100,000.00
Type E - Large-Scale Operator - Money P 100,000.00

Changer/Foreign Exchange Dealer with average monthly
network volume of transactions of at least P50.00 million

Type F - Small-Scale Operator — Money P 20,000.00
Changer/Foreign Exchange Dealer with average monthly
network volume of transactions of less than P50.00 million

Metal Plate Fee P 500.00

Financial Supervision Department IX

Highly Technical

G2B — Government to Business Entity

Entities which are either Single
Proprietorship/Partnership/Corporation that plan to engage in
money service business

Stage 1: Application for BSP Approval to Establish and Operate as Money Service Business

A. DOCUMENTARY REQUIREMENTS®4
(Submit original copy only, unless otherwise stated)

64 Submission may be by electronic form, personal filing at FSS Counter or mail/courier. When
submitted by electronic form, a copy of the documentary requirements shall be submitted as
attachment/s to the e-mail rather than provided as a link to a shared drive and the original hard
copy shall be made available upon request.
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1. Letter application®® for authority to establish and operate as Money
Service Business signed by the Proprietor/Managing
Partner/President/Officer of Equivalent Rank containing the
following:

a.
b.

Applicant’s contact numbers®®
Applicant’s email address®” and business address to be used
in official communications with BSP and vice versa

c. Type of Money Service Business license being applied for
d.

Average monthly network value of transactions (for types A,
B, E and F applications only)

Transaction Estimated Average

Monthly Value (in
PhP)

FX Bought / FX Purchase

FX Sold / FX Sale

Domestic and international pay-out
(inward) transactions

Domestic and international send-out
(outward) transactions

TOTAL

Applicant

2. For single proprietorship

+ Copy of Certificate of Business Name Registration

For new partnership/corporation/cooperative:

+ Proposed Atrticles of Partnership (AOP)/ Articles of
Incorporation (AOI)/ Articles of Cooperation (AOC)

+ Proposed By-laws
Proof of approval/reservation of entity name from SEC/CDA

+ Certification signed by Partners/Incorporators on their
approval of the proposed AOP/ AOI/ AOC and By-laws

For existing partnership/corporation:

Department of Trade
and Industry

Applicant/Securities
and Exchange
Commission/
Cooperative
Development
Authority

% |f the application will be submitted through an authorized person, the applicant Entity shall
submit its letter application containing the name and position of the authorized person who must
be an officer personnel of the applicant Entity, and submit a notarized Special Power of Attorney
(SPA), authorizing the said person to execute the acts stated in the SPA on behalf of the applicant
Entity. In the case of a corporate applicant, a certified true copy of the board resolution authorizing
said person, in addition to the SPA.

% Primary contact numbers shall include at least one landline number

7 Email address to be used shall include the name of the applicant/entity
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Proposed amended AOP/ AOI

Current AOP/AOQI certified by the SEC

Proposed amended By-laws

Current By-laws certified by the SEC

Notarized and signed Director’s Certificate on the approval

of the amendments

+ General Information Sheet as of the date of meeting when
the amendment/s to AOIl and/or By-laws was/were
approved

+ Notarized Secretary’s Certificate on no pending case of

intra-corporate dispute

* 6 ¢ o o

For existing cooperative:

Proposed amended AOC and By-laws

Current AOC certified by the CDA

Current By-laws certified by the CDA

General Assembly (GA) Resolution stating the proposed

amendment was approved by at least two-thirds (2/3) of all

members with voting rights

¢ Duly notarized Board of Directors and Secretary’s
Certificate stating the fact that the required vote approved
the resolution of the members with voting rights

¢ Duly notarized Generated Treasurer’s Affidavit if there is an

increase/decrease in capitalization

* 6 o o

Applicant /Securities
and Exchange
Commission

Applicant/Cooperative
Development
Authority

3. Business Plan which includes the following, at a minimum:

o oo

o

T awm

Business model

Purpose of the Business

Form of Business Organization and Organizational Structure
Products and Services including Features and Functionalities
of the platform/facility

Capital Requirements and details of Source of Funding/
Financing

Target Market

Target Network [i.e., number of branches/offices, Remittance
Sub-agents (RSAs), tie-up partners]

Projected Annual Value of Transactions for three (3) years
Feasibility study/market analysis indicating the viability of the
business

Projected startup costs and annual operating expenses
Operational Workflow from account opening including AMLA
process, transaction initiation to fulfilment and settlement
process

Applicant
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. Consumer complaints handling and redress mechanism
process

m. Transaction fees to be charged to customers and partners

n. Information Technology infrastructure (network diagram,
system interface, security controls and disaster recovery set-

up)

Above-mentioned information shall be contained in the material for
business presentation, if warranted.

4. List of owners/controlling shareholders, partners, directors, | Applicant
president or officer of equivalent rank and function, key officers
(e.g., manager, cashier for sole proprietorships), and over-all head
of the MSB operation and the head of the compliance unit using
the following format:
Name | Citizenship | Birthday | Address [Position [TIN C‘(\)Tt‘:i‘mgn Ow(fefsfhip C°,\;‘f°t Ai'd"::gs
5. (For corporations) List of shareholders with shareholdings using | Applicant
the following format:
Name Citizenship Amount of % of Ownership
shareholding
6. Compliance with fitness and propriety requirements by the
proprietor, partners, directors®®, president or officer of equivalent
rank and function, key officers (e.g., manager, cashier for sole
proprietorships), and over-all head of the money service business
operation and the head of the compliance unit, as the case may
be:
* Form can be
downloaded at the
BSP website:
https://www.bsp.gov.
ph/Pages/Regulation

s/GuidelinesOnTheE
stablishmentOfBank
s/RegistrationOfPaw
nshopsAndMoneySe
rviceBusiness.aspx

% Including independent directors in compliance with Section 22 of the Revised Corporation Code
of the Philippines (R.A. No. 11232) which requires corporations vested with public interest
including money service businesses to have independent directors constituting at least twenty

percent (20%) of such board.
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a. Personal Data and Authorization Form

b. NBI Clearance, or its equivalent, if issued in foreign
jurisdictions
(With validity of at least 3 months from the date of application)

+ National Bureau of

Investigation  (NBI)
for Filipino citizens
and the NBI
counterpart for non-
Filipino citizens

. Proof of Financial Capacity:

a. For New Entity: Bank Certification®®

b. For Existing Entity: Latest Audited Financial Statement and
Latest’® Interim Balance Sheet signed by the Owner/Managing
Partner/President

Applicant

. Duly notarized certification that the funds were not derived from
borrowings, unlawful activity or any money laundering activity
signed by the Proprietor/Managing Partner /President/Officer of
Equivalent Rank

Applicant

. Proof of attendance to the mandatory training on anti-money
laundering/combating the financing of terrorism conducted by the
Anti-Money Laundering Council (AMLC) or AMLC-accredited
training providers of the proprietor, partners, directors, president
or officer of equivalent rank and function, key officers (e.g.,
manager, cashier for sole proprietorships), and over-all head of
the pawnshop operation and the head of the compliance unit, as
the case may be

Applicant

6 At a minimum, as of month-end immediately preceding the month of application. For
Partnership/Corporation, the bank certificate should state that “there is a deposit of a certain
amount in the name of XXX, Treasurer-In-Trust For (TITF) “Name of Applicant”.

70 As of month-end immediately preceding the month of application
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9. Proof of provisional registration with the Anti-Money Laundering | Anti-Money
Council Secretariat (AMLCS) Laundering  Council
Secretariat (AMLCS)
10. Proof of payment of non-refundable filing fee Applicant
11. Requirements to be made available during the verification”" of the | Applicant

business process including information technology (IT) system, if

warranted, are as follows:

a.

o

System and user manual which includes screenshots and
description of all the functionalities and features of the system
and back-end system

Terms and conditions in using the system

Contract between the Entity and vendor provider of the mobile
application and back-end system, if not developed in-house
Business continuity program in place

Pro-forma Memorandum of Agreement with tie-up partners
Vendor Agreement / Service level agreement with cloud
service providers

Policies and procedures on customer due diligence and risk
profiling

. Measures for identification and verification of a customer's

identity are at least as effective as that for face-to-face
customer verification

Policies and procedures to address any specific risks
associated with the implementation of e-KYC

Policy on the creation/establishment of threshold amount
Updated Organization Chart

List of hardware and software inventory with technical
specifications including location

. Overall assessment report on the user acceptance test

conducted
Walk-thru/demonstration of the features and functionalities of
the application/system

™ Virtual or other appropriate means of verification
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12. Additional document required for applications for Type A and B

license only:

List of Remittance Tie-Up Partners’? signed by the Proprietor/ | Applicant
Managing Partner/President/Officer of Equivalent Rank using the
following format:

BSP E-

No | Registration CorEUILn gﬁgslee;se Domicile Contact | Design | mail
No. (if pany Person ation Addr

. Name Address
applicable) ess

CLIENT STEPS

FEES TO BE
AGENCY ACTIONS PAID

PROCESSING PERSON
TIME™ RESPONSIBLE

Stage 1: Application for

BSP Approval to Establish and Operate

as Money Service Business

A. PRELIMINARY ASSESSMENT"4

1. Submit application
for BSP approval to
establish and operate
as money service
business together with
complete documentary
requirements

2 For any RTC or counterparty based abroad, proof that the RTC or counterparty is licensed by the

regulatory authority to engage in the remittance business and is subject to the anti-money laundering
laws of the country where it operates. Likewise, remittance agreement(s) supporting the relationship with
tie-up partners shall be made available upon request.

73 Total processing time may be extended once for another twenty (20) working days: Provided, That the
extension can only be availed once during Stages 1-3. Prior to the lapse of the processing time, a written
notification of the reason for extension, if any, and final date of release of decision, shall be sent to the
applicant, who in turn must sign and acknowledge the receipt of the natification. In the event that securing
a written notification and acknowledgment from the applicant is not feasible, all means of communication
available shall be exhausted to ensure that the applicant is properly notified. Moreover, total processing
time shall be suspended and appropriate adjustments shall be made in case of delays due to force
majeure or natural or man-made disasters, which result in damage or destruction of documents and/or
system failure. The applicant will be notified in writing and through other means of communication of the
suspension of the processing time without any delay.

" Preliminary assessment covers initial receipt of the application up to applicant’s submission of
complete documentary requirements in substance and in form, business presentation (if
applicable) and submission of proof of payment of filing fee. The time spent in determining
whether or not all the requirements have been complied with shall not be included in the
determination of processing time. Accordingly, the steps under preliminary assessment are for
applicant’s reference only and not part of the processing time of the application.
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1.1 Send an e-malil
request for Order of
Payment (OP)
Number of filing fee
for Application for
Authority to Operate
as MSB to
fssmail@bsp.gov.ph
with Subject of the
email’®;
FSD9[space]
NEWMSB|[space][Pr
ovince or City’® if
within Metro Manila]
— [Name of Entity —
Request for
OPN_Filing Fee’]

1.2 Receive OoP
Number thru e-mail’®
and pay the filing fee
through the following
payment options:

c. Settlement banks

1.1.1 Log-in and open
the FSS email account.

1.1.2 Request OP
Number  from the
Administrative Officer,
Budget and Finance
Administrative Division

(BFAD), FSS
Operations Support
Department  (FOSD)

through email

1.1.3 Process the
request for OP Number
using the New Order of

Payment System
(NOPS)
The NOPS

automatically

generates the OP
Number and sends
notification to the email
account of the client in
real-time. Once

Non-
refundable
filing fee of
(P1,000.00)

Account
Officer,
Financial
Supervision
Department
(FSD) IX,
Financial
Supervision
Sector (FSS)

Account
Officer,
FSD IX, FSS

Administrative
Officer, BFAD
—-FOSD

> The prescribed format for the subject line is as follows: [FSD9][Space][NEWMSB][Space]
[Province or City if within Metro Manila][Space]-[Subject Matter Description]. Failure to use the
prescribed subject line format will result in the failure of delivery of the e-mail to the intended

recipient.

6 Should be in FULL TEXT as listed in the Philippine Standard Geographic Code:
https://psa.gov.ph/classification/psgc/provinces

Province:

City if within Metro Manila: https://psa.gov.ph/classification/psgc/cities

7 Indicate first the Business Name or the Proposed Business Name in the Subject Matter

Description portion

8 Which includes payment guidelines and list of payment channels
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i. Over-the-
Counter
(OTC)™®

ii. Mobile/Online
Banking (Web
and App)®

d. Payment gateway

(https://nops.bsp.

gov.ph/nops/)

i. Visal
Mastercard
debit or credit
card

payment is made, an
Official Receipt (OR)
shall be emailed to the
client, through the
NOPS, on the following
schedules, as
applicable:

3. If paid through
the settlement
banks via OTC
or Online
Banking, one (1)
working day
after payment.

4. If paid through
the payment

gateway via
Visa or
Mastercard

debit or credit
card, two (2)
working  days
after payment.

Electronic submission

1.3.a Submit scanned
signed copy of
application letter and
complete documentary
requirements to
Financial Supervision
Sector (FSS) official
email:
fssmail@bsp.gov.ph.
The prescribed format
for the subject line is as

1.3.a.1 System auto-
acknowledges®  the

submission. Non-
receipt of an
acknowledgment e-
mail from the

fssmail@bsp.gov.ph

account on the BSFI’s
e-mail within the day
shall mean failure of

Account
Officer,
FSD IX, FSS

® Applicable convenience fee may apply.
8 The settlement bank’s system will send an email and text notification to the client within the

day after payment.

8 The auto-acknowledgment sent by FSS mail does not signify receipt of complete and valid
application. A separate acknowledgment email/letter signifying acceptance of complete
application shall be sent, upon determination of completeness of application in form and

substance.
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follows:
FSD9[space]NEWMSB
[space][Province or
City®! if within Metro
Manila] — [Subject
Matter Description®?].
Failure to wuse the
prescribed subject line
format will result in the
failure of delivery of the
e-mail to the intended
recipient.

delivery of the
message.

Personal filing at the
FSS Counter®* at BSP
Manila

1.3.b Proceed to FSS | 1.3.b.1 Receive and Administrative
Counter. Get queue | stamp date and time of Officer,
number and wait to be | receipt. Frontline
called. Once called, Services
present all the | 1.3.b.2 Record receipt Administrative
documentary of application. Department
requirements. (FSAD) -
1.3.b.3 Forward FOSD
documents to FSD IX.
Mail/Courier
1.3.c Send the | 1.3.c.1 Receive and Administrative
application letter | stamp date and time of Officer,
together with complete | receipt. FSAD -
documentary FOSD

requirements
addressed to FSD IX

1.3.c.2 Record receipt
of application.

8 Should be in FULL TEXT as listed in the Philippine Standard Geographic Code:
https://psa.gov.ph/classification/psgc/provinces

Province:

City if within Metro Manila: https://psa.gov.ph/classification/psgc/cities

82 |ndicate first the Business Name or the Proposed Business Name in the Subject Matter

Description portion

84 The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM. The
working hours/days may be subject to change depending on government advice and the BSP
work arrangements based on the circumstances (e.g. quarantine classification with regards to
the COVID-19 pandemic, etc.). Kindly refer to www.bsp.gov.ph for announcements on changes

in working hours/days.

184



https://psa.gov.ph/classification/psgc/provinces
https://psa.gov.ph/classification/psgc/cities
http://www.bsp.gov.ph/

(14" Floor, Multi-Storey
Building, BSP
Complex, Manila)

1.3.c.3 Forward
documents to FSD IX.

2. Preliminarily assess Account
the completeness and Officer,
validity of the submitted FSD IX, FSS
documents
2.1 If complete:
2.1 Receive provisional | 2.1.1 Prepare and send Account
receipt of application | Provisional Receipt® Officer and
thru email thru FSD IX official Division Head,
e-mail, with the FSD IX, FSS
assigned reference
number, signifying
receipt of application
and accompanying
documents, subject to
further preliminary
assessment to
determine if application
fully satisfies the formal
and substantive
requirements of
relevant laws, rules and
regulations
2.2 Receive return | 2.2 If deficient:
letter
221 Prepare and Account
release letter, thru FSD Officer,
IX  official e-mail, Division Head/
returning the Group Head
application and its and
accompanying Department
documents, Head, FSD IX,
enumerating the FSS
deficiencies and

missing requirements,
and informing that
application is

8 A separate acknowledgment email/letter signifying acceptance of complete application shall be

sent once determination of completeness of application in form and substance
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considered “closed”,
without prejudice to re-

submission of
application with
complete documentary
requirements and
deficiencies already
rectified.

2.2.2 Through mail/
courier (as necessary):

Process and release Account
documents to FOSD, Officer,
for mailing. FSD IX, FSS
Process and release Administrative
documents to the Officer
Administrative Services FSAD - FOSD

Department (ASD),
BSP, for mailing.

3. Coordinate and | 3. If business Account
finalize with FSD IX | presentation® is Officer,
Account Officer the | necessary: FSD IX, FSS
schedule of | Coordinate and finalize

presentation and | schedule of business

confirm attendance. presentation®” and

send confirmation e-
mail to applicant on the
date and time of the

presentation.
4. Present to BSP | 4. Attend the FSD IX
Officials the business, | presentation and Officers, FSS

which  may include | assess the business,
presentation of the | including the RMS such
RMS (such as IT|as IT system, AML
system, AML | compliance, consumer
compliance and | protection and/or other
consumer protection) | aspects of operations

8 May include RMS such as IT system, AML Act compliance and consumer protection and/or
other aspect of operations
87 Virtual or other appropriate means of presentation
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and/or other aspects of
operations

5. Determine if Account

verification®® is Officer,

necessary FSD IX, FSS
5.1 Receive notice of | 5.1 In _case verification Account
schedule of verification | is necessary: Officer,
and prepare the | Prepare and send e- FSD IX, FSS
requirements. mail notice advising the

applicant of the

schedule of the

verification, with advice

to prepare the

requirements.

511 Conduct FSD IX

verification® to validate Examination

the features and Team, FSS

functionalities of the IT

system

5.1.2 Prepare and Account

submit report on the Officer,

result of the FSD IX, FSS

verification.

5.2 In case verification

is not necessary:

Proceed to next step.

6. Complete the Account

preliminary Officer,

assessment of the FSD IX, FSS

application and

determine if application
fully satisfies the formal
and substantive®
requirements of

8 Virtual or other appropriate means of verification
8 Maximum of 3 days, subject to extension depending on the complexity of the applicant’s

operations

% May involve referral to appropriate departments of the BSP
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relevant laws, rules and
regulations, taking into
consideration result of
the business
presentation and/or
verification conducted
(if applicable).

7.1.1 Receive return | 7.1 If deficient: Account
letter Prepare, review and Officer,
release return letter Division Head/
thru FSD IX official e- Group Head
mail citing deficiencies and
noted and informing Department
that application is Head, FSD IX,
considered  “closed”, FSS
without prejudice to re-
submission of
application with
complete documentary
requirements and
deficiencies already
rectified.
7.1.1 Through
mail/courier (as
necessary)
Process and release Account
documents to FOSD for Officer, FSD
mailing. IX, FSS
Process and release Administrative
documents to the ASD, Officer, FSAD-
BSP, for mailing. FOSD
B. ACCEPTANCE OF COMPLETE APPLICATION
7.2 Receive | 7.2 If formally and After Account
Acknowledgment email | substantively complete preliminary Officer,
or letter thru email and/or no deficiency: assessment Division Head
Prepare and release and Group
Acknowledgment Head, FSD IX,
FSS
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Email/Letter®! thru FSD
IX official e-mail (a)
informing the applicant
that after assessment
of the application and

determination of
sufficiency of
application and
submitted

requirements in form
and substance, the
BSP finds the same as
complete in form and
substance, hence, the
BSP will now proceed
with the detailed
evaluation of the
application and shall
notify the applicant of
the result thereof; and
(b) containing the
following: (i) BSP
seal/logo; (i)  the
assigned unique
identification  number
for the application as
reference for all
subsequent
transactions; (iii) name
of FSD IX Account
Officer/contact person,
his/her Group/Division
and position; and (iv)
date of receipt of the
complete requirements
which is the date of the
acknowledgment
email/letter.

C. EVALUATION AND DECISION

9 The standard processing timeline of 20 working days shall commence from the date of the
Acknowledgment Email/Letter
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8.1 Conduct detailed 10 working Account
evaluation of the days Officer, FSD
application and prepare IX, FSS
evaluation report,
memorandum to
appropriate BSP
approving authority and
action documents.
8.2 Review and elevate 4 working Account
the application for days Officer,
appropriate action Division
Head/Group
Head and
Department
Head, FSD IX,
FSS
9. Decide on the 2 working Department
application and sign days Head, FSD IX,
documents Sub-sector
Head and
Sector Head,
FSS
9.1 Receive copy of Account
document showing Officer, FSD
decision of the BSP IX, FSS
approving/signing
authority
10. Prepare and 2 working Account
process notification days Officer,
letter to the applicant of Division Head/
the decision Group Head
and
10.1_If decision is for Department
approval of application: Head
Prepare and process FSD IX, FSS

notification letter to
applicant on the
approval of the
authority to establish
and operate as MSB,
indicating that applicant
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may now proceed with
next stage.

10.2 If decision is for Account
denial of application: Officer,
Prepare and process Division Head/
the letter notifying Group Head
denial of request and and
stating the reasons Department
therefor and/or the Head
deficiencies noted and FSD IX, FSS
informing that
application is
considered “closed”.
11. Receive FSD IX e- | 11. Notify applicant 2 working Account
mail notification through FSD IX official days Officer
e-mail of the decision FSD IX, FSS
on the application,
attaching scanned
copy of notification
letter.
11.1 Receive original | 1.1 Through mail/ Account
copy of letter courier, (as necessary): Officer, FSD
IX, FSS
Process and release
documents to FOSD for Administrative
mailing. Officer
FSAD - FOSD

Process and release
documents to the ASD,
BSP, for mailing.

END OF TRANSACTION
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Stage 2 — Application for Issuance of Letter of No Objection to Register with the Securities and
Exchange Commission (SEC) or Cooperative Development Authority (CDA) the Articles of
Partnership (AOP)/ Articles of Incorporation (AOI) or Articles of Cooperation (AOC), respectively,
and By-Laws (BL) indicating its purpose to operate as MSB operator for
partnerships/corporations/cooperatives

A. DOCUMENTARY REQUIREMENTS®?
(Submit original copy only, unless otherwise stated)

1. Print-out of e-mail notification from FSD9@bsp.gov.ph | FSD IX, FSS, BSP
advising the applicant to proceed to Stage 2 processing

2. Application letter for issuance of Letter of No Objection to | Applicant
register Articles of Partnership (AOP)/Articles of
Incorporation (AOI) or Articles of Cooperation (AOC) and
By-Laws with the Securities and Exchange Commission
(SEC) or Cooperative Development Authority (CDA),
respectively, signed by the incorporators/directors or the
president or officer of equivalent rank, in connection with
the application for authority to establish and operate as
money service business.

It shall also indicate the BSP reference number assigned
to the application during Stage 1 (for tracking purposes).

3. Proof of compliance with the conditions for approval, if | Applicant
any, set forth in the notification letter for BSP approval to
establish and operate as MSB under Stage 1.

92 Submission may be by electronic form, personal filing at FSS Counter or mail/courier. When
submitted by electronic form, a copy of the documentary requirements shall be submitted as
attachment/s to the e-mail rather than provided as a link to a shared drive, and the original hard
copy shall be made available upon request.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME®?

PERSON
RESPONSIBLE

Stage 2 - Application for Issuance of Letter of No Objection to Register with the Securities and
Exchange Commission (SEC) or Cooperative Development Authority (CDA) the Articles of
Partnership (AOP)/ Articles of Incorporation (AOI) or Articles of Cooperation (AOC), respectively,

and By-Laws (BL)

indicating its

partnerships/corporations/cooperatives

purpose

to

operate as MSB

operator for

1. Submit application
for issuance of letter of
no objection to register
with SEC or CDA

1.1
submission

Electronic

1.1.1 Submit scanned
signed copy of
application letter and
complete documentary
requirements to
Financial Supervision
Sector (FSS) official
email:
fssmail@bsp.gov.ph.
The prescribed format
for the subject line is as

1.1.1 System auto-
acknowledges® the

submission. Non-
receipt of an
acknowledgment e-
mail from the

fssmail@bsp.gov.ph
account on the
BSFI's e-mail within
the day shall mean

Account Officer,
FSD IX, FSS

93 Total processing time may be extended once for another seven (7) working days: Provided,
That the extension can only be availed once during Stages 1-3. Prior to the lapse of the
processing time, a written notification of the reason for extension, if any, and final date of release
of decision, shall be sent to the applicant, who in turn must sign and acknowledge the receipt
of the notification. In the event that securing a written notification and acknowledgment from the
applicant is not feasible, all means of communication available shall be exhausted to ensure
that the applicant is properly notified. Moreover, total processing time shall be suspended and
appropriate adjustments shall be made in case of delays due to force majeure or natural or
man-made disasters, which result in damage or destruction of documents and/or system failure.
The applicant will be notified in writing and through other means of communication of the
suspension of the processing time without any delay.

% The auto-acknowledgment sent by FSS mail does not signify receipt of complete and valid
application. A separate acknowledgment email/letter signifying acceptance of complete
application shall be sent, upon determination of completeness of application in form and
substance. Original copies of the documents should be made available upon request.
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follows: failure of delivery of
FSD9[space]NEWMSB | the message.
[space][Province or
City®* if within Metro
Manila] — [Subject
Matter Description®?].
Failure to wuse the
prescribed subject line
format will result in the
failure of delivery of the
e-mail to the intended
recipient.

1.2 Personal filing at
the FSS Counter®” at

BSP Manila
1.2.1 Proceed to FSS | 1.2.1 Receive and Administrative
Counter. Get queue | stamp date and time Officer, FSAD -
number and wait to be | of receipt. FOSD
called. Once called,
present all the | 1.2.2 Record receipt
documentary of application.
requirements.

1.2.3 Forward

documents to FSD

IX.
1.3 Mail/Courier
1.3.1 Send the | 1.3.1 Receive and Administrative
application letter | stamp date and time Officer, FSAD -
together with complete | of receipt. FOSD

documentary
requirements

% Should be in FULL TEXT as listed in the Philippine Standard Geographic Code:

Province: https://psa.gov.ph/classification/psgc/provinces

City if within Metro Manila: https://psa.gov.ph/classification/psgc/cities

% |Indicate first the Business Name or the Proposed Business Name in the Subject Matter

Description portion

% The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM. The
working hours/days may be subject to change depending on government advice and the BSP
work arrangements based on the circumstances (e.g. quarantine classification with regards to
the COVID-19 pandemic, etc.). Kindly refer to www.bsp.gov.ph for announcements on changes
in working hours/days.
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addressed to FSD IX | 1.3.2 Record receipt
(14 Floor, Multi-Storey | of application.
Building, BSP
Complex, Manila) 1.3.3 Forward
documents to FSD
IX.

2. Preliminarily Account Officer,
assess the Division Head
application and and Group
determine if Head
application fully FSD IX, FSS
satisfies the formal
and  substantive®
requirements of
relevant laws, rules
and regulations. This
includes a
determination of
whether the
conditions set forth in
the approval of the
application for BSP
approval to establish
and operate as
money service
business under
Stage 1 have been
complied with.

2.1 Receive | 2.1 _If formally and Account Officer,
Acknowledgment email | substantively Division Head
or letter thru email complete _and/or _no and Group
deficiency: Head, FSD IX,
Prepare, review and FSS
release
Acknowledgment
Email/Letter®®  thru
FSD IX official e-mail
(@) informing the
applicant that after
assessment of the

% May involve referral to appropriate departments of the BSP
% The standard processing timeline of 7 working days shall commence from the date of the
Acknowledgment Email/Letter

195




application and

determination of
sufficiency of
application and
submitted

requirements in form
and substance, the
BSP finds the same
as complete in form
and substance,
hence, the BSP will
now proceed with
the detailed
evaluation of the
application and shall
notify the applicant
of the result thereof;
and (b) containing
the following: (i) BSP
seal/logo; (ii) the
assigned unique
identification number
for the application as
reference for all
subsequent
transactions; (iii)
name of FSD IX
Account
Officer/contact
person, his/her
Group/Division and
position and (iv) date
of receipt of the
complete
requirements which
is the date of the
acknowledgment
email/letter.

2.2 Receive return
letter

2.2 If deficient:

Prepare, review and
release letter, thru
FSD IX official e-
mail, returning the
application and its

Account Officer,
Division Head/
Group Head
and Department
Head, FSD IX,
FSS
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accompanying

documents,
enumerating the
deficiencies and
missing
requirements, and
informing that
application is

considered “closed”,
without prejudice to

re-submission of
application with
complete
documentary

requirements  and
deficiencies already

rectified.
2.21 Through
mail/courier (as
necessary)
Process and release Account Officer,
documents to FOSD FSD IX, FSS
for mailing.
Process and release Administrative
documents to the Officer, FSAD-
ASD, BSP, for FOSD
mailing.

EVALUATION AND DECISION
3.1 Conduct detailed 3 working days | Account Officer,
evaluation of the FSD IX, FSS
application and

prepare evaluation
report and action

documents

3.2 Review, elevate 2 working days | Account Officer,

and decide on the Division

application Head/Group
Head and
Department
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3.3 Receive copy of
documents showing
decision of the BSP
approving authority

Head, FSD IX,
FSS

Account Officer,
FSD IX, FSS

PREPARATION AND RELEASE OF NOTIFICATION
LETTER/ LETTER OF NO OBJECTION TO REGISTER
AOP/AOI OR AOC WITH SEC OR CDA, RESPECTIVELY

2 working days

4. Prepare, review
and process
notification letter to
applicant informing
of the decision.

4.1 If decision is for
approval of
Prepare and process
notification letter to

applicant on
approval of the
application for
issuance of no
objection letter
indicating that
applicant may

proceed with the
next stage after it
has registered with

SEC or CDA its
AOP/AOI or AOC
and By-Laws.

Account Officer,
Division Head/
Group Head
and Department
Head
FSD IX, FSS

4.2 If decision is for
denial of application:
Prepare and process
the letter notifying
denial of application
and stating the
reasons therefor
and/or the
deficiencies  noted
and informing that

Account Officer,
Division Head/
Group Head
and Department
Head
FSD IX, FSS
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application is
considered “closed”.

5.1 Receive FSD IX e-
mail notification

5.1.1 Receive original
copy of letter.

5.1 If decision is for
approval of
application:

Notify applicant
through FSD IX
official e-mail'® of
the decision on the
application,
attaching  scanned
copy of the letter.

5.1.1 Through mail/
courier (as
necessary):

Process and release
documents to FOSD
for mailing.

Process and release
documents to the
ASD, BSP, for
mailing.

Account Officer
FSD IX, FSS

Account Officer,
FSD IX, FSS

Administrative
Officer, FSAD-
FOSD

5.2 Receive original
copy of letter.

5.2 If decision is for
denial of application:
Notify applicant
through FSD IX
official e-mail of the
decision on the
application,
attaching  scanned
copy of notification
letter.

5.2.1 Through mail/
courier (as
necessary):

Account Officer,
FSD IX, FSS

190 Notification to applicant of the decision on the application through FSD IX official e-mail is
considered the last step of the application for Stage 2. Steps on releasing of original notification

letter and attachments are not part of the processing time.
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Process and release
documents to FOSD
for mailing.

Process and release

documents to the
ASD, BSP, for
mailing.

Account Officer,
FSD IX, FSS

Administrative
Officer, FSAD-
FOSD

END OF TRANSACTION

Stage 3 — Application for Issuance of Certificate of Authority to Establish and Operate as Money
Service Business

A. DOCUMENTARY REQUIREMENTS"
(Submit original copy only, unless otherwise stated)

1.

Print-out of e-mail notification from FSD9@bsp.gov.ph
advising the applicant to proceed to Stage 3 processing

FSD IX, BSP

2.

Duly notarized Application for Authority to Establish and
Operate as Money Service Business, accompanied by
copy of acknowledgment e-mail from
FSD9Licensing@bsp.gov.ph.

It shall also indicate the BSP reference number assigned
to the application during Stage 1 (for tracking purposes).

Form can be downloaded at the
BSP website:
https://www.bsp.gov.ph/Pages/Re
gulations/GuidelinesOnTheEstabli
shmentOfBanks/RegistrationOfPa
wnshopsAndMoneyServiceBusine
SS.aspx

Certified true copy of AOI/AOP/AOC'%? and By-Laws (For
Partnership/Corporation/Cooperative only)

Securities and Exchange
Commission/ Cooperative

Development Authority

Copy of the business license/permit from the
city/municipality concerned for the current period, which
should indicate the line of business of the entity

Local Government Unit

Notarized Deed of Undertaking

Form can be downloaded at the
BSP website:
https://www.bsp.gov.ph/Pages/Re

101 Submission may be by electronic form, personal filing at FSS Counter or mail/courier. When
submitted by electronic form, a copy of the documentary requirements shall be submitted as
attachment/s to the e-mail rather than provided as a link to a shared drive, and the original hard

copy shall be made available upon request.
102

Indicating as primary/secondary purpose to engage in money service business
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gulations/GuidelinesOnTheEstabli
shmentOfBanks/RegistrationOfPa
wnshopsAndMoneyServiceBusine
Ss.aspx

. Updated proof of financial capacity showing continuing
existence and compliance with minimum capital
requirements since Stage 1 approval:
a. For New Entity: Bank Certification showing as of
balance'®® and average daily balance for the last six
months
b. For Existing Entity: Latest Audited Financial
Statement and Latest'%* Interim Balance Sheet signed
by the Owner/Managing Partner/President

Applicant

. Proof of compliance with the conditions for approval, if
any, set forth in the notification letter for BSP approval to
establish and operate as MSB under Stage 1 (for sole
proprietorships)/Stage 2 (for partnerships/corporations/
cooperatives that passed thru Stages 1 and 2)/Stage 1 (for
partnerships/corporations/cooperatives that passed thru
Stage 1 and not required to pass thru Stage 2)

Applicant

. Proof of payment of licensing fee (net of filing fee) and
metal plate fee

Note: To be submitted upon receipt of notification letter
advising the applicant to pay the licensing fee and metal
plate fee

Applicant

FEES TO

CLIENT STEPS AGENCY ACTIONS BE PAID

PROCESSING PERSON
TIME'% RESPONSIBLE

13 At a minimum, as of month-end immediately preceding the month of application. For
Partnership/Corporation, the bank certificate should state that “there is a deposit of a certain
amount in the name of XXX, Treasurer-In-Trust For (TITF) “Name of Applicant”

104 As of month-end immediately preceding the month of application

105 Total processing time may be extended once for another thirteen (13) working days: Provided, That the
extension can only be availed once during Stages 1-3. Prior to the lapse of the processing time, a written
notification of the reason for extension, if any, and final date of release of decision, shall be sent to the
applicant, who in turn must sign and acknowledge the receipt of the natification. In the event that securing
a written notification and acknowledgment from the applicant is not feasible, all means of communication
available shall be exhausted to ensure that the applicant is properly notified. Moreover, total processing
time shall be suspended and appropriate adjustments shall be made in case of delays due to force
majeure or natural or man-made disasters, which result in damage or destruction of documents and/or
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Stage 3 - Application for Issuance of Certificate of Authority to Establish and Operate as Money
Service Business

1. PRELIMINARY ASSESSMENT%

1. Download the
prescribed Data Entry
Template (DET) and
User’s Guide from BSP
website at
https://www.bsp.gov.ph
/Pages/Requlations/Gu
idelinesOnTheEstablis
hmentOfBanks/Registr
ationOfPawnshopsAnd
MoneyServiceBusines
s.aspx or request
directly from BSP-FSD
IX thru email address
fssmail@bsp.gov.ph
with Subject of the
email%7:
FSD9[space]NEWMSB
[space][Province or
City'98 if within Metro
Manila] — [Name of
Entity — Request for
DET109]

2. Send the duly |2. An auto reply shall
accomplished DET | be sent advising the
electronically to BSP- |entity to  submit
FSD IX thru email |within 5 banking

system failure. The applicant will be notified in writing and through other means of communication of the
suspension of the processing time without any delay.

16 Preliminary assessment covers initial receipt of the application up to applicant’s submission of
complete documentary requirements in substance and in form. The time spent in determining
whether or not all the requirements have been complied with shall not be included in the
determination of processing time. Accordingly, the steps under preliminary assessment are for
applicant’s reference only and not part of the processing time of the application.

07 Failure to use the prescribed subject line format will result in the failure of delivery of the e-mail
to the intended recipient.

%8 Should be in FULL TEXT as listed in the Philippine Standard Geographic Code:

Province: https://psa.gov.ph/classification/psgc/provinces

City if within Metro Manila: https://psa.gov.ph/classification/psgc/cities

199 Indicate first the Business Name or the Proposed Business Name in the Subject Matter

Description portion
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address
fsd9licensing@bsp.gov
.ph in accordance with:
BSP Memorandum No.
M-2019-018 dated 2
July 2019

days the DET
generated form, all
other documentary
requirements

including a copy of
the emailed auto
reply. Non-compliant
e-mail submission as
to subject and
attachment shall
likewise receive an
email advice.

3. Submit the duly
notarized DET-
generated application
form for the issuance of
Certificate of Authority
to establish and
operate as MSB
together with complete
documentary

requirements

3.1 Electronic
submission

3.1.1 Submit scanned
signed copy of
application letter and
complete documentary
requirements to
Financial Supervision
Sector (FSS) official
email:
fssmail@bsp.gov.ph.
The prescribed format
for the subject line is as
follows:
FSD9[space]NEWMSB

3.1.1 System auto-
acknowledges''? the
submission. Non-
receipt of an
acknowledgment e-
mail from the
fssmail@bsp.gov.ph
account on the
BSFI's e-mail within
the day shall mean
failure of delivery of
the message.

Account Officer,
FSD IX, FSS

"2 The auto-acknowledgment sent by FSS mail does not signify receipt of complete and valid
application. A separate acknowledgment email/letter signifying acceptance of complete
application shall be sent, upon determination of completeness of application in form and

substance.

203



mailto:fsd9licensing@bsp.gov.ph
mailto:fsd9licensing@bsp.gov.ph
mailto:fssmail@bsp.gov.ph
mailto:fssmail@bsp.gov.ph

[space] [Province or
City"0 if within Metro
Manila] — [Subject
Matter Description'"].
Failure to wuse the
prescribed subject line
format will result in the
failure of delivery of the
e-mail to the intended
recipient.

3.2 Personal filing at
the FSS Counter'? at

BSP Manila
3.2.1 Proceed to FSS | 3.2.1 Receive and Administrative
Counter. Get queue | stamp date and time Officer, FSAD -
number and wait to be | of receipt. FOSD
called. Once called,
present all the | 3.2.2 Record receipt
documentary of application.
requirements.

3.2.3 Forward

documents to FSD

IX.
3.3 Mail/Courier
3.3.1 Send the | 3.3.1 Receive and Administrative
application letter | stamp date and time Officer, FSAD -
together with complete | of receipt. FOSD
documentary
requirements 3.3.2 Record receipt

addressed to FSD IX | of application.
(14" Floor, Multi-Storey

10 Should be in FULL TEXT as listed in the Philippine Standard Geographic Code:

Province: https://psa.gov.ph/classification/psgc/provinces

City if within Metro Manila: https://psa.gov.ph/classification/psgc/cities

" Indicate first the Business Name or the Proposed Business Name in the Subject Matter

Description portion

3 The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM.
The working hours/days may be subject to change depending on government advice and the
BSP work arrangements based on the circumstances (e.g. quarantine classification with
regards to the COVID-19 pandemic, etc.). Kindly refer to www.bsp.gov.ph for announcements
on changes in working hours/days.
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Building,
Complex, Manila)

BSP

3.3.3 Forward
documents to FSD
IX.

4. Preliminarily
assess the
application and
determine if
application fully

satisfies the formal
and substantive''4
requirements of
relevant laws, rules
and regulations

Account Officer,
Division Head
and Group
Head, FSD IX,
FSS

4.1 Receive provi

sional

receipt of application

thru email

4.1 If complete:

4.1.1 Prepare and

send Provisional
Receipt'"® thru FSD
IX official
e-mail, with the

assigned reference
number,  signifying
receipt of application
and accompanying
documents, subject
to further preliminary

assessment to
determine if
application fully
satisfies the formal
and substantive
requirements of

relevant laws, rules
and regulations

Account Officer
and Division
Head,
FSD IX, FSS

4.2 Receive
letter

return

4.2 If deficient:

4.2.1 Prepare and
release letter, thru
FSD IX official e-
mail, returning the

Account Officer,
Division Head/
Group Head
and Department

114 May involve referral to appropriate departments of the BSP

15 A separate acknowledgment email/letter signifying acceptance of complete application shall

be sent once determination of completeness of application in form and substance
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application and its Head, FSD IX,

accompanying FSS
documents,

enumerating the

deficiencies and

missing

requirements, and

informing that

application is

considered “closed”,
without prejudice to

re-submission of
application with
complete
documentary

requirements  and
deficiencies already
rectified.

4.2.2 Through mail/

courier (as

necessary):

Process and release Account Officer,
documents to FOSD, FSD IX, FSS
for mailing.

Process and release Administrative
documents to the Officer
Administrative FSAD — FOSD
Services

Department (ASD),
BSP, for mailing.

5.1 Receive notice of | 5.1 In case

schedule of verification | verification''® is

and prepare the | necessary:

requirements. Prepare and send e-
mail notice advising Account Officer,
the applicant of the FSD IX, FSS
schedule of the
verification, with

116 Virtual or other appropriate means of verification
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advice to prepare the
requirements.

51.1 Conduct

verification'” to FSD IX
validate the Examination
applicant’s Team, FSS

representations on
its compliance with
the conditions of the
approval of Stage 1
and/or 2 application
and verify continuing
compliance with
BSP’s capital
requirement.

Account Officer,

5.1.2 Prepare and FSD IX, FSS
submit report on the

result of the

verification.

5.2 In case

verification _is _not

necessary:

Proceed to next

step.

6. Complete the Account Officer,
preliminary FSD IX, FSS
assessment of the

application and

determine if

application fully

satisfies the formal
and substantive''®

requirements of
relevant laws, rules
and regulations,
taking into

consideration result

"7 Maximum of 3 days, subject to extension depending on the complexity of the applicant’s
operations
18 May involve referral to appropriate departments of the BSP
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of the verification
conducted (if
applicable).

7.1 Receive return
letter

7.1 If deficient:

Prepare and release
letter, thru FSD IX
official e-mail,
returning the
application and its
accompanying

documents,
enumerating the
deficiencies and
missing
requirements, and
informing that
application is

considered “closed”,
without prejudice to

re-submission of
application with
complete
documentary

requirements  and
deficiencies already
rectified

7.1.1 Through
mail/courier (as
necessary):

Process and release
documents to FOSD
for mailing

Process and release
documents to the
ASD, BSP, for
mailing.

Account Officer,
Division Head/
Group Head
and Department
Head, FSD IX,
FSS

Account Officer,
FSD IX, FSS

Administrative
Officer, FSAD-
FOSD

2. ACCEPTANCE OF COMPLETE APPLICATION
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7.2 Receive
Acknowledgment email
or letter thru email

7.2 If formally and

substantively
complete and/or no

deficiency:

Prepare and release
Acknowledgment
Email/Letter'®  thru
FSD IX official e-mail
(@) informing the
applicant that after
assessment of the

application and
determination of
sufficiency of
application and
submitted

requirements in form
and substance, the
BSP finds the same
as complete in form
and substance,
hence, the BSP will
now proceed with
the detailed
evaluation of the
application and shall
notify the applicant
of the result thereof;
and (b) containing
the following: (i) BSP
sealllogo; (i) the
assigned unique
identification number
for the application as
reference for all

subsequent
transactions; (iii)
name of FSD IX
Account
Officer/contact
person, his/her

Account Officer,
Division Head
and Group
Head, FSD IX,
FSS

"9 The standard processing timeline of 13 working days shall commence from the date of the
Acknowledgment Email/Letter
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Group/Division and
position and (iv) date
of receipt of the
complete
requirements which
is the date of the
acknowledgment
email/letter.

3. EVALUATION AND DECISION

8. Conduct detailed
evaluation of the
application and
prepare evaluation
report, memorandum
to appropriate BSP
approving/signing
authority and action
documents.

7 working days

Account Officer,
FSD IX, FSS

9. Review, decide on
the application and

sign documents
(including the
Certificate of
Authority to
Establish and

Operate as Money
Service Business, if
application is
approved).

9.1 Receive copy of
documents showing
decision of the BSP
approving authority

4 working days

Account Officer,
Division Head/
Group Head
and Department
Head
FSD IX, FSS

Account Officer,
FSD IX, FSS

4. PREPARATION AN
LETTER

D RELEASE OF NOTIFICATION

2 working days

10. Prepare, review
and process
notification letter to
applicant informing
of the decision.

Account Officer,
Division
Head/Group
Head and
Department
Head,
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10.1 If decision is for
approval of

application:

10.1.1 State in the
notification letter to
applicant the
approval of the
application. Indicate
in the letter that as a
condition for release
of the signed

Certificate of
Authority, the
payment of

appropriate licensing
fee (net of the
21,000 non-
refundable filing fee)
and metal plate fee
within 30 calendar
days from receipt of
the e-mail notice
mentioned under
step no. 11 hereof,
otherwise, the
Certificate of
Authority shall be
deemed
automatically
cancelled. State in
the letter that
applicant is required
to submit proof of
payment of
appropriate licensing
fee and metal plate
fee prior to release of

the signed
Certificate of
Authority.

FSD IX, FSS

Account Officer,
FSD IX, FSS

10.2 If decision is for
denial of application:

Account Officer,
Division Head/
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Prepare and process
the letter notifying
denial of application
and stating the
reasons therefor
and/or the
deficiencies  noted
and informing that
application is
considered “closed”.

Group Head
and Department
Head,

FSD IX, FSS

11.1.1 Receive FSD IX
e-mail notification

11.1 If decision is for

approval of
application:
11.1.1 Notify

applicant through
FSD IX official e-
mail'23 of the
decision on the
application and that
a separate e-mail
containing the OP
Number for the
payment of
appropriate licensing
fee and metal plate
fee shall be sent,
attaching  scanned
copy of notification
letter (without
attachments); and
stating that original
letter and signed

Certificate of
Authority to
Establish and

Operate as Money
Service Business will
be released within

1. Licensing
fee
depending
on the type
of license
(inclusive of
the P1,000
non-
refundable
filing fee),
as follows:

Types A, C,
D and E -
P100,000
Types B
and F -
P20,000

2. Metal
Plate Fee —
P500125

Account Officer,
FSD IX, FSS

23 Notification to applicant of the decision on the application through FSD IX official e-mail is
considered the last step of the application for Stage 3. Steps on releasing of original notification
letter and attachments are not part of the processing time.

125 Applicable for Head Office only
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three (3) working
days from receipt of
proof of payment.

11.1.2 Request OP Account Officer,
Number from the FSD IX, FSS
Administrative
Officer, BFAD -
FOSD through e-
mail124

11.1.2 Receive email | 11.1.3 Process the Administrative
notification with OP | request for OP Officer, BFAD-
number thru email'®® | Number using the FOSD
and pay the | NOPS.
appropriate fees
through the following | The NOPS
payment options: automatically
a. Settlement banks | generates the OP
i.  Over-the- Number and sends
Counter notification to the

(OTC)™ email account of the

i. Mobile/On!in client in real-time.
e Banking 0 ¢
(Web and nce payment is

App)'22 made, an OR shall

b. Payment gateway | P& emailed to the
(https://nops_bsp_ Cllent, through the

gov.ph/nops/) NOPS, on the
i. Visal following schedules,
Mastercard as applicable:
debit or credit 1. If paid
card through  the
settlement
banks via
OoTC or
Online

Banking, one

20 Which includes payment guidelines and list of payment channels

121 Applicable convenience fee may apply.

22 The settlement bank’s system will send an email and text notification to the client within the
day after payment.

124 Use the OP Template; Cut-off time — 10:00 am
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(1)  working

day after
payment.

2. If paid
through the
payment
gateway via
Visa or
Mastercard

debit or credit
card, two (2)
working days

after

payment.
11.1.3 Email proof of | 11.1.4 Prepare, Account Officer
payment to | review and process FSD IX, FSS
fssmail@bsp.gov.ph. transmittal letter and

Certificate of

The prescribed format | Authority to
for the subject line is as | Establish and

follows: FSD9[space] | Operate as Money
NEWMSB[space][Provi | Service Business.
nce or City'?6 if within

Metro Manila] -1 11.1.5 Release Account Officer
[Subject Matter | original copies of FSD IX, FSS
Description'??]. Failure | letters and signed

to use the prescribed | Certificate of

subject line format will | Authority to

result in the failure of | Establish and

delivery of the e-mail to | Operate as Money
the intended recipient. | Service Business
within  three  (3)
11.1.4 Receive original | working days upon
copies of letters and | receipt of proof of
signed certificate. payment of licensing
fee and metal plate
fee to FOSD for
mailing.

126 Should be in FULL TEXT as listed in the Philippine Standard Geographic Code:
Province: https://psa.gov.ph/classification/psgc/provinces
City if within Metro Manila: https://psa.gov.ph/classification/psgc/cities

27 Indicate first the Business Name or the Proposed Business Name in the Subject Matter
Description portion
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11.2 Receive original
copy of letter.

11.2 If decision is for
denial of application:
Notify applicant
through FSD IX
official e-mail of the
decision on the
application,
attaching  scanned
copy of notification
letter (without
attachments).

11.2.1. Through
mail/courier (as
necessary):

Process and release
documents to FOSD
for mailing.

Process and release
documents to the

Account Officer
FSD IX, FSS

Account Officer,
FSD IX, FSS

Administrative
Officer, FSAD —

complaints?

PROCESSING OF SERVICES ENROLLED IN THE

BSP CITIZEN’'S CHARTER

= |nput the transaction code to be provided by
FSD IX, FSS, in the Feedback Corner of the
BSP website at www.bsp.gov.ph and fill-out the|
structured form online for any
feedback/complaints.

ASD, BSP, for FOSD
mailing.
END OF TRANSACTION
How to send feedbacks and |[FOR FEEDBACK/COMPLAINTS ON

How feedbacks and
complaints are processed?

Feedbacks and complaints may be filed through
the following:

1. Bangko Sentral ng Pilipinas:

215



http://www.bsp.gov.ph/

Utilize the Feedback Management System by
visiting www.bsp.gov.ph and click on
“Feedback” in the Quick Links section at the
bottom of the page or thru the BSP Mail at
bspmail@bsp.gov.ph

FMS designate/alternate shall encode the
action taken from receipt of negative feedback.

If negative feedback is more than 20% of the

day’s number of respondents,

o FMS designate/alternate of the FOSD, FSS
generates and endorses the Daily i-Report
within a day (24 hours) to the Servicing
Department/Office (SDO) Head and other
concerned personnel to review and reply to
the concerned issue.

o Action Report (i.e., with information on
action to be taken and target date of
completion/resolution) approved by the
SDO Head is transmitted to Feedback
Management Unit through the Director of the
Economic and Financial Learning Center
(EFLC) within two (2) working days from
receipt of negative feedback/complaint.

In case the feedback/complaint is within the
purview of another department/office of the
BSP, the FMS Designate/Alternate of FOSD,
FSS requests transfer of feedback to
appropriate department/office thru the FMS.
Request for transfer is done within one (1)
working day from receipt of negative
feedback/complaint.

Feedbacks and complaints sent through the
paper-based FMS structured form

FMS designate/alternate of FOSD, FSS will
scan the accomplished paper-based structured
form and upload it in the system within one (1)
working day from receipt.
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Handling of negative feedback/ complaint
received through the paper-based FMS
structured form and through the BSP website
are the same.

2. Presidential Complaint Center (PCC), Office
of the President

Bahay Ugnayan, J.P. Laurel Street
Malacafang, Manila

Telephone:
+63(2)-8736-8645;
+63(2)-8736-8603;
+63(2)-8736-8629;
+63(2)-8736-8621

Telefax: +63(2)-8736-8621
E-mail: pcc@malacanang.gov.ph

3. Complaints Action Center, Anti-Red Tape
Authority

Ground Floor, HPGV Building (Formerly

Accelerando), 395 Senator Gil J. Puyat

Avenue, 1200 Makati City

Telephone: +63(2)-8478-5091;
+63(2)-8478-5099

E-mail: complaints@arta.gov.ph

4. Contact Center ng Bayan
Public Assistance and Information Office, Civil
Service Commission, CSC Building, IBP Road,
Constitution Hills, 1126 Quezon City
Hotline: 8888
Telephone: 1-6565
SMS: 0908-8816565

E-mail: email@contactcenterngbayan.gov.ph
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Website: www.contactcenterngbayan.gov.ph

For processing of
request:

Financial ~ Supervision | 14t floor, Multi-Storey | BSP Trunkline:
Department  (FSD)  IX, | Byijiding, Bangko Sentral | +63(2)-8811-1277, local
Financial Supervision ng Pilipinas, A. Mabini | 3017

Sector St., Malate, Manila 1004 | .
Direct Line:

+63(2)-8708-7297
E-mail:
fssmail@bsp.qgov.ph

The prescribed format for
the subject line is as
follows: FSD9[space]
NEWMSB|[space][Provinc
e or City'?8 if within Metro
Manila] — [Subject Matter
Description'??]. Failure to
use the prescribed subject
line format will result in the
failure of delivery of the e-
mail to the intended
recipient.

FSS Operations Support | 4" Floor, Multi-storey BSP Trunkline:
Department (FOSD) Building (02) 8811-1277

Bangko Sentral ng Local 2616 and 2787
Pilipinas

126 Should be in FULL TEXT as listed in the Philippine Standard Geographic Code:
Province: https://psa.gov.ph/classification/psgc/provinces
City if within Metro Manila: https://psa.gov.ph/classification/psgc/cities

29 Indicate first the Business Name or the Proposed Business Name in the Subject Matter
Description portion
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Frontline Services
Administration Division
(FSAD)

Budget and Finance
Administration  Division
(BFAD)

A. Mabini St., Malate,
Manila 1004

Direct Lines: (02) 5306-
2616

Schedule of Service Availability: Working days, 8:00 AM to 5:00 PM. The working
days/hours may be subject to change depending on government advice and the BSP
work arrangements based on the circumstances (e.g., quarantine classification with

regard to the COVID-19 pandemic, etc.).

Kindly refer to www.bsp.gov.ph for

announcements on changes in working days/hours. All applications received beyond the
8:00 AM to 5:00 PM business hours shall be considered as received the next working

day.
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3. Application for Authority to Establish and Operate as Pawnshop
(Updated)

The application for grant of Authority to Establish and Operate as pawnshop (PS)
constitutes a three-stage process.

e Stage 1 refers to the application for BSP approval to establish and operate as
pawnshop with processing time'3 of 20 working days.

e Stage 2 refers to the application for issuance of Letter of No Objection to register
with the Securities and Exchange Commission (SEC) the Articles of Partnership
(AOP)/Articles of Incorporation (AOI) and By-Laws (BL) or amendments indicating
its purpose to operate as pawnshop for partnerships/corporations with processing
time of 7 working days; and

e Stage 3 refers to the application for issuance of Certificate of Authority to establish
and operate as pawnshop with processing time of 13 working days.

Applications for Authority to Establish and Operate as Pawnshop are subject to filing fee
of P1,000.00 upon submission of application (Stage 1). Payment of the applicable fees
shall be required (under Stage 3) depending on the type of pawnshop license as shown
in the table below:

Type of Fees' Amount

Licensing fee (inclusive of filing fee) depending on
the type of license as follows:

Type A - Basic pawnshop business with not more thanten | P 5,000.00
(10) offices

130 Based on the Implementing Rules and Regulations of Republic Act No. 11032 (Ease of Doing Business
and Efficient Government Service Delivery Act of 2018), processing time is the time consumed from the
acceptance of an application or request with complete requirements, accompanying documents and
payment of fees up to the issuance of certification or such similar documents approving or disapproving
an application or request. The time spent in determining whether or not all the requirements have been
complied with shall not be included in the determination of processing time. Further, as stated therein,
requirements are complete when all the necessary or appropriate documents that are required to be
submitted together with an application form by the applicant or requesting party fully satisfy the formal
and substantive requirements of the relevant law.

131 Delisted Pawnshops reapplying for Authority to Establish and Operate as Pawnshop shall be required
to pay the unpaid/outstanding fees
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Type B - (a) Pawnshop business with more than ten (10) | P 25,000.00
offices; or (b) Pawnshop business with money
changing/foreign exchange dealing

Type C - Basic pawnshop business with corollary | P 50,000.00
remittance activity requiring Bangko Sentral registration,
with or without money changing/foreign exchange dealing

Type D - Virtual pawnshop operators or those engagedin | P 50,000.00
pawnshop business through electronic pawning (e-
pawning) which refer to systems and processes that
enable customers to pawn their personal property through
electronic channels

Metal Plate Fee P 500.00

Financial Supervision Department IX

Highly Technical

G2B — Government to Business Entity

Entities which are either Single
Proprietorship/Partnership/Corporation that plan to engage in
pawnshop business

Stage 1: Application for BSP Approval to Establish and Operate as Pawnshop

A. DOCUMENTARY REQUIREMENTS"3?

(Submit original copy only, unless otherwise stated)

1. Letter application'? for authority to establish and operate as | Applicant
Pawnshop signed by the Proprietor/Managing
Partner/President/Officer of Equivalent Rank containing the
following:

132 Submission may be by electronic form, personal filing at FSS Counter or mail/courier. When
submitted by electronic form, a copy of the documentary requirements shall be submitted as
attachment/s to the e-mail rather than provided as a link to a shared drive, and the original hard
copy shall be made available upon request.

133 If the application will be submitted through an authorized person, the applicant Entity shall
submit its letter application containing the name and position of the authorized person who must
be an officer of the applicant Entity, and submit a notarized Special Power of Attorney (SPA),
authorizing the said person to execute the acts stated in the SPA on behalf of the applicant Entity.
In the case of a corporate applicant, a certified true copy of the board resolution authorizing said
person, in addition to the SPA.
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a. Applicant’s contact numbers'34
b. Applicant’'s email address'3® and business address to be used

C.

in official communications with BSP and vice versa
Type of pawnshop license being applied for

2. For single proprietorship

*

Copy of Certificate of Business Name Registration

For new partnership/corporation

*

Proposed Articles of Partnership (AOP)/ Articles of Incorporation
(AQI)

Proposed By-laws

Proof of approval/reservation of entity name from SEC
Certification signed by Partners/Incorporators on their approval
of the proposed AOP/ AOI/ and By-laws

For Existing Partnership/Corporation

*

* 6 ¢ o

Proposed amended AOP/AOI

Current AOP/AQI certified by the SEC

Proposed amended By-laws

Current By-laws certified by the SEC

Notarized and signed Director’s Certificate on the approval of
the amendments

General Information Sheet as of the date of meeting when the
amendment/s to AOI and/or By-laws was/were approved
Notarized Secretary’s Certificate on no pending case of intra-
corporate dispute

Department of Trade
and Industry

Applicant/Securities
and Exchange
Commission (SEC)

Applicant/Securities
and Exchange
Commission

3. Business Plan which includes the following, at a minimum:

a.

o

—Ta ™

J-

Business model

b. Purpose of the Business
C.
d. Products and Services including Features and Functionalities

Form of Business Organization and Organizational Structure

of the platform/facility

Capital Requirements and details of Source of Funding/
Financing

Target Market

Target Network (i.e., number of branches/offices)

Projected Annual Value of Transactions for three (3) years
Feasibility study/market analysis indicating the viability of the
business

Projected startup costs and annual operating expenses

Applicant

134 Primary contact numbers shall include at least one landline number
135 Email address to be used shall include the name of the applicant/entity

222




k. Operational Workflow from transaction initiation to fulfilment
process including AMLA process

>

Consumer complaints handling and redress mechanism process
m. Transaction fees to be charged to customers and partners
Information Technology infrastructure (network diagram, system
interface, security controls and disaster recovery set-up)

Above-mentioned information shall be contained in the material for
business presentation, if warranted.

4. List of owners/controlling shareholders, partners, directors, president
or officer of equivalent rank and function, key officers (e.g.,
manager, cashier for sole proprietorships), and over-all head of the
pawnshop operation and the head of the compliance unit, using the
following format:

Name Citizenship

Birthday

Address |Position

T

N

Amount of
Contribution

% of
Ownership

Contact
No.

E-mail
Address

Applicant

5. (For corporations) List of shareholders with shareholdings using
the following format:

Name

Citizenship

Amount of
shareholding

% of Ownership

Applicant

6. Compliance with fitness and propriety requirements by the
proprietor, partners, directors'®, president or officer of equivalent
rank and function, key officers (e.g., manager, cashier for sole
proprietorships), and over-all head of the pawnshop operation and

the head of the compliance unit, as the case may be:
a. Personal Data and Authorization Form

+* Form can be
downloaded at the
BSP website:
https://www.bsp.go
v.ph/Pages/Regula
tions/GuidelinesOn
TheEstablishment
OfBanks/Registrati
onOfPawnshopsAn
dMoneyServiceBu
siness.aspx

138 Including independent directors in compliance with Section 22 of the Revised Corporation

Code of the Philippines (R.A. No. 11232) which requires corporations vested with public interest
including pawnshops to have independent directors constituting at least twenty percent (20%) of

such board.
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b. NBI Clearance, or its equivalent, if issued in foreign jurisdictions
(With validity of at least 3 months from the date of application)

+ National Bureau of
Investigation (NBI)
for Filipino citizens
and the NBI

counterpart for
non-Filipino
citizens
7. Proof of Financial Capacity: Applicant
a. For New Entity: Bank Certification37
b. For Existing Entity: Latest Audited Financial Statement and
Latest'3® Interim Balance Sheet signed by the Owner/Managing
Partner/President
8. Duly notarized certification that the funds were not derived from | Applicant
borrowings, unlawful activity or any money laundering activity
signed by the Proprietor/Managing Partner/President/Officer of
Equivalent Rank
9. Proof of attendance to the mandatory training on anti-money | Applicant
laundering/combating the financing of terrorism conducted by the
Anti-Money Laundering Council (AMLC) or AMLC-accredited
training providers of the proprietor, partners, directors, president or
officer of equivalent rank and function, key officers (e.g., manager,
cashier for sole proprietorships), and over-all head of the pawnshop
operation and the head of the compliance unit, as the case may be
10. Proof of provisional registration with the Anti-Money Laundering | Anti-Money
Council Secretariat (AMLCS) Laundering Council
Secretariat (AMLCS)
11. Proof of payment of non-refundable filing fee Applicant
12. Requirements to be made available during the verification'3® of the | Applicant

business process including information technology (IT) system, if

warranted, as follows:

a. System and user manual which includes screenshots and
description of all the functionalities and features of the system
and back-end system

b. Terms and conditions in using the system

c. Contract between the Entity and vendor provider of the mobile
application and back-end system, if not developed in-house

d. Business continuity program in place

137 At a minimum, as of month-end immediately preceding the month of application. For
Partnership/Corporation, the bank certificate should state that “there is a deposit of a certain

amount in the name of XXX, Treasurer-In-Trust For (TITF) “Name of Applicant”.

138 As of month-end immediately preceding the month of application
139 Virtual or other appropriate means of verification
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e. Pro-forma Memorandum of Agreement with tie-up partners

f. Vendor Agreement/ Service level agreement with cloud service
providers

g. Policies and procedures on customer due diligence and risk
profiling

h. Measures for identification and verification of a customer's
identity are at least as effective as that for face-to-face
customer verification

i. Policies and procedures to address any specific risks associated
with the implementation of e-KYC

j- Policy on the creation/establishment of threshold amount

k. Updated Organization Chart

|. List of hardware and software inventory with technical
specifications including location

m. Overall assessment report on the user acceptance test
conducted

n. Walk-thru/demonstration of the features and functionalities of
the application/system

CLIENT STEPS AGENCY ACTIONS

Submit application

140 Total processing time may be extended once for another twenty (20) working days: Provided, That the

extension can only be availed once during Stages 1-3. Prior to the lapse of the processing time, a written
notification of the reason for extension, if any, and final date of release of decision, shall be sent to the
applicant, who in turn must sign and acknowledge the receipt of the natification. In the event that securing
a written notification and acknowledgment from the applicant is not feasible, all means of communication
available shall be exhausted to ensure that the applicant is properly notified. Moreover, total processing
time shall be suspended and appropriate adjustments shall be made in case of delays due to force
majeure or natural or man-made disasters, which result in damage or destruction of documents and/or
system failure. The applicant will be notified in writing and through other means of communication of the
suspension of the processing time without any delay.

41 Preliminary assessment covers initial receipt of the application up to applicant’s submission of

complete documentary requirements in substance and in form, business presentation (if
applicable) and submission of proof of payment of filing fee. The time spent in determining
whether or not all the requirements have been complied with shall not be included in the
determination of processing time. Accordingly, the steps under preliminary assessment are for
applicant’s reference only and not part of the processing time of the application.
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FEES TO | PROCESSING PERSON

BE PAID TIME'40 RESPONSIBLE
Stage 1: Application for BSP Approval to Establish and Operate as Pawnshop
A. PRELIMINARY ASSESSMENT™
1.
for BSP approval to




establish and operate
as pawnshop together
with complete
documentary
requirements

1.1 Send an e-malil
request for Order of
Payment (OP)
Number of filing fee
for Application for
Authority to Operate
as Pawnshop to
fssmail@bsp.gov.ph
with Subject of the
email4?;
FSD9[space]
NEWPS[space]
[Province or City'3 if
within Metro Manila]
— [Name of Entity -
Request for OPN
Filing Fee'#]

1.2 Receive OoP
Number thru email'4®
and pay the filing fee

1.1.1 Log-in and open
the FSS email account.

1.1.2 Request OP
Number from the
Administrative Officer,
Budget and Finance
Administrative Division
(BFAD), FSS
Operations Support
Department  (FOSD)
through email

1.1.3 Process the
request for OP number
using the New Order of

Payment System
(NOPS).
The NOPS

automatically
generates the OP

Non-
refundable
filing fee of
(P1,000.00)

Account Officer,
Financial
Supervision
Department
(FSD) IX,
Financial
Supervision
Sector (FSS)

Account Officer,
FSD IX, FSS

Administrative
Officer,
BFAD —-FOSD

42 The prescribed format for the subject line is as follows: FSD9[Space]NEWPS[Space][Province
or City if within Metro Manila][Space]-[Subject Matter Description].. Failure to use the prescribed
subject line format will result in the failure of delivery of the e-mail to the intended recipient.

193 Should be in FULL TEXT as listed in the Philippine Standard Geographic Code:

Province: https://psa.gov.ph/classification/psgc/provinces

City if within Metro Manila: https://psa.gov.ph/classification/psgc/cities

144 Indicate first the Business Name or the Proposed Business Name in the Subject Matter

Description portion

45 Which includes payment guidelines and list of payment channels
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through the following
payment options:

e. Settlement banks
ii. Over-the-

Counter
(OTC)146

iii. Mobile/Online
Banking (Web
and App)™#’

f. Payment gateway
(https://nops.bsp.
gov.ph/nops/)

i. Visal
Mastercard
debit or credit
card

Electronic submission

1.3.a Submit scanned
signed copy of

Number and sends
notification to the email
account of the client in
real-time. Once
payment is made, an
Official Receipt (OR)
shall be emailed to the
client, through the
NOPS, on the following
schedules, as
applicable:

5. If paid through
the settlement
banks via OTC
or Online
Banking, one (1)
working day
after payment.

6. If paid through
the payment

gateway via
Visa or
Mastercard

debit or credit
card, two (2)
working  days
after payment.

1.3.a.1 System auto-
acknowledges™® the

application letter and | submission. Non-
complete receipt of an
documentary acknowledgment e-

Account Officer,
FSD IX, FSS

146 Applicable convenience fee may apply.
47 The settlement bank’s system will send an email and text notification to the client within the

day after payment.

%0 The auto-acknowledgment sent by FSS mail does not signify receipt of complete and valid
application. A separate acknowledgment email/letter signifying acceptance of complete
application shall be sent, upon determination of completeness of application in form and

substance.
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requirements to
Financial Supervision
Sector (FSS) official
email:
fssmail@bsp.gov.ph.
The prescribed format
for the subject line is
as follows:
FSD9[space]NEWPS[sp
ace][Province or City if
within Metro Manila] -
[Subject Matter
Description#®] .Failure
to use the prescribed
subject line format will
result in the failure of
delivery of the e-mail
to the intended
recipient.

mail from the
fssmail@bsp.gov.ph
account on the BSFI's
e-mail within the day
shall mean failure of
delivery of the
message.

Personal filing at the
FSS Counter'®! at BSP
Manila

1.3.b Proceed to FSS
Counter. Get queue
number and wait to be
called. Once called,
present all the
documentary

requirements.

1.3.b.1 Receive and
stamp date and time of
receipt.

1.3.b.2 Record receipt
of application.

1.3.b.3 Forward
documents to FSD IX

Administrative
Officer, FSAD -
FOSD

Mail/Courier

19 |Indicate first the Business Name or the Proposed Business Name in the Subject Matter

Description portion

5" The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM.
The working hours/days may be subject to change depending on government advice and the
BSP work arrangements based on the circumstances (e.g. quarantine classification with
regards to the COVID-19 pandemic, etc.). Kindly refer to www.bsp.gov.ph for announcements
on changes in working hours/days.
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1.3.c Send the

application letter
together with complete
documentary

requirements
addressed to FSD IX
(14" Floor, Multi-Storey
Building, BSP
Complex, Manila)

1.3.c.1 Receive and
stamp date and time of
receipt.

1.3.c.2 Record receipt
of application.

1.3.c.3 Forward
documents to FSD IX

Administrative
Officer, FSAD -
FOSD

2. Preliminarily assess
the completeness and
validity of the submitted
documents

Account Officer,
FSD IX, FSS

2.1 Receive provisional
receipt of application
thru email

2.1 If complete:

2.1.1 Prepare and send
Provisional Receipt'%?
thru FSD IX official
e-mail, with the
assigned reference
number, signifying
receipt of application
and accompanying
documents, subject to
further preliminary
assessment to
determine if application
fully satisfies the formal
and substantive
requirements of
relevant laws, rules and
regulations

Account Officer
and Division
Head,
FSD IX, FSS

2.2 Receive return
letter

2.2 If deficient:

221 Prepare and
release letter, thru FSD
IX official e-mail,
returning the
application and its
accompanying

Account Officer,
Division Head/
Group Head
and Department
Head, FSD IX,
FSS

52 A separate acknowledgment email/letter signifying acceptance of complete application shall

be sent once determination of completeness of application in form and substance
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documents,

enumerating the
deficiencies and
missing requirements,
and informing that
application is
considered  “closed”,
without prejudice to re-

submission of

application with

complete documentary

requirements and

deficiencies already

rectified.

2.2.2 Through mail/ Account Officer,
courier (as necessary): FSD IX, FSS

Process and release Administrative
documents to FOSD, Officer

for mailing. FSAD - FOSD

Process and release
documents to the
Administrative Services
Department (ASD),
BSP, for mailing.

3. Coordinate and | 3. If business Account Officer,
finalize with FSD X | presentation’®? is FSD IX, FSS
Account Officer the | necessary:

schedule of | Coordinate and finalize

presentation and | schedule of business

confirm attendance. presentations and

send confirmation e-
mail to applicant on the
date and time of the
presentation.

153 May include RMS such as IT system, AML Act compliance and consumer protection and/or
other aspect of operations
154 Virtual or other appropriate means of presentation of business model
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4. Present to BSP
Officials the business,
which  may include
presentation of the
RMS (such as IT
system, AML
compliance and
consumer protection)
and/or other aspects of
operations

4. Attend the
presentation and
assess the business,
including the RMS such
as IT system, AML
compliance, consumer
protection and/or other
aspects of operations

FSD [X Officers,
FSS

5.1 Receive notice of
schedule of verification
and prepare the
requirements.

5. Determine if
verification1%® is
necessary

5.1 In case verification

is necessary:
Prepare and send e-

mail notice advising the
applicant of the
schedule of the
verification, with advice
to prepare the
requirements.

511 Conduct
verification1%6 to
validate the features
and functionalities of
the IT system

5.1.2 Prepare and
submit report on the
result of the
verification.

5.2 In case verification
iS not necessary:
Proceed to next step.

Account Officer,
FSD IX, FSS

Account Officer,
FSD IX, FSS

FSD IX
Examination
Team, FSS

Account Officer,
FSD IX, FSS

155 Virtual or other appropriate means of verification

%6 Maximum of 3 days, subject to extension depending on the complexity of the applicant’s

operations
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6. Complete the

preliminary
assessment of the
application and

determine if application
fully satisfies the formal
and substantive's’
requirements of
relevant laws, rules and
regulations, taking into
consideration result of
the business
presentation and/or
verification conducted
(if applicable).

Account Officer,
FSD IX, FSS

71
letter

Receive

return

7.1 If deficient:

Prepare, review and
release return letter
thru FSD IX official e-
mail citing deficiencies
noted and informing
that application is
considered  “closed”,
without prejudice to re-

submission of
application with
complete documentary
requirements and

deficiencies already
rectified.

7.1.1 Through
mail/courier (as
necessary):

Process and release
documents to FOSD for
mailing.

Account Officer,
Division Head/
Group Head
and Department
Head, FSD IX,
FSS

Account Officer,
FSD IX, FSS

Administrative
Officer, FSAD-
FOSD

57 May involve referral to appropriate departments of the BSP
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Process and release
documents to the ASD,
BSP, for mailing.

B. ACCEPTANCE OF COMPLETE APPLICATION

7.2 Receive
Acknowledgment email
or letter thru email

7.2 If formally and
substantively complete
and/or no deficiency:
Prepare and release
Acknowledgment
Email/Letter'® thru
FSD IX official e-mail
(a) informing the
applicant that after
assessment of the

application and
determination of
sufficiency of
application and
submitted

requirements in form
and substance, the
BSP finds the same as
complete in form and
substance, hence, the
BSP will now proceed
with the detailed
evaluation of the
application and shall
notify the applicant of
the result thereof; and
(b) containing the
following: (i) BSP
seal/logo; (i)  the
assigned unique
identification  number
for the application as
reference for all
subsequent

transactions; (iii) name
of FSD IX Account

After
preliminary
assessment

Account Officer,
Division Head
and Group
Head, FSD IX,
FSS

%8 The standard processing timeline of 20 working days shall commence from the date of the
Acknowledgment Email/Letter
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Officer/contact person,
his/her Group/Division
and position; and (iv)
date of receipt of the
complete requirements
which is the date of the
acknowledgment
email/letter.

C. EVALUATION AND DECISION

8.1 Conduct detailed
evaluation of the
application and prepare

evaluation report,
memorandum to
appropriate BSP

approving authority and
action documents

8.2 Review and
elevate the application
for appropriate action

10 working
days

4 working days

Account Officer,
FSD IX, FSS

Account Officer,
Division
Head/Group
Head and
Department
Head, FSD IX,
FSS

9. Decide on the
application and sign
documents

9.1 Receive copy of
document showing
decision of the BSP
approving/signing
authority

2 working days

Department
Head, FSD IX,
Sub-sector
Head and
Sector Head,
FSS

Account Officer,
FSD IX, FSS

10. Prepare and
process notification
letter to the applicant of
the decision

10.1 If decision is for
approval of application:

2 working days

Account Officer,
Division Head/
Group Head
and Department
Head
FSD IX, FSS
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Prepare and process

notification letter to
applicant on the
approval of the

authority to establish
and operate as
pawnshop, indicating
that applicant may now
proceed with next
stage.

10.2 If decision is for
denial of application:

Account Officer,
Division Head/

Prepare and process Group Head
the letter notifying and Department
denial of request and Head
stating the reasons FSD IX, FSS
therefor and/or the
deficiencies noted and
informing that
application is
considered “closed”.

11. Receive FSD IX |11. Notify applicant 2 working days | Account Officer

e-mail notification

11.1 Receive original
copy of letter

through FSD IX official
e-mail of the decision
on the application,
attaching scanned
copy of notification
letter.

11.1  Through mail/
courier, (as necessary):

Process and release
documents to FOSD for
mailing.

Process and release
documents to the ASD,
BSP, for mailing.

FSD IX, FSS

Account Officer,
FSD IX, FSS

Administrative
Officer
FSAD — FOSD

END OF TRANSACTION
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Stage 2 — Application for Issuance of Letter of No Objection to Register with the Securities and
Exchange Commission (SEC) the Articles of Partnership (AOP)/ Articles of Incorporation (AOI)
and By-Laws (BL) indicating its purpose to operate as pawnshop (for partnerships/corporations)

A. DOCUMENTARY REQUIREMENTS"®?
(Submit original copy only, unless otherwise stated)

1.

Print-out of e-mail notification from FSD9@bsp.gov.ph,
advising applicant to proceed to Stage 2 processing

FSD IX, FSS, BSP

2.

Application letter for issuance of Letter of No Objection to
register Articles of Partnership (AOP)/Articles of
Incorporation (AOI) and By-Laws with the Securities and
Exchange Commission (SEC), signed by the
incorporators/directors or the president or officer of
equivalent rank, in connection with the application for
authority to establish and operate as Pawnshop

It shall also indicate the BSP reference number assigned
to the application during Stage 1 (for tracking purposes).

Applicant

Proof of compliance with the conditions for approval, if
any, set forth in the notification letter for BSP approval to
establish and operate as pawnshop under Stage 1

Applicant

FEES TO

CLIENT STEPS AGENCY ACTIONS BE PAID

PROCESSING PERSON
TIME'®0 RESPONSIBLE

159 Submission may be by electronic form, personal filing at FSS Counter or mail/courier. When
submitted by electronic form, a copy of the documentary requirements shall be submitted as
attachment/s to the e-mail rather than provided as a link to a shared drive, and the original hard

copy shall be made available upon request.

160 Total processing time may be extended once for another seven (7) working days: Provided,
That the extension can only be availed once during Stages 1-3. Prior to the lapse of the
processing time, a written notification of the reason for extension, if any, and final date of
release of decision, shall be sent to the applicant, who in turn must sign and acknowledge the
receipt of the notification. In the event that securing a written notification and acknowledgment
from the applicant is not feasible, all means of communication available shall be exhausted to
ensure that the applicant is properly notified. Moreover, total processing time shall be
suspended and appropriate adjustments shall be made in case of delays due to force majeure
or natural or man-made disasters, which result in damage or destruction of documents and/or
system failure. The applicant will be notified in writing and through other means of
communication of the suspension of the processing time without any delay .
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Stage 2 — Application for Issuance of Letter of No Objection to Register with the Securities and
Exchange Commission (SEC) the Articles of Partnership (AOP)/ Articles of Incorporation (AOI)
and By-Laws (BL) indicating its purpose to operate as pawnshop (for partnerships/corporations)

1. Submit application
for issuance of letter of
no objection to register

with SEC
1.1 Electronic
submission
1.1.1 Submit scanned | 1.1.1 System auto- Account Officer,
signed copy of | acknowledges'® the FSD IX, FSS

application letter and | submission. Non-
complete documentary | receipt of an
requirements to | acknowledgment e-
Financial Supervision | mail from the
Sector (FSS) official | fssmail@bsp.gov.ph
email: account on the
fssmail@bsp.gov.ph. BSFI's e-mail within
The prescribed format | the day shall mean
for the subject line is as | failure of delivery of
follows: FSD9[space] | the message.

NEWPS[space][Provin
ce or City'®" if within
Metro Manila] -
[Subject Matter
Description62]. Failure
to use the prescribed
subject line format will
result in the failure of
delivery of the e-mail to
the intended recipient.

161 Should be in FULL TEXT as listed in the Philippine Standard Geographic Code:

Province: https://psa.gov.ph/classification/psgc/provinces

City if within Metro Manila: https://psa.gov.ph/classification/psgc/cities

162 Indicate first the Business Name or the Proposed Business Name in the Subject Matter

Description portion

163 The auto-acknowledgment sent by FSS mail does not signify receipt of complete and valid
application. A separate acknowledgment email/letter signifying acceptance of complete
application shall be sent, upon determination of completeness of application in form and
substance. Original copies of the documents should be made available upon request.
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1.2 Personal filing at
the FSS Counter'®* at
BSP Manila

1.2.1 Proceed to FSS | 1.2.1 Receive and Administrative
Counter. Get queue | stamp date and time Officer, FSAD -
number and wait to be | of receipt. FOSD
called. Once called,
present all the | 1.2.2 Record receipt
documentary of application.
requirements.

1.2.3 Forward

documents to FSD

IX
1.3 Mail/Courier
1.3.1 Send the | 1.3.1 Receive and Administrative

application letter
together with complete
documentary

requirements
addressed to FSD IX
(14 Floor, Multi-Storey
Building, BSP
Complex, Manila)

stamp date and time
of receipt.

1.3.2 Record receipt
of application.

1.3.3 Forward
documents to FSD
IX

Officer, FSAD -
FOSD

2. Preliminarily
Assess the
application and
determine if
application fully

satisfies the formal
and  substantive65
requirements of
relevant laws, rules
and regulations. This
includes a

Account Officer,
Division Head
and Group
Head, FSD IX,
FSS

64 The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM.
The working hours/days may be subject to change depending on government advice and the
BSP work arrangements based on the circumstances (e.g. quarantine classification with
regards to the COVID-19 pandemic, etc.). Kindly refer to www.bsp.gov.ph for announcements
on changes in working hours/days.

165 May involve referral to appropriate departments of the BSP
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determination of
whether the
conditions set forth in
the approval of the
application for BSP
approval to establish
and operate as
pawnshop under
Stage 1 have been
complied with.

2.1 Receive
Acknowledgment email
or letter thru email

2.1 If formally and

substantively
complete and/or no

deficiency:

Prepare, review and
release
Acknowledgment
Email/Letter’®® thru
FSD IX official e-mail
(@) informing the
applicant that after
assessment of the

application and
determination of
sufficiency of
application and
submitted

requirements in form
and substance, the
BSP finds the same
as complete in form
and substance,
hence, the BSP will
now proceed with
the detailed
evaluation of the
application and shall
notify the applicant
of the result thereof;
and (b) containing
the following: (i) BSP

Account Officer,
Division Head
and Group
Head, FSD IX,
FSS

%6 The standard processing timeline of 7 working days shall commence from the date of the
Acknowledgment Email/Letter

239




seal/logo; (ii) the
assigned unique
identification number
for the application as
reference for all
subsequent
transactions; (iii)
name of FSD IX
Account
Officer/contact
person, his/her
Group/Division and
position and (iv) date
of receipt of the
complete
requirements which
is the date of the
acknowledgment
email/letter.

2.2 Receive return
letter

2.2 If deficient:

Prepare, review and
release letter, thru
FSD IX official e-
mail, returning the
application and its
accompanying

documents,
enumerating the
deficiencies and
missing
requirements, and
informing that
application is

considered “closed”,
without prejudice to

re-submission of
application with
complete
documentary

requirements  and
deficiencies already
rectified.

Account Officer,
Division Head/
Group Head
and Department
Head, FSD IX,
FSS
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2.2.1 Through mail/
courier (as
necessary):

Process and release
documents to FOSD
for mailing.

Process and release
documents to the
ASD, BSP, for
mailing.

Account Officer,
FSD IX, FSS

Administrative
Officer, FSAD-
FOSD

EVALUATION AND DECISION

3.1 Conduct detailed
evaluation of the
application and
prepare evaluation
report and action
documents

3.2 Review, elevate
and decide on the
application

3.3 Receive copy of
documents showing
decision of the BSP
approving authority

3 working days

2 working days

Account Officer,
FSD IX, FSS

Account Officer,
Division
Head/Group
Head and
Department
Head, FSD IX,
FSS

Account Officer,
FSD IX, FSS

PREPARATION AND RELEASE OF NOTIFICATION
LETTER/ LETTER OF NO OBJECTION TO REGISTER

AOP/AOI WITH SEC

2 working days

4. Prepare, review
and process
notification letter to
applicant informing
of the decision.

4.1 If decision is for
approval of
application:

Account Officer,
Division Head/
Group Head
and Department
Head
FSD IX, FSS
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Prepare and process
notification letter to

applicant on
approval of the
application for
issuance of no
objection letter
indicating that
applicant may

proceed with the
next stage after it
has registered with
SEC its AOP/AOI
and By-Laws.

4.2 If decision is for
denial of application:
Prepare and process
the letter notifying
denial of application
and stating the
reasons therefor
and/or the
deficiencies  noted
and informing that
application is
considered “closed”.

Account Officer,
Division Head/
Group Head
and Department
Head
FSD IX, FSS

5.1 Receive FSD IX e-
mail notification

5.1.1 Receive original
copy of letter.

5.1 If decision is for
approval of
application:

Notify applicant
through FSD IX
official e-mail'®” of
the decision on the
application,
attaching scanned
copy of the letter.

5.1.1 Through mail/
courier (as
necessary):

Account Officer
FSD IX, FSS

167 Notification to applicant of the decision on the application through FSD IX official e-mail is
considered the last step of the application for Stage 2. Steps on releasing of original notification

letter and attachments are not part of the processing time.
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Process and release
documents to FOSD
for mailing.

Process and release
documents to the
ASD, BSP, for
mailing.

Account Officer,
FSD IX, FSS

Administrative
Officer, FSAD-
FOSD

5.2 Receive original
copy of letter.

5.2 If decision is for
denial of application:
Notify applicant
through FSD IX
official e-mail of the
decision on the
application,
attaching  scanned
copy of notification
letter.

5.2.1 Through mail/
courier (as
necessary):

Process and release
documents to FOSD
for mailing.

Process and release
documents to the
ASD, BSP, for
mailing.

Account Officer
FSD IX, FSS

Account Officer,
FSD IX, FSS

Administrative
Officer, FSAD-
FOSD

END OF TRANSACTION
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Stage 3 — Application for Issuance of Certificate of Authority to Establish and Operate as
Pawnshop

A. DOCUMENTARY REQUIREMENTS'¢8
(Submit original copy only, unless otherwise stated)

1.

Print-out of e-mail notification from FSD9@bsp.gov.ph
advising applicant to proceed to Stage 3 processing

FSD IX, BSP

2.

Duly notarized Application for Authority to Establish and
Operate as Pawnshop, accompanied by copy of
acknowledgment e-mail from
FSDI9Licensing@bsp.gov.ph.

It shall also indicate the BSP reference number assigned
to the application during Stage 1 (for tracking purposes).

Form can be downloaded at the
BSP website:
https://www.bsp.gov.ph/Pages/Re
gulations/GuidelinesOnTheEstabli
shmentOfBanks/RegistrationOfPa
wnshopsAndMoneyServiceBusine

S$S.aspx

Certified true copy of AOI/AOP'®® and By-Laws (For
Partnership/Corporation only)

Securities and

Commission

Exchange

. Copy of

the business license/permit from the
city/municipality concerned for the current period, which
should indicate the line of business of the entity

Local Government Unit

Notarized Deed of Undertaking

Form can be downloaded at the
BSP website:
https://www.bsp.gov.ph/Pages/Re
gulations/GuidelinesOnTheEstabli
shmentOfBanks/RegqistrationOfPa
wnshopsAndMoneyServiceBusine
SS.aspx

88 Submission may be by electronic form, personal filing at FSS Counter or mail/courier. When
submitted by electronic form, a copy of the documentary requirement/s shall be submitted as
attachment/s to the e-mail rather than provided a link to a shared drive, and the original hard copy

shall be made available upon request.
189 Indicating as primary purpose to engage in pawnshop
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6. Updated proof of financial capacity showing continuing | Applicant
existence and compliance with minimum capital
requirements since Stage 1 approval:

a. For New Entity: Bank Certification showing as of
balance'’® and average daily balance for the last
six months

b. For Existing Entity: Latest Audited Financial
Statement and Latest'' Interim Balance Sheet
signed by the Owner/Managing Partner/President

7. Proof of compliance with the conditions for approval, if | Applicant
any, set forth in the notification letter for BSP approval to
establish and operate as pawnshop under Stage 1 (for
sole proprietorships)/Stage 2 (for partnerships/
corporations that passed thru Stages 1 and 2)/Stage 1 (for
partnerships/corporations that passed thru Stage 1 and
not required to pass thru Stage 2)

8. Proof of payment of licensing fee (net of filing fee) and | Applicant
metal plate fee

Note: To be submitted upon receipt of notification letter
advising the applicant to pay the licensing fee and metal plate
fee

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME 72 RESPONSIBLE

Stage 3 - Application for Issuance of Certificate of Authority to Establish and Operate as Pawnshop

1. PRELIMINARY ASSESSMENT'"3

70 At a minimum, as of month-end immediately preceding the month of application. For

Partnership/Corporation, the bank certificate should state that “there is a deposit of a certain

amount in the name of XXX, Treasurer-In-Trust For (TITF) “Name of Applicant”.

71 As of month-end immediately preceding the month of application

72 Total processing time may be extended once for another thirteen (13) working days: Provided, That the
extension can only be availed once during Stages 1-3. Prior to the lapse of the processing time, a written
notification of the reason for extension, if any, and final date of release of decision, shall be sent to the
applicant, who in turn must sign and acknowledge the receipt of the natification. In the event that securing
a written notification and acknowledgment from the applicant is not feasible, all means of communication
available shall be exhausted to ensure that the applicant is properly notified. Moreover, total processing
time shall be suspended and appropriate adjustments shall be made in case of delays due to force
majeure or natural or man-made disasters, which result in damage or destruction of documents and/or
system failure. The applicant will be notified in writing and through other means of communication of the
suspension of the processing time without any delay

173 Preliminary assessment covers initial receipt of the application up to applicant’s submission of

complete documentary requirements in substance and in form. The time spent in determining
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1. Download the
prescribed Data
Entry Template
(DET) and User's
Guide from BSP
website at
https://www.bsp.gov
.ph/Pages/Regulatio
ns/GuidelinesOnThe
EstablishmentOfBan
ks/RegistrationOfPa
wnshopsAndMoney
ServiceBusiness.as
px or request directly
from BSP-FSD IX
thru email address
fssmail@bsp.gov.ph
with Subject of the
email'74:
FSD9[space]NEWP
S[space][Province or
City'"s if within Metro
Manila] — [Name of
Entity - Request for

DET'7¢]
2. Send the duly |2. An auto reply shall
accomplished DET | be sent advising the

electronically to BSP- |entity to  submit
FSD IX thru email |within 5 banking
address days the DET
generated form, all

whether or not all the requirements have been complied with shall not be included in the
determination of processing time. Accordingly, the steps under preliminary assessment are for
applicant’s reference only and not part of the processing time of the application.
174 The prescribed format for the subject line is as follows: FSD9[Space]NEWPS[Space][Province
or City if within Metro Manila][Space]-[Subject Matter Description]. Failure to use the prescribed
subject line format will result in the failure of delivery of the e-mail to the intended recipient.
175 Should be in FULL TEXT as listed in the Philippine Standard Geographic Code:
Province: https://psa.gov.ph/classification/psgc/provinces
City if within Metro Manila: https://psa.gov.ph/classification/psgc/cities
176 Indicate first the Business Name or the Proposed Business Name in the Subject Matter
Description portion
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fsd9licensing@bsp.gov
.ph in accordance with:
BSP Memorandum No.
M-2019-019 dated 2
July 2019

other documentary
requirements

including a copy of
the emailed auto
reply. Non-compliant
e-mail submission as
to subject and
attachment shall
likewise receive an
email advice.

3. Submit the duly
notarized DET-
generated application
form for the issuance of
Certificate of Authority
to establish and
operate as pawnshop
together with complete
documentary

requirements

3.1 Electronic
submission

3.1.1 Submit scanned
signed copy of
application letter and
complete
documentary
requirements to
Financial Supervision
Sector (FSS) official
email:
fssmail@bsp.gov.ph.
The prescribed format
for the subject line is
as follows:
FSD9[space]NEWPS
[space][Province or

3.1.1 System auto-
acknowledges'®0 the
submission. Non-
receipt of an
acknowledgment e-
mail from the
fssmail@bsp.gov.ph
account on the
BSFI's e-mail within
the day shall mean
failure of delivery of
the message.

Account Officer,
FSD IX, FSS

%0 The auto-acknowledgment sent by FSS mail does not signify receipt of complete and valid
application. A separate acknowledgment email/letter signifying acceptance of complete
application shall be sent, upon determination of completeness of application in form and

substance.
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City'78 if within Metro
Manila] — [Subject
Matter
Description79]. .
Failure to use the
prescribed subject
line format will result
in the failure of
delivery of the e-mail
to the intended
recipient.

3.2 Personal filing at
the FSS Counter’®' at

BSP Manila
3.2.1 Proceed to FSS | 3.2.1 Receive and Administrative
Counter. Get queue | stamp date and time Officer, FSAD -
number and wait to be | of receipt. FOSD
called. Once called,
present all the | 3.2.2 Record receipt
documentary of application.
requirements.

3.2.3 Forward

documents to FSD

IX
3.3 Mail/Courier
3.3.1 Send the | 3.3.1 Receive and Administrative
application letter | stamp date and time Officer, FSAD -
together with complete | of receipt. FOSD

documentary
requirements

178 Should be in FULL TEXT as listed in the Philippine Standard Geographic Code:

Province: https://psa.gov.ph/classification/psgc/provinces

City if within Metro Manila: https://psa.gov.ph/classification/psgc/cities

179 Indicate first the Business Name or the Proposed Business Name in the Subject Matter

Description portion

81 The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM.
The working hours/days may be subject to change depending on government advice and the
BSP work arrangements based on the circumstances (e.g. quarantine classification with
regards to the COVID-19 pandemic, etc.). Kindly refer to www.bsp.gov.ph for announcements
on changes in working hours/days.
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addressed to FSD IX | 3.3.2 Record receipt
(14" Floor, Multi-Storey | of application.

Building, BSP
Complex, Manila) 3.3.3 Forward
documents to FSD
IX
4. Preliminarily Account Officer,
assess the Division Head
application and and Group
determine if Head, FSD IX,
application fully FSS
satisfies the formal
and substantive'8?
requirements of
relevant laws, rules
and regulations
4.1 If complete:
4.1 Receive provisional | 4.1.1 Prepare and Account Officer
receipt of application | send Provisional and Division
thru email Receipt'® thru FSD Head,
IX official FSD IX, FSS
e-mail, with the

assigned reference
number, signifying
receipt of application
and accompanying
documents, subject
to further preliminary

assessment to
determine if
application fully
satisfies the formal
and substantive
requirements of

relevant laws, rules
and regulations

4.2 If deficient:

82 May involve referral to appropriate departments of the BSP
183 A separate acknowledgment email/letter signifying acceptance of complete application shall
be sent once determination of completeness of application in form and substance
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4.2 Receive return
letter

421 Prepare and
release letter, thru
FSD IX official e-
mail, returning the
application and its
accompanying

documents,
enumerating the
deficiencies and
missing
requirements, and
informing that
application is

considered “closed”,
without prejudice to

re-submission of
application with
complete
documentary

requirements  and
deficiencies already
rectified.

4.2.2 Through mail/
courier (as
necessary):

Process and release
documents to FOSD,
for mailing.

Process and release
documents to the
Administrative
Services
Department (ASD),
BSP, for mailing.

Account Officer,
Division Head/
Group Head
and Department
Head, FSD IX,
FSS

Account Officer,
FSD IX, FSS

Administrative
Officer,
FSAD - FOSD

5.1 Receive notice of
schedule of verification
and prepare the
requirements.

5.1 In case
verification'84 is
necessary:

Prepare and send e-
mail notice advising

Account Officer,
FSD IX, FSS

184 Virtual or other appropriate means of verification
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the applicant of the
schedule of the
verification, with
advice to prepare the
requirements.

511 Conduct
verification8® to
validate the
applicant’s

representations on
its compliance with
the conditions of the
approval of Stage 1
and/or 2 application
and verify continuing
compliance with
BSP’s capital
requirement.

5.1.2 Prepare and

FSD IX
Examination
Team, FSS

Account Officer,

submit report on the FSD IX, FSS
result of the

verification.

5.2 In case

verification _is  not

necessary:

Proceed to next

step.

6. Complete the Account Officer,
preliminary FSD IX, FSS
assessment of the

application and

determine if

application fully

satisfies the formal
and substantive'88
requirements of
relevant laws, rules

185 Maximum of 3 days, subject to extension depending on the complexity of the applicant’s

operations

'8 May involve referral to appropriate departments of the BSP
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and regulations,
taking into
consideration result
of the verification
conducted (if
applicable).

7.1 Receive return
letter

7.1 If deficient:

Prepare and release
letter, thru FSD IX
official e-mail,
returning the
application and its
accompanying

documents,
enumerating the
deficiencies and
missing
requirements, and
informing that
application is

considered “closed”,
without prejudice to

re-submission of
application with
complete
documentary

requirements  and
deficiencies already
rectified

7.1.1 Through
mail/courier (as
necessary):

Process and release
documents to FOSD
for mailing.

Process and release
documents to the
ASD, BSP, for
mailing.

Account Officer,
Division Head/
Group Head
and Department
Head, FSD IX,
FSS

Account Officer,
FSD IX, FSS

Administrative
Officer, FSAD-
FOSD
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2. ACCEPTANCE OF COMPLETE APPLICATION

7.2 Receive
Acknowledgment email
or letter thru email

7.2 If formally and

substantively
complete and/or no

deficiency:

Prepare and release
Acknowledgment
Email/Letter'®  thru
FSD IX official e-mail
(@) informing the
applicant that after
assessment of the

application and
determination of
sufficiency of
application and
submitted

requirements in form
and substance, the
BSP finds the same
as complete in form
and substance,
hence, the BSP will
now proceed with
the detailed
evaluation of the
application and shall
notify the applicant
of the result thereof;
and (b) containing
the following: (i) BSP
sealllogo; (i) the
assigned unique
identification number
for the application as
reference for all
subsequent
transactions; (iii)
name of FSD IX
Account

Account Officer,
Division Head
and Group
Head, FSD IX,
FSS

87 The standard processing timeline of 13 working days shall commence from the date of the
Acknowledgment Email/Letter
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Officer/contact
person, his/her
Group/Division and
position and (iv) date
of receipt of the
complete
requirements which
is the date of the
acknowledgment
email/letter.

3. EVALUATION AND DECISION

8. Conduct detailed
evaluation of the

application and
prepare evaluation
report,

memorandum to

appropriate BSP
approving/signing
authority and action
documents

7 working days

Account Officer,
FSD IX, FSS

9. Review, decide on
the application and

sign documents
(including the
Certificate of
Authority to
Establish and
Operate as
Pawnshop, if
application is
approved).

9.1 Receive copy of
documents showing
decision of the BSP
approving authority

4 working days

Account Officer,
Division Head/
Group Head
and Department
Head
FSD IX, FSS

Account Officer,
FSD IX, FSS

4. PREPARATION AN
LETTER

D RELEASE OF NOTIFICATION

2 working days

10. Prepare, review

and process

Account Officer,
Division
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notification letter to
applicant informing
of the decision.

10.1 If decision is for
approval of

application:

10.1.1 State in the
notification letter to
applicant the
approval of the
application. Indicate
in the letter that as a
condition for release
of the signed

Certificate of
Authority, the
payment of

appropriate licensing
fee (net of the
21,000 non-
refundable filing fee)
and metal plate fee
within 30 calendar
days from receipt of
the e-mail notice
mentioned under
step no. 11 hereof,
otherwise, the
Certificate of
Authority shall be
deemed
automatically
cancelled. State in
the letter that
applicant is required
to submit proof of
payment of
appropriate licensing
fee and metal plate
fee prior to release of
the signed

Head/Group
Head and
Department
Head,
FSD IX, FSS

Account Officer,
FSD IX, FSS
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Certificate of
Authority

10.2 If decision is for
denial of application:
Prepare and process
the letter notifying
denial of application
and stating the
reasons therefor
and/or the
deficiencies  noted
and informing that
application is
considered “closed”.

Account Officer,
Division Head/
Group Head
and Department
Head,

FSD IX, FSS

11.1.1 Receive FSD IX
e-mail notification

11.1 If decision is for

approval of
application:
11.1.1 Notify

applicant through
FSD IX official e-
mail'%3 of the
decision on the
application and that
a separate email
containing the OP
Number for the
payment of
appropriate licensing
fee and metal plate
fee shall be sent,
attaching scanned
copy of notification
letter (without
attachments), and
stating that original
letter and signed
Certificate of
Authority to

1. Licensing
fee
depending
on the type
of license
(inclusive of
the P1,000
non-
refundable
filing fee),
as follows:

Type A -
P5,000
Type B -
P25,000
Type C -
P50,000
Type D -
P50,000

Account Officer,
FSD IX, FSS

193 Notification to applicant of the decision on the application through FSD IX official e-mail is
considered the last step of the application for Stage 3. Steps on releasing of original notification
letter and attachments are not part of the processing time.
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11.1.2 Receive email
notification with OP
number thru e-mail'8
and pay the
appropriate fees
through the following
payment options:
c. Settlement banks
iii. Over-the-
Counter
(OTC)189

iv.  Mobile/Onlin
e Banking
(Web  and
App)1%°

d. Payment gateway

(https://nops.bsp.

gov.ph/nops/)

i. Visal
Mastercard
debit or credit
card

Establish and
Operate as
Pawnshop will be
released within three
(3) working days
from receipt of proof
of payment.

11.1.2 Request OP
Number from the
Administrative
Officer, BFAD -
FOSD through e-
mail

11.1.3 Process the
request for OP
Number using the
NOPS.

The NOPS
automatically
generates the OP
Number and sends
notification to the
email account of the
client in real-time.
Once payment is
made, an OR shall
be emailed to the
client, through the
NOPS, on the
following schedules,
as applicable:
1. If paid
through the
settlement

2. Metal
Plate Fee —
P500194

Account Officer
FSD IX, FSS

Administrative
Officer, BFAD-
FOSD

'8 Which includes payment guidelines and list of payment channels

189 Applicable convenience fee may apply.
1% The settlement bank’s system will send an email and text notification to the client within the

day after payment.

194 Applicable for Head Office only
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banks via

OTC or
Online
Banking, one
(1)  working
day after
payment.

2. If paid
through the
payment
gateway via
Visa or
Mastercard

debit or credit
card, two (2)
working days

after
payment.
11.1.3 Email proof of
payment to|11.1.4 Prepare, Account Officer
fssmail@bsp.gov.ph. review and process FSD IX, FSS
transmittal letter and
The prescribed format | Certificate of
for the subject line is as | Authority to
follows: Establish and
FSD9[space]NEWPS Operate as

[space][Province or | Pawnshop.
City™" if within Metro

Manila] - [Subject|11.1.5 Release Account Officer
Matter Description’®?]. | original copies of FSD IX, FSS
Failure to use the |letters and signed

prescribed subject line | Certificate of

format will result in the | Authority to

failure of delivery of the | Establish and

e-mail to the intended | Operate as

recipient. Pawnshop within

three (3) working
days upon receipt of

191 Should be in FULL TEXT as listed in the Philippine Standard Geographic Code:
Province: https://psa.gov.ph/classification/psgc/provinces

City if within Metro Manila: https://psa.gov.ph/classification/psgc/cities

192 Indicate first the Business Name or the Proposed Business Name in the Subject Matter
Description portion
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11.1.4 Receive original
copies of letters and
signed certificate.

11.2 Receive original
copy of letter.

proof of payment of
licensing fee and
metal plate fee to
FOSD for mailing.

11.2. If decision is for
denial of application:
Notify applicant
through FSD IX
official e-mail of the
decision on the
application,
attaching  scanned
copy of notification
letter (without
attachments).

11.2.1. Through
mail/courier (as
necessary):

Process and release
documents to FOSD
for mailing.

Process and release
documents to the

Account Officer
FSD IX, FSS

Account Officer,
FSD IX, FSS

Administrative
Officer, FSAD-

ASD, BSP, for FOSD
mailing.
END OF TRANSACTION
How to send feedbacks and |[FOR FEEDBACK/COMPLAINTS ON

complaints?

PROCESSING OF SERVICES ENROLLED IN

THE BSP CITIZEN'S CHARTER

o Input the transaction code to be provided by
FSD IX, FSS, in the Feedback Corner of the
BSP website at www.bsp.gov.ph and fill-out
the structured form online for any
feedback/complaints.

How feedbacks and
complaints are processed?

Feedbacks and complaints may be filed through

the following:
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1.

Bangko Sentral ng Pilipinas:
Utilize the Feedback Management System by
visiting www.bsp.gov.ph and click on
“Feedback” in the Quick Links section at the
bottom of the page or thru the BSP Mail at
bspmail@bsp.gov.ph

FMS designate/alternate shall encode the
action taken from receipt of negative feedback.

If negative feedback is more than 20% of the

day’s number of respondents,

o FMS designate/alternate of the FOSD
generates and endorses the Daily i-Report
within a day (24 hours) to the Servicing
Department/Office (SDO) Head and other
concerned personnel to review and reply to
the concerned issue.

o Action Report (i.e., with information on
action to be taken and target date of
completion/resolution) approved by the
SDO Head is transmitted to Feedback
Management Unit through the Director of
the Economic and Financial Learning
Center (EFLC) within two (2) working days
from receipt of negative
feedback/complaint.

In case the feedback/complaint is within the
purview of another department/office of the
BSP, the FMS Designate/Alternate of FOSD,
FSS requests transfer of feedback to
appropriate department/office thru the FMS.
Request for transfer is done within one (1)
working day from receipt of negative
feedback/complaint.

Feedbacks and complaints sent through the
paper-based FMS structured form

FMS designate/alternate of FOSD, FSS will
scan the accomplished paper-based structured

260



form and upload it in the system within one (1)
working day from receipt.

Handling of negative feedback/ complaint
received through the paper-based FMS
structured form and through the BSP website
are the same.

2. Presidential Complaint Center (PCC), Office
of the President

Bahay Ugnayan, J.P. Laurel Street
Malacafnang, Manila

Telephone:
+63(2)-8736-8645;
+63(2)-8736-8603;
+63(2)-8736-8629;
+63(2)-8736-8621

Telefax: +63(2)-8736-8621
E-mail: pcc@malacanang.gov.ph

. Complaints Action Center, Anti-Red Tape
Authority

Ground Floor, HPGV Building (Formerly

Accelerando), 395 Senator Gil J. Puyat

Avenue, 1200 Makati City

Telephone: +63(2)-8478-5091;
+63(2)-8478-5099

E-mail: complaints@arta.gov.ph

. Contact Center ng Bayan
Public Assistance and Information Office, Civil
Service Commission, CSC Building, IBP Road,
Constitution Hills, 1126 Quezon City
Hotline: 8888

Telephone: 1-6565
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SMS: 0908-8816565

E-mail: email@contactcenterngbayan.gov.ph

Website: www.contactcenterngbayan.gov.ph

For processing of
request:

14t floor, Multi-Storey | BSP Trunkline:

Financial ~ Supervision | Byilding, Bangko Sentral | +63(2)-8811-1277, local
Department  (FSD) IX, | ng Pilipinas, A. Mabini | 3017

Financial  Supervision | gt \alate, Manila 1004
Sector Direct Line:

+63(2)-8708-7297

E-mail:
fssmail@bsp.gov.ph

The prescribed format for
the subject line is as
follows: FSD9[space]
NEWPSJ[space] [Province
or City'® if within Metro
Manila] — [Subject Matter
Description%6]. Failure to
use the prescribed subject
line format will result in the
failure of delivery of the e-
mail to the intended
recipient.

1% Should be in FULL TEXT as listed in the Philippine Standard Geographic Code:
Province: https://psa.gov.ph/classification/psgc/provinces
City if within Metro Manila: https://psa.gov.ph/classification/psgc/cities

% Indicate first the Business Name or the Proposed Business Name in the Subject Matter
Description portion
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FSS Operations Support

4t Floor, Multi-storey

BSP Trunkline:

Department (FOSD) Building (02) 8811-1277
] . Bangko Sentral ng Local 2616 and 2787
Frontline Services Pilipinas
Administration Division A. Mabini St., Malate, Direct Lines: (02) 5306-
(FSAD) Manila 1004 2616
Budget and Finance
Administration  Division
(BFAD)

Schedule of Service Availability: Working days, 8:00 AM to 5:00 PM. The working
days/hours may be subject to change depending on government advice and the BSP
work arrangements based on the circumstances (e.g., quarantine classification with

regard to the COVID-19 pandemic, etc.).

Kindly refer to www.bsp.gov.ph for

announcements on changes in working days/hours. All applications received beyond
the 8:00 AM to 5:00 PM business hours shall be considered as received the next

working day.

4. Application for Grant of Authority to Establish a Bank (Updated)

The application for grant of Authority to Establish a Bank constitutes a 3-stage process.
e Stage 1 refers to the application for BSP approval to establish a bank with
processing time of 20 working days;
e Stage 2 refers to the application for the issuance of Certificate of Authority to
Register with the Securities and Exchange Commission (SEC) its Articles of
Incorporation (AOI) and/or By-Laws (BL) indicating its purpose to establish a bank
with processing time of 15 working days; and
e Stage 3 refers to the application for the issuance of Certificate of Authority to
Operate a bank with processing time of 5 working days.
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Applications for Authority to Establish a Bank are subject to processing fee upon
submission of the application (Stage 1) and license fee (Stage 2) depending on the type
of bank being applied, as shown in the table below:

1. Establishment of a Bank

Office or Division: Supervisory Policy and Research Department (SPRD)
Islamic Banking Supervision Group (IBSG)

Classification: Highly Technical

Type of Transaction: G2B - Government to Business

Who may avail: Applicant/Entities that plan to engage in banking operations/activities
in the Philippines

Type of Domestic Bank Processing License
Fee'?’ Fee'®

(in Million Pesos)

Universal Banks/Islamic Banks 0.500 25.000
Commercial Banks 0.400 20.000
Digital Banks 0.250 12.500

Thrift Banks

- Head Office in National Capital Region 0.100 5.000
(NCR)
- Head Office in All Other Areas Outside NCR 0.040 2.000

Rural and Cooperative Banks

- Head Office in NCR 0.010 0.500

- Head Office in All Other Areas Outside NCR 0.004 0.200
(All Cities up to 3™ class municipalities)

-Head Office in All Other Areas Outside NCR 0.002 0.100

(4 class to 6™ class municipalities)

97 The processing fee shall be non-refundable.
% The license fee, net of processing fee, shall be paid after the Monetary Board has approved
the said application.
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CHECKLIST OF REQUIREMENTS"%9

WHERE TO SECURE

Stage 1: Application for BSP approval to establish a bank in the Philippines

A. DOCUMENTARY REQUIREMENTS?% (Submit two (2) original copies)
1. Application letter requesting for authority to Applicant

establish a bank in the Philippines
2. Agreement to organize a bank using the Applicant

prescribed form.*

Copy of the prescribed form may be
downloaded from the BSP website under
the section on Requlations - Guidelines
on the Establishment of Banks

(bsp.gov.ph)
3. For each individual incorporator?®!, subscriber??,
proposed director?®® and principal officer:
a. Biographical data using the prescribed form* | Applicant

with (2"x2”) photograph taken within the last six
(6) months from the date the application was
received by the Bangko Sentral.

. Evidence of citizenship;*
. Evidence of financial capacity as of a date not

earlier than ninety (90) calendar days prior to
the filing of application such as credit reports,
bank deposits, investments, real estate owned,
etc., accompanied by waiver of rights under R.A.
No. 1405, as amended, for covered items (for
incorporator and subscriber);*

. Certified photocopies of Income Tax Returns

(ITRs) or equivalent document from other
jurisdiction for non-Filipinos/non-resident
Filipinos for the last three (3) calendar/fiscal
years (for incorporator and subscriber); and *

Copy of the prescribed form may be
downloaded from the BSP website under
the section on Requlations - Guidelines on

the Establishment of Banks (bsp.gov.ph)

Applicant
Applicant

Applicant

1% Please note that the BSP does not prescribe any format on the required documents, unless

otherwise indicated.

200 With asterisk (*) - Documents issued outside the country shall be apostilled or consularized,

as applicable.

201 This shall include ultimate beneficial owners (UBOs).

202 This shall include UBOs.
203 This includes directors holding nominal shares.
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Stage 1: Application for BSP approval to establish a bank in the Philippines

e. Clearances from the National Bureau of | NBI, BIR, Office in the home country
Investigation (NBI) and Bureau of Internal | issuing equivalent clearances or
Revenue (BIR) or equivalent clearances or | certificate
certificate from home country for non-Filipinos,
obtained within the last six (6) months from
the date the application was received by the
Bangko Sentral. *

4. For corporate subscribers?%+:
a. Board resolution authorizing the corporation to | Applicant
invest in such bank; and designating the
person who will represent the corporation in

connection therewith; *

b. Latest articles of incorporation (AOI) and by- | Applicant
laws (BL) registered with the Securities and
Exchange Commission (SEC) or similar
agency from home country for foreign
corporate subscribers; Applicant

c. Corporate background providing the following
(for domestic non-bank and foreign bank/non-
bank subscribers):

i. Date and place of incorporation;

i. List of domestic and foreign branches,
agencies, other offices, subsidiaries and
affiliates and their location and line of
business;

ii. Range of financial and non-financial
products offered to and services performed
for clients;

iv. Conglomerate structure/map where the
corporate subscriber belongs; and

v. Financial and commercial relationship with
the Philippine government, local banks, | Applicant
business entities and residents, past and
present.

d. Latest General Information Sheet filed with the
SEC or equivalent information sheet filed with | Applicant

204 For foreign bank subscriber other than those entering via R.A. No. 7721, as amended by R.A. No.
10641. Meanwhile, foreign bank applicants entering via R.A. No.7721, as amended by R.A. No. 10641
shall refer to the documentary requirements in Appendix 2 to be submitted to the Bangko Sentral during
Stage | of the application process.
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Stage 1: Application for BSP approval to establish a bank in the Philippines

the home country’s SEC or similar agency for
foreign corporate subscribers;

e. List of all stockholders, including the | Applicant
corporation’s UBOs, indicating the citizenship,
address, and the number, amount and
percentage of the voting and non-voting
shares held by them; Applicant

f. Annual reports at the entity-level and
consolidated level with audited financial
statements for the last three (3) calendar/fiscal | BIR, Home Country’s Tax Authority
years prior to the filing of application;

g. Certified photocopies of ITRs or equivalent tax
returns filed by foreign corporate subscribers
for the last three (3) calendar/fiscal years; *

h. BIR clearance or equivalent clearance from | Applicant
home country’s tax authorities for foreign
corporate subscribers obtained within the
last six (6) months from the date the
application was received by the Bangko
Sentral; * Applicant

i. Certification from the board of directors that it
is compliant with the applicable conditions set | Applicant
forth in Sec. 371 of the MORB for the equity
investment to the proposed bank (for domestic
bank subscriber); and

j. List of directors and principal officers including
their citizenships.

k. Certification from relevant home country
supervisory authority that it has no objection to
the investment in a bank in the Philippines, and
it will provide the Bangko Sentral with relevant
supervisory information on the foreign
corporate subscriber to the extent allowed
under existing laws (for foreign bank/non-bank
subscriber).*

5. A UBO of a corporate stockholder shall likewise | Office in the home country issuing
submit clearances from the NBI and the BIR or | equivalent clearances or certificate
equivalent clearances or certificates from home
country for non-Filipinos, obtained within the last
six (6) months from the date the application was
received by the Bangko Sentral. *
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Stage 1: Application for BSP approval to establish a bank in the Philippines

6. Comprehensive corporate plan describing its | Applicant
business model, including the target market and
channels, corporate strategy and economic
justification for establishing the bank. The said
document shall also provide detailed information
to substantiate that the proposed bank has
adequate financial, managerial and organizational
resources in place to support its strategy and
operations on an ongoing basis.

7. Feasibility study with projected monthly financial | Applicant
statements (FS) for the first year and projected
yearly FS for the first five (5) years of operation,
using realistic assumptions consistent with the
proposed business model and corporate strategy
of the bank. The applicant bank should be able to
demonstrate the viability of its business model
and compliance with the minimum required capital
prescribed under Secs. 121 (Minimum
capitalization) on a continuing basis, among
others. The details of the assumptions used shall
be presented in the feasibility study.

8. Certification executed by each of the subscribers | Applicant
that the amount committed to pay the proposed
paid-up capitalization in the bank was not derived
from borrowings, unlawful activity or any money
laundering activity.*

9. In addition to the foregoing requirements, an | Applicant
applicant seeking for a digital banking license
shall also meet the following:

(1) Demonstrate capacity to offer unique value
proposition, or develop new and innovative
business models that are currently not offered
or accessed by existing players. A foreign
applicant with a solid background and good
track record on digital banking may be
considered as having the capacity to offer new
value proposition, provided that its business
model is currently not offered in the country;
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Stage 1: Application for BSP approval to establish a bank in the Philippines

(2) Exhibit significant potential of proposed
product and service offerings in reaching
broader clientele, particularly, the untapped or
underserved market segments; and

(3) Display sufficient capabilities and readiness to
deploy their digital solutions and to sustainably
grow their business within the Philippine
context.

The applicant seeking a digital bank license must
ensure that a detailed review and assessment of
its supporting information technology (IT) systems
and infrastructure vi-a-vis its digital banking
business model shall be performed by a
competent independent third-party IT expert. Said
technical review shall cover a comprehensive
assessment of the design, security controls,
scalability, and resilience capability of the IT
infrastructure, network, application, database,
security systems, AML/CFT measures and other
applicable technologies supporting the digital
banking operations. A copy of the assessment
and technical reports shall be submitted to the
Bangko Sentral as part of the application
requirements.

The applicant seeking a digital bank license shall,
likewise, submit the applicable requirements in
offering Electronic Payments and Financial
Services (EPFS) as enumerated under Sec. 701
(Requirements for the grant of authority to offer
EPFS) and Appendix 136, including the list and
nature of material outsourcing arrangements.

10.

In addition to the foregoing requirements, an
applicant seeking for Islamic banking license shall
submit a deed of undertaking to establish a
Shari’ah Governance Framework (SGF) as
prescribed by the Bangko Sentral appropriate to
the risk profile of the Islamic bank signed by its
directors.

Applicant
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Stage 1: Application for BSP approval to establish a bank in the Philippines

11.The proposed directors and officers of the bank

shall be subject to qualifications and other
requirements under Secs. 132 (Qualifications of a
director) and 134 (Qualifications of an officer) as
well as confirmation/approval of the Bangko
Sentral pursuant to Sec. 137 (Confirmation of
election/appointment of directors/officers). The
required certifications and other documentary
proof of qualifications for the confirmation of the
election/appointment of directors/officers are
shown in Appendix 101, as follows:

a. Letter-request for Bangko Sentral confirmation | Applicant
signed by authorized officer?®® with an
affirmative statement that the institution has
conducted a fit and proper test on the subject
directors/officers and is taking full
responsibility thereon on ensuring that the
director/officer meets the BSP eligibility
requirements/qualifications; Applicant

b. Secretary’s Certification under oath attesting
to the following:

a. Resolution of the stockholders/board of
directors approving the
election/appointment; and

b. For a foreign appointed as officer, that the
corresponding Alien Employment Permit
issued by the Department of Labor and
Employment was secured.

c. Bio-data with a photograph (2” x 2”) taken | Applicant

within the last 6 months; Copy of the prescribed form may be
downloaded from the BSP website under
the section on:
Regulations - Guidelines on the
Establishment of Banks (bsp.gov.ph)
d. Certification under oath of the subject | Applicant

director/officer that:

205 Authorized signatory is the Chief Executive Officer (CEO)/President or its equivalent rank of
the institution, except for the appointment of CEO/President or its equivalent rank, in which case
the authorized signatory shall be the Chairman of the Corporate Governance Committee or of
the Board of Directors, as may be applicable.
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a) He/She possesses all the qualifications
and none of the disqualifications to
become a director/officer;

b) For first-time directors in a particular
bank/banking group as defined in Sec.
137:

i. He/She has attended the seminar on
corporate governance in accordance
with the Bangko Sentral-prescribed
syllabus on the same, as applicable;

ii. He/She received copies of the duties
and responsibilities of the board of
directors and of a director and that
he/she fully understands and accepts
the same;

c) Foradirector/officer holding concurrent
positions in government/government
owned and controlled corporations
(GOCC), that a written permission from
the government agency as required by

the Civil Service Commission208
allowing him/her to become a
director/officer of the BSFI was

obtained and provided to the BSFI; and

For independent directors, he/she is an

independent director as defined under

Bangko Sentral regulations.

e. For first time directors/officers in a particular
bank/banking group as defined in Sec. 137,
duly accomplished and notarized authorization
form for querying the Bangko Sentral records
for screening applicants and confirming
appointments of directors and officers.

d)

Applicant
Please follow the format indicated in
Appendix 80 of the MORB

12.Payment or proof of payment of non-refundable
processing fee.

Applicant

2% Unless the director/officer obtains the necessary permission from the proper authority (i.e., the
agency head), outside employment or interest in another entity, public or private, is legally
restricted under Section 7(b) of R.A. No. 6713 (Code of Conduct and Ethical Standards for
Public Officials and Employees) and Section 18, Rule XllI of the Revised Omnibus Rules on

Appointments and Other Personnel Actions.
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Stage 1: Application for BSP approval to establish a bank in the Philippines

13. Other documents which may be required by the | Applicant/Supervising Department of the
Bangko Sentral relevant to the evaluation of the | Existing Bank
application. This shall include the prior approval of
the Bangko Sentral on the equity investment of an
existing bank (investing bank) in the voting stock
of an applicant bank (investee company/bank)
pursuant to Sec. 371 (Investment in equities). For
this purpose, items “e” and “f” of the documentary
requirements provided under Sec. 371
(Investment in equities) shall not apply.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME2Y7 RESPONSIBLE
Stage 1: Application for BSP approval to establish a bank in the Philippines
A. Submission of Letter-Request and Documentary Requirements
1. Submit an application
for authority to establish
a bank together with
documentary
requirements.
1.1 Electronic Submission
1.1.1 Submit a scanned 1.1.1 Log-in and open None Half working Account
copy of application letter | the SPRD/IBSG email day Officer,
and documentary account. SPRD/IBSG
requirements to
sprd@bsp.gov.ph or Account
ibsg@bsp.gov.ph (for 1.1.2 Transfer email in Officer,
Islamic banking license). | the SPRD’s/IBSG’s sub- SPRD/IBSG
folder.
Account
1.1.3 Encode application Officer,
in the Document Tracking SPRD/IBSG

System.208

207 Total processing time may be extended once for another twenty (20) working days. Prior to the
lapse of the processing time, a written notification of the reason for extension, if any, and final
date of release of decision, shall be sent to and signed by the applicant. In the event that
securing a written notification and acknowledgment from the applicant is not feasible, all means
of communication available shall be exhausted to ensure that the applicant is properly notified.

Total processing time shall be suspended and appropriate adjustments shall be made in case
of delays due to force majeure or natural or man-made disasters, which result in damage or
destruction of documents and/or system failure. The applicant will be notified in writing and
through other means of communication of the suspension of the processing time without any

delay.

208 The Reference Number generated shall serve as the unique number assigned to the entity’s

application.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME2Y7 RESPONSIBLE
Stage 1: Application for BSP approval to establish a bank in the Philippines
1.2. Through personal None Half working
filing at the FSS day
Counter?%9 at BSP Manila
1.2.1 Proceed to FSS 1.2.1 Receive and stamp Administrative
Counter. Get queue date and time of receipt. Officer,
number and wait to be Frontline
called. Once called, Services
present all the Administration
documentary Division
requirements. (FSAD) - FSS
Operations
Support
Department
(FOSD)
1.2.2 Record receipt of Administrative
application. Officer, FSAD-
FOSD
1.2.3 Forward Administrative
documents to Officer, FSAD-
SPRD/IBSG. FOSD
1.2.4 Encode application Account
in the Document Tracking Officer,
System.?10 SPRD/IBSG
1.3 Mail/Courier
1.3.1 Send the 1.3.1 Receive and stamp None Half working
application letter together | date and time of receipt. day

29 The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM.
The working days/hours may be subject to change depending on government advice and the
BSP work arrangements based on the circumstances (e.g., quarantine classification with
regards to the COVID-19 pandemic, etc.). Kindly refer to www.bsp.gov.ph for announcements
on changes in working days/hours.

210 The Reference Number generated shall serve as the unique number assigned to the entity’s

application.

274



http://www.bsp.gov.ph/

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME2Y7 RESPONSIBLE
Stage 1: Application for BSP approval to establish a bank in the Philippines
with documentary Administrative
requirements. Officer, FSAD-
1.3.2 Record receipt of FOSD
application.
Administrative
Officer, FSAD-
1.3.3 Forward FOSD
documents to
SPRD/IBSG. Administrative
Officer, FSAD-
1.3.4 Encode application FOSD
in the Document Tracking
System.?"! Account
Officer,
SPRD/IBSG
B. Preliminary assessment of the completeness of the submitted documents
2. Preliminary Account
assessment of the Officer,
completeness of the SPRD/IBSG
submitted documents vis-
a-vis checklist of
documentary
requirements and
licensing criteria.
2.1 Receive return letter | 2.1 If deficient: None 1 working Account
together with the day?'4 Officer,
submitted documents Release letter?'? SPRD/IBSG
returning the application
and its accompanying

211 The Reference Number generated shall serve as the unique number assigned to the entity’s
application.

212 May be transmitted through BSP official e-mails, as applicable.

214 The 1 working dayto release the letter will apply after completion of the preliminary
assessment of the completeness of the submitted documents vis-a-vis checklist of
documentary requirements and compliance with the licensing criteria. The completion of this
assessment is upon receipt of the signed letter by an account officer from the
approving/signing authority.
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Stage 1: Application for BSP approval to establish a bank in the Philippines
documents?'3. Release
letter to FOSD.
Process and release to Administrative
Administrative Services Officer, FSAD-
Department (ASD), BSP, FOSD
for mailing.
2.2. Receive e-mail on 2.2 If complete: None 1 working Account
Provisional Receipt of day?'6 Officer,
application. Release Provisional SPRD/IBSG
Receipt through
SPRD/IBSG official e-
mail.?’® Advise the
applicant to coordinate
with SPRD/IBSG on the
schedule of presentation.
C. Presentation to the BSP Management?'’
3. Presentation to the
BSP Management
3.1 Coordinate and 3.1 Coordinate and None 1 working
finalize with SPRD/IBSG | finalize schedule of day

213 The letter enumerates the deficiencies and missing requirements and informs the applicant
that the application is considered “closed”, without prejudice to re-submission of application
with complete documentary requirements.

215 A separate acknowledgment letter signifying acceptance of complete application shall be sent

once determination of completeness of application in form and substance. The provisional
receipt signifies receipt of application and accompanying documents, subject to further
preliminary assessment to determine if application fully satisfies the formal and substantive

requirements of relevant laws, rules and regulations.

26 The 1 working dayto release the letter will apply after completion of the preliminary
assessment of the completeness of the submitted documents vis-a-vis checklist of
documentary requirements and compliance with the licensing criteria. The completion of this
assessment is upon receipt of the signed letter by an account officer from the approving/signing

authority.

217 This is scheduled based on the common availability of the BSP Management and the applicant.
This step is part of the preliminary screening and not part of the 20 working days processing

time.
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Stage 1: Application for BSP approval to establish a bank in the Philippines
Account Officer the presentation of business Account
schedule of presentation | model to BSP and send Officer,
and confirm confirmation e-mail to SPRD/IBSG
attendance.?"® applicant on the date, time

and venue (e.g., BSP

conference rooms, video

conference) of the

presentation.
3.2 Present to BSP 3.2 Attend the None 1 working day BSP
officials the overview and | presentation and assess Management/
business plan for the the applicant’s business SPRD/IBSG
proposed bank and other | plan. Officers
information relevant to the
application?19.
D. Payment of Processing Fee
4. Pay the applicable
processing fee
4.1 Request Order of 41 Request OP Please 1 working Account
Payment (OP) number Number from the refer to the day??? Officer,
from the SPRD/IBSG. Administrative Officer, amount of SPRD/IBSG

Budget and Finance processing

Administration Division fee

(BFAD) — FOSD. indicated

above

4.2 Receive Order of
Payment (OP) number

4.2 Process the request
for OP Number using the

218 A copy of presentation materials, names of attendees with their brief background and/or picture
should be submitted to the SPRD/IBSG through email at least one (1) week before the
scheduled presentation.

219

The presentation shall cover the following: ownership structure, including UBOs, of the

proposed bank and its related parties, if any; corporate plan, business model, and results of
the feasibility study; governance structure (i.e., board of directors and senior management);
amount and sources of capitalization; risk management and internal control system; consumer
assistance mechanism; general overview of the AML/CFT measures to be adopted; and other
information relevant to the evaluation of the application.
222 This is not part of the 20 working days.
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and pay through the
following payment
options:
a. Settlement banks
i. Over-the-Counter
(OTC)ZZO
ii. Mobile/Online
Banking (Web and
App)??’
b. Payment gateway
(https://nops.bsp.gov.p

h/nops/)
i. Visa/Mastercard

debit or credit card

4.3 Provide SPRD/IBSG
the proof of payment of
the processing fee.

New Order of Payment
System (NOPS) and
return the OP template
with the OP Number to
the requesting
department.

The NOPS automatically
generates the OP Number
and sends notification to
the email account of the
client in real-time. Once
payment is made, an
Official Receipt (OR) shall
be emailed to the client,
through the NOPS, on the
following schedules, as
applicable:
1. If paid through the
settlement banks via
OTC or Online
Banking, one (1)
working day after
payment.
2. If paid through the
payment gateway via
Visa or Mastercard
debit or credit card,
two (2) working days
after payment.

4.3 Receive the proof of
payment of the
processing fee.

Administrative
Officer,
BFAD-FOSD

Account
Officer,
SPRD/IBSG

220 Applicable convenience fee may apply
221 The settlement bank’s system will send an email and text notification to the client within the

day after payment.
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Stage 1: Application for BSP approval to establish a bank in the Philippines
E. Submission of Complete Documentary Requirements?23

5. Complete the Account

preliminary assessment Officer,

of the application and SPRD/IBSG

determine if application

fully satisfies the formal

and substantive??

requirements of relevant

laws, rules and

regulations, taking into

consideration result of the

presentation.
5.1 Receive return letter 5.1 If deficient: None 1 working Account
together with the day Officer,
documents submitted Release letter??® citing SPRD/IBSG

deficiencies noted and
informing that application

223 The date of the acknowledgment letter is the start of the 20 working days processing time.

224 May involve referral to appropriate departments of the BSP.

225 May be transmitted through BSP official e-mails, as applicable.
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is considered “closed”,
without prejudice to re-
submission of application
with complete
documentary
requirements and
deficiencies already
rectified.

5.1.1 Process and release
to FOSD for mailing.

Account
Officer,
SPRD/IBSG
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RESPONSIBLE

Stage 1: Application for BSP approval to establish a bank in the

Philippines

5.2 Receive
acknowledgment letter via
email, courier, or
authorized representative
and confirm/sign proof of
receipt.

52 If formally and
substantively complete

and/or no deficiency:

Release
Acknowledgment Letter
informing the applicant
that after assessment of
the application, and
determination of
sufficiency of application
and submitted
requirements in form and
substance, the BSP finds
the same as complete in
form and substance,
hence, the BSP will now
proceed with the detailed
evaluation and shall
notify the applicant of the
result thereof; and the
date of receipt of the
complete requirements
which is the date of the
acknowledgment letter.

5.3 Email advance
copy of letter. Release
letter to FOSD.

None

1 working
day

Account
Officer,
SPRD/IBSG

Account
Officer,
SPRD/IBSG

5.4 Process and Administrative
release documents to the Officer, FSAD-
ASD, BSP for mailing. FOSD

F. Evaluation and Decision CART Secretariat to clarify with Department
6. Conduct detailed None 15 working Account
evaluation of the days Officer,
application and prepare SPRD/IBSG

evaluation report and
action documents.
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to the applicant of the
decision

8.1 If decision is for
approval of application:
Prepare and process
notification letter to
applicant on the approval
of the authority to
establish a bank,
indicating that applicant
may now proceed to the
next stage

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME2Y7 RESPONSIBLE
Stage 1: Application for BSP approval to establish a bank in the Philippines
6.1 Prepare and review Account
memorandum to Officer,
appropriate BSP Division Head/
approving authority. Group Head/
Department
Head,
SPRD/IBSG
6.2 Elevate for Sub-sector
appropriate action on the Head/
application Sector Head
7. Decide on the None 1 working BSP
application and sign day approving and
documents signing
authorities
7.1 Receive copy of 1 working Account
document showing day Officer,
decision of the BSP SPRD/IBSG
approving/signing
authority
8. Prepare and None 1 working Account
process notification letter day Officer,

Division Head/
Group Head/
Department
Head,
SPRD/IBSG
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Stage 1: Application for BSP approval to establish a bank in the Philippines
8.2 If decision is for denial Account
of application: Prepare Officer,
and process the letter Division Head/
notifying denial of request Group Head/
and stating the reasons Department
therefor and/or the Head,
deficiencies noted and SPRD/IBSG
informing that application
is considered “closed”,
without prejudice to re-
submission of application
with complete
documentary
requirements and
deficiencies already
rectified.
9. Receive email 9. Release None 1 working Account
notification from notification/decision letter day Officer,
SPRD/IBSG through SPRD/IBSG SPRD/IBSG

10. Receive original letter
10.1  Pick-up by letter
addressee

Present valid identification
card

10.2 Pick-up by
authorized
representative

Present Letter of Authority
and valid Identification
card

official email, through
pick-up or by mail/courier.

10.1 Release original
letter

10.2 Release original
letter to authorized
representative

10.3 Mail/Courier

Administrative
Officer, FSAD-
FOSD/
Account
Officer,
SPRD/IBSG
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Stage 1: Application for BSP approval to establish a bank in the Philippines
Process and release
documents to the
Administrative Services
(ASD), BSP for mailing.
TOTAL
END OF TRANSACTION
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

Stage 2 — Application for the Issuance of Certificate of Authority (COA) to Register with the
Securities and Exchange Commission (SEC) its Articles of Incorporation (AOIl) and By-Laws

(BL) indicating its purpose to establish a bank in the Philippines.

A. DOCUMENTARY REQUIREMENTS (copies specified)

1. Within thirty (30) calendar days from receipt of advice of
approval by the MB of their application for authority to
establish a bank in the Philippines, the organizers shall:

a. Submit the proposed AOI, BL and treasurer’s sworn Applicant
statement in one (1) set of original and 1 photocopy; and
the letter requesting the issuance of the COA to Register
the AOI and BL with the SEC;

b. Deposit with any U/KB (for KBs, TBs and digital banks), Applicant

any bank (for RBs and coop banks), and any UB (for
Islamic banks) the initial paid-up capital of the proposed
bank, and submit a copy of the depository bank's
certification of deposit indicating, among others, the
source account under the name of the incorporators
where the funds are debited or other source/s of fund as
defined under Item “ee” of Sec. 904, and a notarized
waiver of rights to confidentiality of information on the
source/s of funds for the initial paid-up capital. The
certificate of deposit and notarized waiver of rights to
confidentiality of information shall follow the prescribed
format provided in Annex A of Appendix 33 (Annex A-1 of
Cir. No. 1154) and Annex B of Appendix 33 (Annex A-2
of Cir. No. 1154), respectively. The said certificate of
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deposit and notarized waiver of rights to confidentiality of
information on the source of funds shall also be
submitted by subscribers in the case of additional capital
infusion;

c. Pay the applicable license fee at the Bangko Sentral Applicant
Cash Department (for cash) or other alternative payment
modes acceptable to the Bangko Sentral, net of the
previously paid application fee and submit a copy of proof
of payment; and

d. Submit a copy of certificate of the inward remittance of Applicant
capital, in the case of foreign subscribers. Please follow the format
indicated in:

Appendix 10.1 of the Manual of
Regulations on Foreign
Exchange Transactions

(FX Manual)
https://www.bsp.gov.ph/SitePag
es/Regulations/DownloadSectio

n.aspx

2. Within sixty (60) calendar days after the issuance by the SEC
Bangko Sentral of the COA to Register the AOI and BL, the
organizers shall effect the filing of said documents with the
SEC.

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME225 RESPONSIBLE

Stage 2 — Application for the Issuance of Certificate of Authority (COA) to Register with the
Securities and Exchange Commission (SEC) its Articles of Incorporation (AOIl) and By-Laws
(BL) indicating its purpose to establish a bank in the Philippines.

226 Total processing time may be extended once for another fifteen (15) working days. Prior to the
lapse of the processing time, a written notification of the reason for extension, if any, and final
date of release of decision, shall be sent to and signed by the applicant. In the event that
securing a written notification and acknowledgment from the applicant is not feasible, all means
of communication available shall be exhausted to ensure that the applicant is properly notified.
Total processing time shall be suspended and appropriate adjustments shall be made in case
of delays due to force majeure or natural or man-made disasters, which result in damage or

285




FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME22 RESPONSIBLE
A. Certification of Deposit of the Minimum Paid-up Capital/Inward Remittance of Capital

1. Send a copy of the 1. Receive copy of None 1 working Account Officer,
depository bank’s the depository bank’s day??’ SPRD/IBSG
certification of deposit of | certification of deposit
initial paid-up capital and certification of the
and certificate of the inward remittance of
inward remittance of capital via email
capital, in the case of
foreign subscribers to 1.1 Acknowledge Account Officer,
the processor of receipt thereof. SPRD/IBSG
SPRD/IBSG.
B. Payment of License Fee
2. Pay the applicable Please refer 1 working
license fee to the day?30

amount of
2.1 Request OP 2.1 Request OP license fee Account Officer,
number from the Number from the indicated SPRD/IBSG
SPRD/IBSG. Administrative Officer, above

2.2 Receive OP
number and pay
through the following
payment options:
a. Settlement banks
i. OTC?%®
ii. Mobile/Online
Banking (Web
and App)??°
b-Payment gateway
(https://nops.bsp.gov.
ph/nops/)

BFAD-FOSD.

2.2 Process the
request for OP
Number using the New
Order of Payment
System (NOPS) and
return the OP template
with the OP Number to
the requesting
department.

The NOPS
automatically

Administrative
Officer, BFAD-
FOSD

destruction of documents and/or system failure. The applicant will be notified in writing and
through other means of communication of the suspension of the processing time without any

delay.

227 Not part of the 15 working days processing time.

228 Applicable convenience fee may apply.
229 The settlement bank’s system will send an email and text notification to the client within the

day after payment.

230 This is not part of the 15 working days processing time.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME??¢

PERSON
RESPONSIBLE

i. Visa/Mastercard
debit or credit card

2.3 Provide

SPRD/IBSG the proof of

payment of the license
fee.

generates the OP
Number and sends
notification to the email
account of the client in
real-time. Once
payment is made, an
Official Receipt (OR)
shall be emailed to the
client, through the
NOPS, on the
following schedules, as
applicable:
1. If paid through
the settlement
banks via OTC or
Online Banking,
one (1) working
day after payment.
2. If paid through
the payment
gateway via Visa
or Mastercard
debit or credit
card, two (2)
working days after
payment.

2.3 Receive the proof
of payment of the
license fee.

Account Officer,
SPRD/IBSG

C. Submission of Letter-Request for the Issuance of the COA to Register the AOl and BL with

the SEC
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME225 RESPONSIBLE
3. Submit a letter None Half working
requesting for the day
issuance of Certificate
of Authority to register
with SEC together with
documentary
requirements.
3.1 Electronic
Submission
3.1.1 Submit a scanned | 3.1.2 Log-in and open Account Officer,
copy of the application the SPRD/IBSG email SPRD/IBSG
letter and documentary | account
requirements to
sprd@bsp.gov.ph or 3.1.3 Transfer email in Account Officer,
ibsg@bsp.gov.ph (for the SPRD’s/IBSG’s SPRD/IBSG
Islamic banking license). | sub-folder
3.1.4 Encode Account Officer,
application in the SPRD/IBSG
Document Tracking
System?3!
3.2 Through personal None Half working
filing at the FSS day

Counter?®? at BSP
Manila

3.2.1 Proceed to FSS
Counter. Get queue
number and wait to be
called. Once called,
present all the

3.2.1 Receive and
stamp date and time
of receipt.

Administrative
Officer FSAD-
FOSD

21 The Reference Number generated shall serve as the unique number assigned to the entity’s

application.

22 The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM.
The working days/hours may be subject to change depending on government advice and the
BSP work arrangements based on the circumstances (e.g., quarantine classification with
regards to the COVID-19 pandemic, etc.). Kindly refer to www.bsp.gov.ph for announcements
on changes in working days/hours.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME225 RESPONSIBLE
documentary
requirements. 3.2.2 Record receipt Administrative
of application. Officer FSAD-
FOSD
3.2.3 Forward Administrative
documents to Officer FSAD-
SPRD/IBSG. FOSD
3.2.4 Encode Account Officer,
application in the SPRD/IBSG
Document Tracking
System?33
3.3 Mail/Courier None Half working
day

3.3.1 Send the
application letter
together with
documentary
requirements.

3.3.1 Receive and
stamp date and time
of receipt.

3.3.2 Record receipt
of application.

3.3.3 Forward
documents to
SPRD/IBSG.

3.3.4 Encode
application in the
Document Tracking
System?234

Administrative
Officer FSAD-
FOSD

Administrative
Officer FSAD-
FOSD

Administrative
Officer FSAD-
FOSD

Account Officer,
SPRD/IBSG

4. Preliminary
assess the
completeness of the
submitted documents
vis-a-vis checklist of

Account Officer,
SPRD/IBSG

233 The Reference Number generate shall serve as the unique number assigned to the entity’s

application.

%4 The Reference Number generated shall serve as the unique number assigned to the entity’s

application.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME225 RESPONSIBLE

documentary

requirements.
4.1 Receive return letter | 4.1If deficient None 1 working Account Officer,
together with the Day SPRD/IBSG
submitted documents. Release letter?3®

returning the

application and its

accompanying

documents to FOSD.

Email advance copy

Administrative

Process and release Officer FSAD-

documents to the ASD, FOSD

BSP for mailing.
4.2 Receive email on 4.21f complete None 1 working Account Officer,
Acknowledgement day SPRD/IBSG
letter. Release

acknowledgement

letter?36 through

SPRD/IBSG official

email.

5. Assess the None 1 working Account Officer,

application and day?38 SPRD/IBSG

determine if application
fully satisfies the
formal and
substantive?¥’
requirements of
relevant laws, rules
and regulations.

25 May be transmitted through BSP official e-mails, as applicable.
2% The date of the acknowledgment letter is the start of the 15 working days processing time.

27 May involve referral to appropriate departments of the BSP.

238 Reckoned from the date of receipt by the SPRD/IBSG.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME225 RESPONSIBLE

5.1  Review the None 12 working Account Officer,

submitted documents days SPRD/IBSG

and refer for legal

review for comments/

suggestions

5.2  If with legal 1 working Account Officer,

issues, prepare letter day SPRD/IBSG

informing the client of

the comments/

suggestions on the

proposed AOI and BL
5.2.1 Receive advance | 5.2.1 Email advance Account Officer,
copy via email. copy of letter. SPRD/IBSG
5.2.2 Receive hard 5.2.2 Process and Administrative
copy of the letter release documents to Officer FSAD-
together with the the FOSD for mailing. FOSD
submitted documents
6. Submit revised 6. Receive revised None 12 working Account Officer,
documents in proposed AOI/BL and days?3° SPRD/IBSG
compliance with the assess applicant’s
comments/suggestions. | compliance with the

comments/suggestions
7. Wait for the 7. Endorse the Account Officer,
approval of the revised | revised AOI/BL SPRD/IBSG
AOI/BL documents for legal

review/comments, as

may be applicable.
D. Preparation of COA to Register AOIl and BL with SEC

8. Once the AOI None 1 working Account Officer,

and BL satisfies the day Division Head/

formal and substantive

Group Head/

239 Processing time of 15 working days will again start from the time the SPRD/IBSG receives the
revised AOIl and BL.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME225 RESPONSIBLE
requirements of Department
relevant laws, rules Head,
and regulations, SPRD/IBSG
prepare and issue
letter and COA to
Register (original and
BSP copy) certifying
approval of the bank’s
authority to register
the AOI and BL of the
bank with the SEC.
8.1  Receive the 8.1 Through email, Account Officer,
advance copy of the release scanned copy SPRD/IBSG
letter, signed COA to of the letter, signed
Register, and AOI/BL COA to Register, and
AOI/BL.
9. Receive original copy Administrative
of letter and, signed Officer FSAD-
COA to Register and FOSD
AOI/BL to authorized
representative
9.1 Pick-up by 9.1 Release original
authorized copy of letter, signed
representative COA to Register and
AOI/BL to authorized
Present letter of representative
authority and valid
identification card
9.2 Mail/Courier
Process and release
documents to ASD,
BSP for mailing
TOTAL
END OF TRANSACTION
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Stage 3 — Application for the Issuance of Certificate of Authority to Operate a Bank in the
Philippines

A. DOCUMENTARY REQUIREMENTS (Submit two original copies, unless otherwise
specified)

1. Within one (1) year from receipt of advice of approval | Applicant
by the Monetary Board of their application for authority
to establish the bank, the organizers shall:

a. Complete the establishment of the bank premises,
with the applicable minimum security measures
under Section 147 (Minimum security measures)
and requirements under Batas Pambansa Blg.
344241 and Republic Act No. 9994242

b. Effect and complete the recruitment and hiring of | Applicant
officers and employees of the bank;

c. Attend the briefing on BSP reportorial requirements | Applicant
conducted by the appropriate department of the
BSP together with the relevant officers of the bank;

d. Attend the briefing on Anti-Money Laundering | Applicant
(AML) registration and reportorial requirements
conducted by the AML Council Secretariat
(AMLCS) together with the relevant officers of the
bank; and

e. Submit the letter requesting the issuance of COA to
Operate the bank and the following documentary
requirements at least thirty (30) calendar days
before the scheduled start of operations:

i. Proof of registration of AOI and BL with the SEC,;

ii. Certification signed by all the directors stating | SEC

that —

1. All the conditions of the approval to establish the | Applicant
proposed bank have been complied with;

2. The policies, and procedures covering all risk
areas; internal controls, information technology,
accounting systems, and business continuity plan
that have been approved by the board of directors
are in place upon start of operations;

240 Please note that the BSP does not prescribe any format on the required documents, unless
otherwise indicated.
241 An Act to Enhance the Mobility of Disabled Persons by Requiring Certain Buildings, Institutions,
Establishments and Public Utilities to Install Facilities and Other Devices.
242 An Act Granting Additional Benefits and Privileges to Senior Citizens.
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Stage 3 — Application for the Issuance of Certificate of Authority to Operate a Bank in the

Philippines

3. The necessary bond policy on custodial officers

Vii.

viii.

and insurance policy on bank properties required
to be insured have been obtained:;
All pre-operating requirements under existing laws
and regulations, which include among others: (a)
use of business name; (b) posting of schedule of
banking days and hours, notice to depositors on
clearing cut-off time, and disclosure statement on
loan/credit transaction; (c) Batas Pambansa Blg.
344 and Republic Act No. 9994; (d) minimum
security measures; and (e) publication of
consumer assistance management system have
been complied with; and
No person who is the spouse or relative within the
second degree of consanguinity or affinity will be
appointed to any officership positions across the
following functional categories in the bank: (a)
decision making and senior management function,
(b) treasury function, (c) recordkeeping and
financial reporting function, (d) safekeeping of
assets, (e) risk management function, (f)
compliance function, and (g) internal audit
function.

Proof of compliance with all the pre-operating

requirements under existing rules and regulations in

relation to Item “(ii) (d)” above;

. List of principal and junior officers and their

respective designations and salaries;

. Ownership and governance structure;
Vi.

Contract of lease on bank’s premises, if the same
are to be leased;

List of stockholders stating the number and
percentage of voting stocks owned by them as well
as their citizenships;

Certification from the Philippine Deposit Insurance
Corporation (PDIC) stating that the organizers have
undergone a briefing on all of its requirements;

. Copy of the Alien Employment Permit (AEP) or

other applicable document issued by the
Department of Labor and Employment for foreign
directors and officers;

Applicant

Applicant

Applicant
Applicant

Applicant

PDIC
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Stage 3 — Application for the Issuance of Certificate of Authority to Operate a Bank in the
Philippines

x. Provisional certificate of registration from the | DOLE
AMLCS;

xi. Copy of SEC-issued license to transact business in
the Philippines; and

xii. For IBs, submit the BOD-Approved Appointment of | AMLCS
Members of the Shari’ah Advisory Council (SAC) or
a BOD-Approved Appointment of Shari'ah | SEC
Advisor/Consultant, in case the bank opted for the
regulatory incentive for 3 years without the SAC. | Applicant
This should be accompanied by deed of
undertaking that the bank has adopted an adequate
risk management systems and internal controls;
and necessary policies and procedures, information
system and documentation that support the offering
of Islamic banking products and services.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME?*3

PERSON
RESPONSIBLE

Stage 3 — Application for the Issuance of Certificate of Authority (COA) to Operate a Bank?*

A. Attend Briefing on the BSP Reportorial Requirements?+

1. Coordinate and 1. Coordinate and finalize None Half working Account
finalize with SPRD/IBSG | schedule of briefing of day Officer,
Account Officer the reportorial requirements SPRD/IBSG
schedule of briefing and | and send confirmation e-
confirm attendance.?4® mail to applicant on the

date, time and venue

(e.g., BSP conference

rooms, video conference)

of the briefing.
2. Attend the scheduled | 2. Conduct briefing on None 1 working | Bank Officers
briefing with the relevant | BSP reportorial day Various BSP
officers of the bank requirements. Department/
based on the agreed Offices

schedule.

B. Submission of Letter-Request for the Issuance of COA to Operate?*’

243 Total processing time may be extended once for another five (5) working days. Prior to the
lapse of the processing time, a written notification of the reason for extension, if any, and final
date of release of decision, shall be sent to and signed by the applicant. In the event that
securing a written notification and acknowledgment from the applicant is not feasible, all means
of communication available shall be exhausted to ensure that the applicant is properly notified.
Total processing time shall be suspended and appropriate adjustments shall be made in case
of delays due to force majeure or natural or man-made disasters, which result in damage or
destruction of documents and/or system failure. The applicant will be notified in writing and
through other means of communication of the suspension of the processing time without any

delay.

244 The date of the acknowledgment letter is the start of the 5 working days processing time.

245 This is not part of the 5 working days processing time.

246 Names of attendees with their brief background and/or picture should be submitted to the
SPRD/IBSG through email at least one (1) week before the briefing.

247 Reckoned from the date of receipt by the SPRD/IBSG. Not part of the 5 working days

processing time.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME243 RESPONSIBLE

3. Submit a letter- None Half working

request for the day

application for the

issuance of COA to

Operate together with

documentary

requirements.

3.1 Electronic

Submission

3.1.1 Submit a scanned

copy of the application 3.1.1 Log-in and open Account

letter and documentary the SPRD/IBSG email Officer,

requirements to account. SPRD/IBSG

sprd@bsp.gov.ph or

ibsg@bsp.gov.ph (for 3.1.2 Transfer email in Account

Islamic banking license). | the SPRD’s//IBSG’s sub- Officer,
folder SPRD/IBSG
3.1.3 Encode receipt of Account
application in the Officer,
Document Tracking SPRD/IBSG
System.?48

3.2 Through personal None Half working

filing at the FSS day

Counter?4® at BSP
Manila

3.2.1 Proceed to FSS
Counter. Get queue
number and wait to be
called. Once called,

3.2.1 Receive and
stamp date and time of
receipt.

Administrative
Officer FSAD-
FOSD

248 The Reference Number generated shall serve as the unique number assigned to the entity’s

application.

249 The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM.
The working days/hours may be subject to change depending on government advice and the
BSP work arrangements based on the circumstances (e.g., quarantine classification with
regards to the COVID-19 pandemic, etc.). Kindly refer to www.bsp.gov.ph for announcements
on changes in working days/hours.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME243 RESPONSIBLE
present all the 3.2.2 Record receipt of Administrative
documentary application. Officer FSAD-
requirements. FOSD
3.2.3 Forward Administrative
documents to Officer FSAD-
SPRD/IBSG. FOSD
3.2.4 Encode receipt of Account
application in the Officer,
Documentary Tracking SPRD/IBSG
System?50
3.3 Mail/Courier None Half working
day

3.3.1 Send the

3.3.1 Receive and

Administrative

application letter stamp date and time of Officer FSAD-

together with receipt. FOSD

documentary

requirements. 3.3.2 Record receipt of Administrative
application. Officer FSAD-

FOSD

3.3.3 Forward Administrative
documents to Officer FSAD-
SPRD/IBSG. FOSD
3.3.4 Encode application Account
in the Document Tracking Officer,
System?%’ SPRD/IBSG
4 Preliminary assess Account
the completeness of the Officer,
submitted documents vis- SPRD/IBSG

20 The Reference Number generated shall serve as the unique number assigned to the entity’s

application.

%1 The Reference Number generated shall serve as the unique number assigned to the entity’s

application.

208




FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME243 RESPONSIBLE
a-vis checklist of
documentary
requirements.
4.1 Receive return letter | 4.1 If deficient None 1 working Account
together with the day?% Officer,
submitted documents. Release®? letter SPRD/IBSG
returning the application
and its accompanying
documents. Release
letter to FOSD.
Process and release Administrative
documents to the ASD, Officer FSAD-
BSP for mailing. FOSD
4.2 Receive emailon | 4.2 If complete None 1 working Account
Provisional Receipt day?%° Officer,
application Release Provisional SPRD/IBSG
Receipt?®? through
SPRD/IBSG official email
(advance copy)
C. Submission of Complete Documentary Requirements?%°
5 Evaluate the Account
application and determine Officer,
if application fully SPRD/IBSG

satisfies the formal and
substantive25”
requirements of relevant
laws, rules and
regulations

22 May be transmitted through BSP official e-mails, as applicable.

253 A separate acknowledgement letter shall be issued upon determination of the completeness
of application documents, both in form and substance.
254 Not part of the 5 working days processing time.

255 Not part of the 5 working days processing time.

25 The date of the acknowledgment letter is the start of the 5 working days processing time.
257 May involve referral to appropriate departments of the BSP.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME243 RESPONSIBLE
5.1 Receive 5.1 Release 1 working Account
Acknowledgment Letter | Acknowledgment Letter day?°8 Officer,
via email, courier, or informing the applicant SPRD/IBSG
authorized that after evaluation of
representative and the application and
confirm/sign proof of determination of
receipt sufficiency of application
and submitted
requirements in form and
substance, the BSP finds
the same as complete in
form and substance,
hence, the BSP will now
proceed to the issuance
of COA
5.2  Email advance Account
copy of letter, as Officer,
necessary SPRD/IBSG
5.3 Process and Account
release documents to the Officer,
FOSD for mailing SPRD/IBSG
D. Issuance of COA to Operate
6 Prepare and None 1 working Account
review memorandum to day Officer,
appropriate BSP Division Head/
approving/signing Group Head/
authority and elevate for Department
signature of COA. Head,
SPRD/IBSG
7 Receive a copy of None 2 working | BSP approving
documents showing days and signing
decision of the BSP authorities
approving authority
8 Prepare and None 1 working Account
process notification letter day Officer,
to applicant indicating SPRD/IBSG

258 Reckoned from the date of receipt by the SPRD/IBSG.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME243 RESPONSIBLE
conditions of the
approval.
8.1 Receive the 8.1 Through email, Account
advance copy of letter release scanned copy of Officer,
and signed COA. letter and signed COA. SPRD/IBSG
9. Receive original copy
of letter and signed
COA.
9.1 Pick-up by 9.1 Release original copy Administrative
authorized of letter and signed COA Officer FSAD-
representative to authorized FOSD/Account
representative Officer,
Present letter of SPRD/IBSG
authority and valid
identification card
9.2 Mail/Courier
Process and release
documents to ASD, BSP
for mailing.
TOTAL
END OF TRANSACTION

How to send feedbacks and
complaints?

SPRD/IBSG,
transaction code and input it in the
Feedback Corner of the BSP website at
www.bsp.gov.ph to

FSS  will

For Feedback/Complaints on Processing of
Services Enrolled in the BSP Citizen’s
Charter:

structured form online.

provide a

fill-out

the

How feedbacks and
complaints are processed?

Feedback and complaints may be filed
through the following:

1. Bangko Sentral ng Pilipinas:
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» Feedbacks and complaints sent through
the BSP website

= Utilize the Feedback Management
System by visiting www.bsp.gov.ph
and click on “Feedback” in the Quick
Links section at the bottom of the page
or thru the BSP Mail at
bspmail@bsp.gov.ph

FMS designate/alternate shall encode
the action taken from receipt of negative
feedback.

If negative feedback is more than 20% of

the day’s number of respondents,

o FMS designate/alternate of the
FOSD, FSS generates and endorses
the Daily i-Report within a day (24
hours) to the Servicing
Department/Office (SDO) Head and
other concerned personnel to review
and reply to the concerned issue.

o Action Report (i.e., with information
on action to be taken and target date
of completion/resolution) approved
by the SDO Head is transmitted to
Feedback Management Unit through
the Director of the Economic and
Financial Learning Center (EFLC)
within two (2) working days from
receipt of negative
feedback/complaint.

In case the feedback/complaint is within
the purview of another department/office
of the BSP, the FMS
Designate/Alternate of FOSD, FSS
requests transfer of feedback to
appropriate department/office thru the
FMS. Request for transfer is done within
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one (1) working day from receipt of
negative feedback/complaint.

Feedback and complaints sent through
the paper-based FMS structured form

FMS designate/alternate of FOSD, FSS
will scan the accomplished paper-based
structured form and upload it in the
system within one (1) working day from
receipt.

Handling of negative feedback/ complaint
received through the paper-based FMS
structured form and through the BSP
website are the same.
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Supervisory Policy and
Research Department
(SPRD)

. Presidential Complaint Center (PCC),
Office of the President

. Complaints Action Center, Anti-Red

. Contact Center ng Bayan (CCB)

Bahay Ugnayan, J.P. Laurel Street
Malacanang, Manila

Telephone: +63(2)-8736-8645; +63(2)-
8736-8603; +63(2)-8736-8629; +63(2)-
8736-8621

Telefax: +63(2)-87368621

E-mail: pcc@malacanang.gov.ph

Tape Authority

Ground Floor, HPGV Building (Formerly
Accelerando), 395 Senator Gil J. Puyat

Avenue, 1200 Makati City

Telephone: +63(2)-8478-5091; +63(2)-

8478-5099

E-mail: complaints@arta.gov.ph

Public Assistance and Information
Office, Civil Service Commission, CSC
Building, IBP Road, Constitution Hills,
1126 Quezon City

Hotline: 8888

SMS: 0908-8816565

Telephone: 1-6565

E-mail:
email@contactcenterngbayan.gov.ph
Website:
www.contactcenterngbayan.gov.ph

9th floor, Multi-storey
Building

Bangko Sentral ng
Pilipinas

A. Mabini Street

BSP Trunkline:

(+632) 8811-1277
Local: 2766, 2687 and
2679
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1004 Malate, Manila

Islamic Banking
Supervision Group
(IBSG)

8th Floor, Multi-storey
Building

Bangko Sentral ng
Pilipinas

A. Mabini St., Malate,
Manila 1004

BSP Trunkline:
(+632) 8811-1277
Local: 2147 or 2148

Direct Lines:
(+632) 5306-2147 and
(+632) 5306-2148

FSS Operations Support
Department (FOSD)

Frontline Services
Administration Division
(FSAD)

Budget and Finance
Administration Division
(BFAD)

4t Floor, Multi-storey
Building

Bangko Sentral ng
Pilipinas

A. Mabini St., Malate,
Manila 1004

BSP Trunkline:
(02) 8811-1277
Local 2616 and 2787

Direct Lines: (02) 5306-
2616
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5. Application for Grant of Authority to Establish a Foreign Bank
Branch (Updated)

The application for grant of Authority to Establish a Foreign Bank Branch constitutes a
2-stage process.

e Stage 1 refers to the application for BSP approval to establish a foreign bank
branch with processing time of 20 working days.

e Stage 2 refers to the application for the issuance of Certificate of Authority to
Operate a foreign bank branch with processing time of 5 working days.

Applications for Authority to Establish a Foreign Bank Branch are subject to processing
fee?® of P500,000.00 upon submission of the application (Stage 1) and license fee?®° of
P25,000,000 (under Stage 2), as shown in the table below?6":

Processing fee P 500,000.00

License fee P 25,000,000.00

29 The processing fee shall be non-refundable.

20 The license fee, net of the processing fee, shall be paid after the Monetary Board has
approved said application.

261 The establishment of an Islamic Bank shall also be subject to the payment of appropriate application

and license fees for universal banks (UBs) as prescribed under Section 102 and Appendix 2 of the
MORB, as applicable.
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1. Establishment of a Foreign Bank Branch

Foreign bank application for authority to establish a branch (Mode 3) with full banking
authority under Republic Act (R.A.) No. 7721262, as amended by R.A. No. 10641263,

Office or Division: Supervisory Policy and Research Department (SPRD)
Islamic Banking Supervision Group (IBSG)
Classification: Highly Technical
Type of Transaction: | G2B — Government-to-Business
Who may avail: Foreign bank applicants that meet the entry criteria provided
under R.A. No. 10641.
CHECKLIST OF REQUIREMENTS?% | WHERE TO SECURE

Stage 1: Application for BSP approval to establish a foreign bank branch in the
Philippines

A. DOCUMENTARY REQUIREMENTS (Submit two (2) original copies)

1. The application letter shall be Applicant
accompanied by a document which
describes in meaningful details the
foreign bank’s —

a. Contribution to the Philippine Applicant
economy

b. Contribution to the local banking | Applicant
industry, including undertaking to
share banking technology

c. Corporate Plan Applicant
i. Business model
ii. Corporate strategy
iii. Financial projections
(including underlying
assumptions)

262 An Act Liberalizing the Entry and Scope of Operations of Foreign Banks in the Philippines and
for Other Purposes.

263 An Act Allowing the Full Entry of Foreign Banks in the Philippines, Amending for the Purpose
Republic Act No. 7721. The BSP issued the corresponding implementing rules and regulations
under Circular No. 858 dated 21 November 2014.

264 With asterisk (*) - Documents issued outside the country shall be apostilled or consularized,
as applicable.
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CHECKLIST OF REQUIREMENTS?%4

WHERE TO SECURE

. Financial capability and
ownership structure

a. Latest annual report;

b. Basic corporate background:

i. Date and place of
incorporation;

ii. Number of branches and
agencies in the home
country;

iii. List of foreign branches,
agencies, other offices,
parent
(if any), subsidiaries and
affiliates, and their location
and line of business (if
different from banking);
and

iv. Range of banking services
offered.

. Articles of Incorporation and by-
laws;

Major stockholders and their
corresponding percentage of
ownership;

. List of directors and principal
officers as well as their respective
citizenship; and

. Latest audited financial

statements; and

Proof of financial capacity and
fitness of other investors in the
bank such as audited financial
statements and business
references.

Applicant

2. Head Office Guarantee*

Applicant

Copy of the prescribed form may be
downloaded from the BSP website under the
section on Requlations - Guidelines on the
Establishment of Banks (bsp.gov.ph)
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CHECKLIST OF REQUIREMENTS?%4

WHERE TO SECURE

3.

Certification from the foreign bank
applicant’'s home country supervisory
authority that™*:

a. It has no objection to the foreign
bank’s investment;

b. It will provide the Bangko Sentral
ng Pilipinas with relevant
supervisory information, including
derogatory information, related to
the applicant bank, to the extent
allowed under existing laws;

c. The foreign bank applicant is
compliant with the capital
requirements as prescribed by
the laws and regulations of its
country of origin; and

d. Philippine banks may establish
subsidiaries and/or branches in
the foreign bank applicant’s home
country, subject to compliance
with the host country’s rules and
regulations governing admission
generally applicable to all foreign
banks.

Applicant bank’s home country supervisory

authority

Transition Plan (for existing foreign
banks opting to change their original
mode of entry)

Applicant

Board resolution authorizing the

foreign bank applicant to (i) establish
a branch; and (ii) designate person/s
who will represent the foreign bank;*

Applicant

Certification from the foreign bank
applicant’s Corporate Secretary or
any officer holding equivalent
position containing the information
that the bank is widely owned and
publicly-listed;*

Applicant
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CHECKLIST OF REQUIREMENTS?%4

WHERE TO SECURE

7. Certification by the responsible
officer of the Home Country Stock
Exchange that the foreign bank
applicant is listed therein;*

Applicant bank’s home country stock
exchange

8. Authority to obtain information from
other relevant regulatory authorities;*

Certification from the applicant’s Head Office
giving BSP the authority to obtain other
information from other relevant regulatory
authorities

9. In addition to the foregoing
requirements, an applicant seeking
for a digital banking license shall also
meet the following:

(1) Demonstrate capacity to offer
unique value proposition, or
develop new and innovative
business models that are
currently not offered or accessed
by existing players. A foreign
applicant with a solid background
and good track record on digital
banking may be considered as
having the capacity to offer new
value proposition, provided that
its business model is currently not
offered in the country;

(2) Exhibit significant potential of
proposed product and service
offerings in reaching broader
clientele, particularly, the
untapped or underserved market
segments; and

(3) Display sufficient capabilities and
readiness to deploy their digital
solutions and to sustainably grow
their business within the
Philippine context.

The applicant seeking a digital bank
license must ensure that a detailed
review and assessment of its
supporting information technology
(IT) systems and infrastructure vi-a-

Applicant
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CHECKLIST OF REQUIREMENTS?%4

WHERE TO SECURE

vis its digital banking business model
shall be performed by a competent
independent third-party IT expert.
Said technical review shall cover a
comprehensive assessment of the
design, security controls, scalability,
and resilience capability of the IT
infrastructure, network, application,
database, security systems,
AML/CFT measures and other
applicable technologies supporting
the digital banking operations. A copy
of the assessment and technical
reports shall be submitted to the
Bangko Sentral as part of the
application requirements.

The applicant seeking a digital bank
license shall, likewise, submit the
applicable requirements in offering
Electronic Payments and Financial
Services (EPFS) as enumerated
under Sec. 701 (Requirements for
the grant of authority to offer EPFS)
and Appendix 136, including the list
and nature of material outsourcing
arrangements.

10.In addition to the foregoing

requirements, the applicant seeking
for Islamic banking license shall
submit a deed of undertaking to
establish a Shari'ah Governance
Framework (SGF) as prescribed by
the Bangko Sentral appropriate to the
risk profile of the Islamic bank signed
by its appropriate officer.

Applicant

11

. The proposed officers of the bank

shall be subject to qualifications and
other requirements under Sec. 134
(Qualifications of an officer) as well
as confirmation/approval of the
Bangko Sentral pursuant to Sec. 137

Applicant
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CHECKLIST OF REQUIREMENTS?%4 WHERE TO SECURE

(Confirmation of
election/appointment of
directors/officers). The required
certifications and other documentary
proof of qualifications for the
confirmation of the appointment of
officers are shown in Appendix 101,
as follows:

a. Letter-request for Bangko Sentral
confirmation signed by authorized
officer?> with an affirmative
statement that the institution has
conducted a fit and proper test on
the subject directors/officers and
is taking full responsibility thereon
on ensuring that the
director/officer meets the BSP

eligibility
requirements/qualifications;

b. Secretary’s Certification under Applicant bank’s head office and/or regional
oath attesting to the following: office.

a) Resolution of the board of
directors approving the
appointment?6¢; and

b) For foreign appointed officer,
that the corresponding Alien
Employment Permit issued by
the Department of Labor and
Employment was secured.

265 Authorized signatory is the Chief Executive Officer (CEO)/President or its equivalent rank of the
institution, except for appointment of CEO/President or its equivalent rank, in which case the authorized
signatory shall be the Chairman of the Corporate Governance Committee or of the Board of Directors, as
may be applicable.

26 |n case of foreign bank branches, consularized letter of appointment of the officer concerned
from the Head Office and/or Regional Office.
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CHECKLIST OF REQUIREMENTS?%4

WHERE TO SECURE

c. Biographical data with a
photograph (2" x 2”) taken within
the last 6 months;

Applicant

Copy of the prescribed form may be
downloaded from the BSP website under the
Forms section of Regulations - Guidelines on
the Establishment of Banks (bsp.gov.ph)

d. Certification under oath of the
subject officer that:

a) He/She possesses all the
qualifications and none of the
disqualifications to become an
officer; and

b) For an officer holding
concurrent positions in
government/government
owned and controlled
corporations (GOCC), that a
written permission from the
government agency as
required by the Civil Service
Commission?®” allowing
him/her to become an officer
of the BSFI was obtained and
provided to the BSFI;

Applicant

e. For first time officers to be subject
to Bangko Sentral confirmation in
a particular bank/banking group
as defined in Sec. 137, duly
accomplished notarized
authorization form for querying
the Bangko Sentral records for
screening applicants and

Applicant
Please follow the format indicated in:
Appendix 80 of the MORB.

http://www.bsp.gov.ph/downloads/Regulations/guide
lines/Biographical Data.pdf

267 Unless the director/officer obtain the necessary permission from the proper authority (i.e., the
agency head), outside employment or interest in another entity, public or private, is legally
restricted under Section 7(b) of R.A. No. 6713 (Code of Conduct and Ethical Standards for
Public Officials and Employees) and Section 18, Rule XllI of the Revised Omnibus Rules on

Appointments and Other Personnel Actions.
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CHECKLIST OF REQUIREMENTS?%4

WHERE TO SECURE

confirming appointments of
directors and officers.

12.Payment or proof of payment of non-
refundable processing fee.

Applicant
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME®®

PERSON
RESPONSIBLE

Stage 1: Application for BSP approval to establish a foreign bank branch in the

Philippines

A. Submission of Letter-Request and Documentary Requirements

1. Submit an
application for
authority to establish a
foreign bank branch
together with
documentary
requirements.

1.1 Electronic
Submission

1.1.1 Submita
scanned copy of
application letter and
documentary
requirements to
sprd@bsp.gov.ph or
ibsg@bsp.gov.ph (for
Islamic banking
license).

1.1.1 Log-in and open
the SPRD/IBSG email
account

1.1.2 Transfer email in
the SPRD’s/IBSG’s
sub-folder

1.1.3 Encode
application in the
Document Tracking
System.?%°

None

Half working
day

Account
Officer,
SPRD/IBSG

Account
Officer,
SPRD/IBSG

Account
Officer,
SPRD/IBSG

268 Total processing time may be extended once for another twenty (20) working days. Prior to
the lapse of the processing time, a written notification of the reason for extension, if any, and
final date of release of decision, shall be sent to and signed by the applicant. In the event that
securing a written notification and acknowledgment from the applicant is not feasible, all means
of communication available shall be exhausted to ensure that the applicant is properly notified.

Total processing time shall be suspended and appropriate adjustments shall be made in case
of delays due to force majeure or natural or man-made disasters, which result in damage or
destruction of documents and/or system failure. The applicant will be notified in writing and
through other means of communication of the suspension of the processing time without any

delay.

269 The Reference Number generated shall serve as the unique number assigned to the entity’s

application.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS i TIMEZS? RESPONSIBLE
1.2  Through None Half working
personal filing at the day

FSS Counter?’® at BSP

Manila

1.2.1 Proceed to FSS
Counter. Get queue
number and wait to be
called. Once called,
present all the
documentary
requirements.

1.2.1 Receive and
stamp date and time of
receipt.

1.2.2 Record receipt of
application.

1.2.3 Forward
documents to
SPRD/IBSG.

1.2.4 Encode receipt
of application in the

Administrative
Officer,
Frontline
Services
Administration
Division
(FSAD) — FSS
Operations
Support
Department
(FOSD)

Administrative
Officer FSAD-
FOSD

Administrative
Officer FSAD-
FOSD

Account
Officer,
SPRD/IBSG

20 The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM.
The working days/hours may be subject to change depending on government advice and the
BSP work arrangements based on the circumstances (e.g., quarantine classification with
regards to the COVID-19 pandemic, etc.). Kindly refer to www.bsp.gov.ph for announcements
on changes in working days/hours.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME268 RESPONSIBLE
Documentary Tracking
System?"1,
1.3 Mail/Courier None Half working
day

1.3.1 Send the

1.3.1 Receive and

Administrative

application letter stamp date and time of Officer FSAD-
together with receipt. FOSD
documentary
requirements. 1.3.2 Record receipt of Administrative
application Officer FSAD-
FOSD
1.3.3 Forward Administrative
documents to Officer FSAD-
SPRD/IBSG FOSD
1.3.4 Encode Account
application in the Officer,
Document Tracking SPRD/IBSG
System?72,
B. Preliminary assessment of the completeness of the submitted documents
2. Preliminary Account
assessment of the Officer,
completeness of the SPRD/IBSG
submitted documents
vis-a-vis checklist of
documentary
requirements and
licensing criteria.
2.1 Receive return 2.1 If deficient: None Account
letter together with the Officer,
submitted documents. SPRD/IBSG

21 The Reference Number generated shall serve as the unique number assigned to the entity’s

application.

22 The Reference Number generated shall serve as the unique number assigned to the entity’s

application.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME2: TS

Release letter?’? 1 working
returning the application day?’6
and its accompanying
documents.?’* Release
letter to FOSD. Administrative
Officer FSAD-
Process and release FOSD
documents to the
Administrative Services
Department (ASD),
BSP, for mailing.

2.2 Receive email on 2.2 If complete: None Account
Provisional Receipt Officer,
application. Release Provisional SPRD/IBSG
Receipt through
SPRD/IBSG official e- 1 working
mail.?’® Advise the day?’’
applicant to coordinate
with SPRD/IBSG on the
schedule of
presentation

273 May be transmitted through BSP official e-mails, as applicable.

274 The letter enumerates the deficiencies and missing requirements and informs the applicant
that the application is considered “closed”, without prejudice to re-submission of application
with complete documentary requirements.

275 A separate acknowledgment letter signifying acceptance of complete application shall be sent
once determination of completeness of application in form and substance. The provisional
receipt signifies receipt of application and accompanying documents, subject to further
preliminary assessment to determine if application fully satisfies the formal and substantive
requirements of relevant laws, rules and regulations.

276 The 1 working dayto release the letter will apply after completion of the preliminary
assessment of the completeness of the submitted documents vis-a-vis checklist of
documentary requirements and compliance with the licensing criteria. The completion of this
assessment is upon receipt of the signed letter by an account officer from the approving/signing
authority.

277 The 1 working day to release the letter will apply after completion of the preliminary
assessment of the completeness of the submitted documents vis-a-vis checklist of
documentary requirements and compliance with the licensing criteria. The completion of this
assessment is upon receipt of the signed letter by an account officer from the approving/signing
authority.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS ERAT TIME2es e
C. Presentation to the BSP Management?’®
3. Presentation to the None 1 working day Account
BSP Management Officer,
SPRD/IBSG

3.1 Coordinate and
finalize with
SPRD/IBSG Account
Officer the scheduled
of presentation and
confirm attendance.2’®

3.1 Coordinate and
finalize schedule of
presentation of
business model to BSP
and send confirmation
e-mail to applicant on
the date, time and
venue (e.g., BSP
conference rooms,
video conference) of
the presentation.

28 This is scheduled based on the common availability of the BSP Management and the
applicant. This step is part of the preliminary screening and not part of the 20 working days

processing time.

279 A copy of presentation materials, names of attendees with their brief background and/or picture
should be submitted to the SPRD/IBSG through email at least one (1) week before the
scheduled presentation.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME268 RESPONSIBLE
3.2 Presentto BSP 3.2 Attend the None 1 working day BSP
officials the overview presentation and Management/
and business plan for | assess the applicant’s SPRD/IBSG
the proposed bank business plan. Officers
and other information
relevant to the
application.280
D. Payment of Processing Fee
4. Pay the applicable Please 1 working
processing fee. refer to the day?83
amount of
4.1 Request Order of 4.1 Request OP processing Account
Payment (OP) number | Number from the fee Officer,
from the SPRD/IBSG Administrative Officer, indicated SPRD/IBSG
Budget and Finance above

4.2 Receive Order of
Payment (OP) number
and pay through the
following payment
options:
a. Settlement banks

i. Over-the-Counter

(OTC)?81

Administration Division
(BFAD) — FOSD

4.2 Process the
request for OP Number
using the New Order of
Payment System
(NOPS) and return the
OP template with the
OP Number to the
requesting department.

The NOPS
automatically generates
the OP Number and
sends notification to the

Administrative
Officer, BFAD-
FOSD

280 The presentation shall cover the following: ownership structure, including UBOs, of the
proposed bank and its related parties, if any; corporate plan, business model, and results of
the feasibility study; governance structure (i.e., board of directors and senior management);
amount and sources of capitalization; risk management and internal control system; consumer
assistance mechanism; general overview of the AML/CFT measures to be adopted; and other
information relevant to the evaluation of the application.

281 Applicable convenience fee may apply.

28 This is not part of the 20 working days.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME®®

PERSON
RESPONSIBLE

ii. Mobile/Online
Banking (Web
and App)?82

b. Payment gateway
(https://nops.bsp.gov.p

h/nops/)
i. Visa/Mastercard

debit or credit
card

4.3 Provide
SPRD/IBSG the proof
of payment of the
processing fee.

email account of the
client in real-time. Once
payment is made, an
Official Receipt (OR)
shall be emailed to the
client, through the
NOPS, on the following
schedules, as
applicable:
1. If paid through
the settlement
banks via OTC or
Online Banking, one
(1) working day
after payment.
2. If paid through
the payment
gateway via Visa or
Mastercard debit or
credit card, two (2)
working days after
payment.

4.3 Receive the
proof of payment of the
processing fee.

Account
Officer,
SPRD/IBSG

E. Submission of Complete Documentary Requirements?8

282 The settlement bank’s system will send an email and text notification to the client within the

day after payment.

284 The date of the acknowledgment letter is the start of the 20 working days processing time.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS EEE A TIMEZS® RESPONSIBLE
5 Complete the Account
preliminary assessment Officer,
of the application and SPRD/IBSG
determine if application
fully satisfies the formal
and substantive?®®
requirements of
relevant laws, rules and
regulations, taking into
consideration result of
the presentation.
5.1 Receivereturn | 5.1 If deficient: None 1 working
letter together with the day
documents submitted. | Release letter?®® citing Account
deficiencies noted and Officer,
informing that SPRD/IBSG
application is
considered “closed”,
without prejudice to re-
submission of
application with
complete documentary
requirements and
deficiencies already
rectified.
5.1.1 Process and Administrative
release to FOSD for Officer FSAD-
mailing. FOSD
5.2 Receive 5.2 If formally and None 1 working Account
acknowledgment letter | substantively complete day Officer,
via email, courier, or and/or no deficiency: SPRD/IBSG

authorized
representative and
confirm/sign proof of
receipt.

Release
Acknowledgment

285 May involve referral to appropriate departments of the BSP.

286 May be transmitted through BSP official e-mails, as applicable.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME®®

PERSON
RESPONSIBLE

Letter?®” informing the
applicant that after
assessment of the
application, and
determination of
sufficiency of
application and
submitted requirements
in form and substance,
the BSP finds the same
as complete in form and
substance, hence, the
BSP will now proceed
with the detailed
evaluation of the
application and shall
notify the applicant of
the result thereof; and
the date of receipt of
the complete
requirements which is
the date of the
acknowledgment letter

53 Email advance
copy of letter. Release
letter to FOSD.

54 Process and
release documents to
the ASD, BSP for
mailing.

Account
Officer,
SPRD/IBSG

Administrative
Officer FSAD-
FOSD

F. Evaluation and Decision

287 The date of the acknowledgment letter is the start of the 20 working days processing time.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS EEE A TIMEZS® RESPONSIBLE
6. Conduct detailed None 15 working Account
evaluation of the days Officer,
application and prepare SPRD/IBSG
evaluation report and
action documents
6.1 Prepare and Account
review memorandum to Officer,
appropriate BSP Division Head/
approving authority Group Head/
Department
Head,
SPRD/IBSG
6.2 Elevate for Sub-sector
appropriate action on Head and
the application Sector Head
7. Decide on the None 1 working BSP
application and sign day approving and
documents signing
authorities
71 Receive copy of 1 working Account
document showing day Officer,
decision of the BSP SPRD/IBSG

approving/signing
authority
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME268 RESPONSIBLE
8. Prepare and None 1 working Account
process notification day Officer,
letter to the applicant of Division Head/
the decision Group Head/
Department
8.1 If decision is for Head,
approval of application: SPRD/IBSG
Prepare and process
notification letter to
applicant on the
approval of the
authority to establish a
foreign bank branch,
indicating that applicant
may now proceed to the
next stage
8.2 If decision is for Account
denial of application: Officer,
Prepare and process Division Head/
the letter notifying Group Head/
denial of request and Department
stating the reasons Head,
therefor and/or the SPRD/IBSG
deficiencies noted and
informing that
application is
considered “closed”,
without prejudice to re-
submission of
application with
complete documentary
requirements and
deficiencies already
rectified.
9. Receive email | 9. Release None 1 working Account
notification from notification/decision day Officer,
SPRD/IBSG letter through SPRD/IBSG
SPRD/IBSG official

email, through pick-up
or by mail/courier.
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME268 RESPONSIBLE
10.  Receive original Administrative
letter Officer,
FSAD-FOSD/
10.1 Pick up by letter | 10.1 Release original Account
addressee letter Officer,
SPRD/IBSG
Present valid
identification card
10.2 Pick-up by 10.2 Release original
authorized letter to authorized
representative representative
Present Letter of
Authority and valid
Identification card
10.3 Mail/Courier
Process and release
documents to the
Administrative Services
(ASD), BSP, for
mailing.
TOTAL
END OF TRANSACTION

Bank Branch

Stage 2: Application for Issuance of Certificate of Authority (COA) to Operate a Foreign

specified)

A. DOCUMENTARY REQUIREMENTS (Submit two original copies, unless otherwise

foreign bank shall:

1. Within thirty (30) calendar days from receipt of
advice of approval by the Monetary Board
(MB) of their application for authority to
establish a branch in the Philippines, the

a. Deposit with any U/KBs (for KBs and TBs
and digital banks), and any bank (for RBs
and coop banks), and any UB (for Islamic

Applicant
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banks) the initial paid-up capital of the
proposed bank, and submit a copy of the
depository bank’s certification of deposit;

Pay the applicable license fee at the
Bangko Sentral Cash Department (for
cash) or other alternative payment modes
acceptable to the Bangko Sentral, net of
the previously paid application fee and
submit a copy of proof of payment; and

Applicant

Submit a copy of certificate of the inward
remittance of capital.

Applicant

Please follow the format indicated in:
Appendix 10.1 of the Manual of Regulations
on Foreign Exchange Transactions

(FX Manual)
https://www.bsp.gov.ph/SitePages/Regulati
ons/DownloadSection.aspx

2. Within thirty (30) days from issuance by the
BSP of the endorsement letter to the Securities
and Exchange Commission (SEC), the foreign
bank shall file its application with the SEC for a
license to transact business in the Philippines;

SEC

Within one (1) year from receipt of advice of

approval by the MB, the foreign bank shall:
a. Complete the establishment of the bank

premises, with the applicable minimum
security measures under Section 147
(Minimum security measures) and
requirements under Batas Pambansa Blg.
34428 and Republic Act No. 9994289

Applicant

Effect and complete the recruitment and
hiring of officers and employees of the
bank;

Applicant

C.

Attend the briefing on BSP reportorial
requirements conducted by the appropriate
department of the BSP together with the
relevant officers of the bank;

Applicant

d.

Attend the briefing on Anti-Money
Laundering (AML) registration and

Applicant

288 An Act to Enhance the Mobility of Disabled Persons by Requiring Certain Buildings, Institutions,
Establishments and Public Utilities to Install Facilities and Other Devices.
289 An Act Granting Additional Benefits and Privileges to Senior Citizens.
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reportorial requirements conducted by the
AML Council Secretariat (AMLCS)
together with the relevant officers of the
bank; and

e. Submit the letter requesting the issuance
of COA to Operate the bank and the
following documentary requirements at
least thirty days (30) calendar days before
the scheduled start of operations:

i. Certification signed by the Head of the

Branch stating that —

(a) All the conditions of the approval to
establish the proposed bank have been
complied with;

(b) The policies, and procedures covering
all risk areas; internal controls,
information technology, accounting
systems, and business continuity plan
are in place upon start of operations in
the Philippines;

(c) The necessary bond policy on custodial
officers and insurance policy on bank
properties required to be insured have
been obtained;

(d) All pre-operating requirements under
existing laws and regulations, which
include among others: (1) use of
business name; (2) posting of schedule
of banking days and hours, notice to
depositors on clearing cut-off time, and
disclosure statement on loan/credit
transaction; (3) Batas Pambansa Blg.
344 and Republic Act No. 9994; (4)
minimum security measures; and (5)
publication of consumer assistance
management system have been
complied with; and

(e) No person who is the spouse or relative
within the second degree of
consanguinity or affinity will be
appointed to any officership positions
across the following functional
categories in the bank: (1) decision

Applicant

328



making and senior management
function, (2) treasury function,

(3) recordkeeping and financial
reporting function, (4) safekeeping of
assets, (5) risk management function,
(6) compliance function, and (7) internal
audit function.

. Proof of compliance with all the pre-

operating requirements under existing
rules and regulations in relation to ltem
“(i) (d)” above;

Applicant

List of principal and junior officers and
their respective designations and
salaries;

Applicant

Ownership and governance structure;

Applicant

Contract of lease on bank’s premises,
if the same are to be leased;

Applicant

Vi.

Certification from the Philippine
Deposit Insurance Corporation (PDIC)
stating that the organizers have
undergone a briefing on all of its
requirements;

Philippine Deposit Insurance Corporation

Vii.

Alien Employment Permit (AEP) or
other applicable document issued by
the Department of Labor and
Employment for foreign directors and
officers;

Department of Labor and Employment

viii.

Provisional certificate of registration
from the AMLCS;

AMLCS

Copy of SEC-issued license to transact
business in the Philippines; and

Securities and Exchange Commission

For IBs, submit the BOD-Approved
Appointment of Members of the
Shari’ah Advisory Council (SAC) or a
BOD-Approved Appointment of

Applicant
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Shari’ah Advisor/Consultant, in case
the bank opted for the regulatory

incentive for 3 years without the SAC.

This should be accompanied by deed
of undertaking that the bank has
adopted an adequate risk
management systems and internal
controls; and necessary policies and
procedures, information system and
documentation that support the
offering of Islamic banking products
and services.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME*°

PERSON
RESPONSIBLE

Stage 2: Application for the Issuance of Certificate of Authority (COA) to Operate a Foreign

Bank Branch 2°'

A. Certification of Deposit of the Minimum Paid-up Capital/Inward Remittance of Capital

1. Send a copy of the | 1. Receive copy of the None 1 working Account
depository bank’s depository bank’s day?%? Officer,
certification of deposit | certification of deposit and SPRD/IBSG
of initial paid-up certification of the inward
capital and certificate | remittance of capital via
of the inward email
remittance of capital
to the processor of 1.1 Acknowledge receipt
SPRD/IBSG. thereof. Account
Officer,

SPRD/IBSG
B. Payment of License Fee
2. Pay the Please refer 1 working
applicable license fee. to the day?9°

amount of

2.1 Request OP 21  Request OP license fee Account
number from the Number from the BFAD- indicated Officer,
SPRD/IBSG FOSD above SPRD/IBSG

2.2 Receive OP
number and pay

2.2  Process the
request for OP Number

2% Total processing time may be extended once for another five (5) working days. Prior to the
lapse of the processing time, a written notification of the reason for extension, if any, and final
date of release of decision, shall be sent to and signed by the applicant. In the event that
securing a written notification and acknowledgment from the applicant is not feasible, all means
of communication available shall be exhausted to ensure that the applicant is properly notified.

Total processing time shall be suspended and appropriate adjustments shall be made in case
of delays due to force majeure or natural or man-made disasters, which result in damage or
destruction of documents and/or system failure. The applicant will be notified in writing and
through other means of communication of the suspension of the processing time without any

delay.

21 The date of the acknowledgment letter is the start of the 5 working days processing time.

292 Not part of the 5 working days processing time.

2% This is not part of the 5 working days processing time.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME*°

PERSON
RESPONSIBLE

through the following
payment options:
a. Settlement banks
i. OTC?%3
ii. Mobile/Online
Banking (Web
and App)?%
b. Payment gateway
(https://nops.bsp.gov.
ph/nops/)
i.  Visa/Mastercar
d debit or credit
card

2.3 Provide
SPRD/IBSG the proof
of payment of the
license fee.

using the New Order of
Payment System (NOPS)
and return the OP
template with the OP
Number to the requesting
department.

The NOPS automatically
generates the OP Number
and sends notification to
the email account of the
client in real-time. Once
payment is made, an
Official Receipt (OR) shall
be emailed to the client,
through the NOPS, on the
following schedules, as
applicable:

1. If paid through the
settlement banks via OTC
or Online Banking, one (1)
working day after
payment.

2. If paid through the
payment gateway via Visa
or Mastercard debit or
credit card, two (2)
working days after
payment.

2.3  Receive the proof
of payment of the license
fee.

Administrative
Officer,
BFAD/IBSG,
FOSD

Account
Officer,
SPRD/IBSG

293 Applicable convenience fee may apply.

2% The settlement bank’s system will send an email and text notification to the client within the day

after payment.
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FEES TO BE | PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS PAID TIME290 RESPONSIBLE

C. Attend Briefing on the BSP Reportorial Requirements

3. Coordinate and 3. Coordinate and None Half working Account
finalize with finalize schedule of day?%’ Officer,
SPRD/IBSG Account | briefing of reportorial SPRD/IBSG

Officer the schedule requirements and send

of briefing and confirm | confirmation e-mail to
attendance.?% applicant on the date, time
and venue (e.g., BSP
conference rooms, video
conference) of the
briefing.

2% Names of attendees with their brief background and/or picture should be submitted to the
SPRD/IBSG through email at least one (1) week before the briefing.

297 This is not part of the 5 working days processing time.
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FEES TO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME220 RESPONSIBLE
4. Attend the 4. Conduct briefing on None 1 working Bank Officers
scheduled briefing BSP reportorial day?%8 Various BSP
with the relevant requirements. Department/
officers of the bank Offices

based on the agreed
schedule.

D. Submission of Letter-Request for the Issuance of COA to Operate?®®

2% Not part of the 5 working days processing time.

299

processing time.

Reckoned from the date of receipt by the SPRD/IBSG. Not part of the 5 working days
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FEES TO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME220 RESPONSIBLE
5. Submit a letter- None Half working
request for the day
application for the
issuance of COA to
Operate together with
documentary
requirements.
5.1  Electronic
Submission
5.1.1 Submita 5.1.1 Log-in and open Account
scanned copy of the the SPRD/IBSG email Officer,
application letter and | account SPRD/IBSG
documentary
requirements to 5.1.2 Transfer email in
sprd@bsp.gov.ph or | the SPRD’s/IBSG’s sub- Account
ibsg@bsp.gov.ph (for | folder Officer,
Islamic banking SPRD/IBSG
license). 5.1.3 Encode receipt of
application in the Account
Document Tracking Officer,
System.300 SPRD/IBSG
5.2 Through None Half working
personal filing at the day

FSS Counter3! at
BSP Manila

5.2.1 Proceed to

FSS Counter. Get

queue number and
wait to be called.

5.2.1 Receive and stamp
date and time of receipt.

Administrative
Officer, FSAD-
FOSD

300 The Reference Number generated shall serve as the unique number assigned to the entity’s

application.

391 The FSS Receiving Counter at BSP is open during working days from 8:00 AM to 5:00 PM.
The working days/hours may be subject to change depending on government advice and the
BSP work arrangements based on the circumstances (e.g., quarantine classification with
regards to the COVID-19 pandemic, etc.). Kindly refer to www.bsp.gov.ph for announcements
on changes in working days/hours.
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FEES TO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME290 RESPONSIBLE
Once called, present
all the documentary 5.2.2 Record receipt of
requirements. application Administrative
Officer, FSAD-
FOSD
5.2.3 Forward to
SPRD/IBSG. Administrative
Officer, FSAD-
FOSD
5.2.4 Encode receipt of
application in the Account
Documentary Tracking Officer,
System?3%2 SPRD/IBSG
5.3 Mail/Courier None Half working
day

5.3.1 Send the
application letter
together with
documentary
requirements.

5.3.1 Receive and stamp
date and time of receipt.

5.3.2 Record receipt of
application.

Administrative
Officer, FSAD-
FOSD

Administrative
Officer, FSAD-
FOSD

5.3.3 Forward Administrative

documents to Officer, FSAD-

SPRD/IBSG. FOSD
Account

5.3.4 Encode application Officer,

in the Documentary SPRD/IBSG

Tracking System303,

6. Preliminary assess Account

the completeness of the Officer,

submitted documents vis- SPRD/IBSG

302 The Reference Number generated shall serve as the unique number assigned to the entity’s

application.

303 The Reference Number generated shall serve as the unique number assigned to the entity’s

application.
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FEES TO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME220 RESPONSIBLE
a-vis checklist of
documentary
requirements.
6.1 Receive return 6.1 |If deficient None 1 working Account
letter together with day306 Officer,
the submitted Release letter3%4 returning SPRD/IBSG
documents. the application and its
accompanying
documents. Release letter
to FOSD.
Process and release Administrative
documents to the ASD, Officer, FSAD-
BSP for mailing. FOSD
6.2 Receive emailon | 6.2 If complete None 1 working
Provisional Receipt day3%7 Account
application Release Provisional Officer,
Receipt®®® through SPRD/IBSG

SPRD/IBSG official email
(advance copy)

E. Submission of Complete Documentary Requirements3®

7. Evaluate the
application and determine
if application fully satisfies
the formal and

3% May be transmitted through BSP official e-mails, as applicable.

305 A separate acknowledgement letter shall be issued upon determination of the completeness

of application documents, both in form and substance.

306 Not part of the 5 working days processing time.

307 Not part of the 5 working days processing time.

308 The date of the acknowledgment letter is the start of the 5 working days processing time.
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FEES TO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME220 RESPONSIBLE
substantive309
requirements of relevant
laws, rules and
regulations
1 working Account
7.1 Receive day310 Officer,
Acknowledgment 7.1  Release None SPRD/IBSG
letter via email, Acknowledgment Letter
courier, or authorized | informing the applicant
representative and that after evaluation of the
confirm/sign proof of | application and
receipt determination of
sufficiency of application
and submitted
requirements in form and
substance, the BSP finds
the same as complete in
form and substance,
hence, the BSP will now
proceed with the issuance
of COA. Account
Officer,
7.2  Email advance SPRD/IBSG
copy of letter, as
necessary
Administrative
7.3  Process and Officer FSAD-
release documents to the FOSD
FOSD for mailing
F. Issuance of COA to Operate
8. Prepare and review None 1 working Account
memorandum to day Officer,

appropriate BSP
approving/signing
authority and elevate for
signature of COA.

Division Head/
Group Head/
Department
Head,
SPRD/IBSG

309 May involve referral to appropriate departments of the BSP

310 Reckoned from the date of receipt by the SPRD/IBSG.
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FEES TO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME220 RESPONSIBLE
9. Receive a copy of None 2 working BSP approving
documents showing days and signing
decision of the BSP authorities
approving authority
10.  Prepare and None 1 working Account
process notification letter day Officer,
to applicant indicating SPRD/IBSG
conditions of the approval.
10.1 Receive the 10.1  Through email, Account
advance copy of letter | release scanned copy of Officer,
and signed COA. letter and signed COA. SPRD/IBSG
11. Receive original
copy of letter and Administrative
signed COA Officer, FSAD-
FOSD/
11.1 Pick-up by 11.1 Release original copy Account
authorized of letter and signed COA Officer,
representative to authorized SPRD/IBSG
representative
Present letter of
authority and valid
identification card
11.2 Mail/Courier
Process and release
documents to ASD, BSP
for mailing
TOTAL
END OF TRANSACTION
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How to send feedbacks
and complaints?

FOR FEEDBACK/COMPLAINTS ON PROCESSING
OF SERVICES ENROLLED IN THE BSP CITIZEN'S
CHARTER

Input the transaction code to be provided by
SPRD/IBSG, FSS, in the Feedback Corner of the
BSP website at www.bsp.gov.ph and fill-out the
structured form online.

How feedbacks and
complaints are
processed?

Feedbacks and complaints may be filed through
the following:

1. Bangko Sentral ng Pilipinas:

Utilize the Feedback Management System by
visiting www.bsp.gov.ph and click on “Feedback” in
the Quick Links section at the bottom of the page or
thru the BSP Mail at bspmail@bsp.gov.ph

FMS designate/alternate shall encode the action
taken within from receipt of negative feedback.

If negative feedback is more than 20% of the day’s

number of respondents,

o FMS designate/alternate of the FOSD, FSS
generates and endorses the Daily i-Report within
a day (24 hours) to the Servicing
Department/Office (SDO) Head and other
concerned personnel to review and reply to the
concerned issue.

o Action Report (i.e., with information on action to
be taken and target date of
completion/resolution) approved by the SDO
Head is transmitted to Feedback Management
Unit through the Director of the Economic and
Financial Learning Center (EFLC) within two (2)
working days from receipt of negative
feedback/complaint.

In case the feedback/complaint is within the purview
of another department/office of the BSP, the FMS

Designate/Alternate of FOSD, FSS requests transfer
of feedback to appropriate department/office thru the
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FMS. Request for transfer is done within one (1)
working day from receipt of negative
feedback/complaint.

2. Presidential Complaint Center (PCC), Office of
the President

Bahay Ugnayan, J.P. Laurel Street Malacanang,
Manila
Telephone:
+63(2)-8736-8645;
+63(2)-8736-8603;
+63(2)-8736-8629;
+63(2)-8736-8621
Telefax: +63(2)-8736-8621
E-mail: pcc@malacanang.gov.ph

. Complaints Action Center, Anti-Red Tape
Authority

Ground Floor, HPGV Building (Formerly

Accelerando), 395 Senator Gil J. Puyat Avenue,

1200 Makati City

Telephone: +63(2)-8478-5091;
+63(2)-8478-5099

E-mail: complaints@arta.gov.ph

. Contact Center ng Bayan

Public Assistance and Information Office, Civil
Service Commission, CSC Building, IBP Road,
Constitution Hills, 1126 Quezon City

Hotline: 8888

Telephone: 1-6565

SMS: 0908-8816565

E-mail: email@contactcenterngbayan.gov.ph
Website: www.contactcenterngbayan.gov.ph
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Office

Address

Contact Information

Supervisory Policy and
Research Department

9t floor, Multi-storey
Building

Bangko Sentral ng
Pilipinas

A. Mabini Street
1004 Malate, Manila

BSP Trunkline (+632) 8811-1277
Local: 2766, 2687 and 2679

Islamic Banking
Supervision Group (IBSG)

8t Floor, Multi-
storey Building
Bangko Sentral ng
Pilipinas

A. Mabini St.,
Malate, Manila 1004

BSP Trunkline:
(+632) 8811-1277
Local: 2147 or 2148

Direct Lines:
(+632) 5306-2147 and
(+632) 5306-2148

FSS Operations Support
Department (FOSD)

Frontline Services

Administration Division
(FSAD)
Budget and Finance
Administration Division
(BFAD)

4" Floor, Multi-
storey Building
Bangko Sentral ng
Pilipinas

A. Mabini St.,
Malate, Manila 1004

BSP Trunkline:
(02) 8811-1277
Local 2616 and 2787

Direct Lines: (02) 5306-2616
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6. Application for Authority to Establish and Operate as a
Non-Stock Savings and Loan Association (NSSLA) (Updated)

The application for grant of authority to establish and operate as a non-stock savings
and loan association (NSSLA) constitutes a three-stage process:

e Stage 1 refers to the application for BSP approval to establish and operate a
non-stock savings and loan association with processing time3!" of twenty (20)
working days and requires payment of a non-refundable filing fee of #10,000.00
upon filing of application;

e Stage 2 refers to the application for the issuance of a Certificate of Authority
(COA\) to register the Articles of Incorporation (AOI) and By Laws (BL) with the
Securities and Exchange Commission, with processing time of seven (7)

working days; and

e Stage 3 refers to the application for the issuance of COA to Operate a non-stock
savings and loan association with processing time of thirteen (13) days and
requires payment of licensing/registration fee of £50,000.00 (inclusive of the

filing fee)

Office or Division:

Financial Supervision Department I1X

Classification:

Highly Technical

Type of Transaction:

G2B - Government to Business

Who may avail:

Organizers/incorporators of new corporations or authorized
representatives of existing corporations that plan to engage
in the business of non-stock savings and loan association

CHECKLIST OF REQUIREMENTS?312 | WHERE TO SECURE

loan association

Stage 1 — Application for BSP approval to establish and operate a non-stock savings and

311 Based on the Implementing Rules and Regulations of Republic Act No. 11032 (Ease of Doing Business
and Efficient Government Service Delivery Act of 2018), processing time is the time consumed from the
acceptance of an application or request with complete requirements, accompanying documents and
payment of fees up to the issuance of certification or such similar documents approving or disapproving
an application or request. The time spent in determining whether or not all the requirements have been
complied with shall not be included in the determination of processing time. Further, as stated therein,
requirements are complete when all the necessary or appropriate documents that are required to be
submitted together with an application form by the applicant or requesting party fully satisfy the formal
and substantive requirements of the relevant law.

312 Filled out checklist to be submitted together with the documentary requirements as indicated therein.

343




A. DOCUMENTARY REQUIREMENTS3'®

1.

One (1) original copy of application3' for
authority to establish and operate as a non-
stock savings and loan association, together
with complete documentary requirements
(including the filled-out checklist of
requirements), signed by the
incorporators/trustees and verified by one of
them. The application letter shall state the
name of the contact person relative to the
application, official e-mail address authorized
to receive notifications and other contact
details. In addition, application letter shall
state the preferred mode of receipt of decision
on the application (i.e., by mail or pick-up by
authorized client representative).

Applicant

. Four (4) original copies of Proposed Articles

of Incorporation (with primary purpose to
operate as an NSSLA)

Applicant

3. Four (4) original copies of Proposed By-laws

Applicant

4. One (1) original copy of proof of reservation

of the proposed NSSLA name with the
Securities and Exchange Commission
(SEC)

Securities and Exchange Commission

5. One (1) original copy of Biographical data with

picture of each incorporator, trustee3'® and
officer, with a statement of their character,
experience, and general fitness to engage in
the non-stock savings and loan business, in
compliance with the fit and proper rule
prescribed under existing laws and
regulations, as well as authority for BSP to
conduct background investigation

Applicant

Template can be downloaded at the
Bangko Sentral ng Pilipinas website:
https://www.bsp.gov.ph/regulations/qui

delines.asp

313 Submission may be by electronic form, personal filing at FSS Counter or mail/courier. When submitted
by electronic form, a copy of the documentary requirements shall be submitted as attachment/s to the
e-mail, and the original hard copy shall be made available upon request.

If the application will be submitted through an authorized person, the applicant shall submit its letter application
containing the name and position of the authorized person who must be an officer or personnel of the applicant
and submit a notarized Special Power of Attorney (SPA), authorizing said person to execute the acts stated in
the SPA on behalf of the applicant. A certified true copy of the board resolution authorizing said person shall
also be submitted in addition to the SPA.
315 Including Independent Trustee/s in compliance with BSP Circular No. 1115 Series of 2021, as amended.
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6. National Bureau of Investigation (NBI)
clearance of each of the incorporator, trustee
and officer

National Bureau of Investigation

7. Notarized authorization form for querying the
Bangko Sentral watchlist file for each
incorporator, trustee and officer

Applicant

Template can be found in Appendix Q-

45 of the Manual of Regulations for

Non-Bank Financial Institutions Volume

I

https://www.bsp.gov.ph/reqgulations/reg
MORB.asp

8. Copy of certificate of attendance of the
trustees and officers to the required seminar
on corporate governance for directors
conducted or accredited by the Bangko
Sentral

Corporate Governance Seminar
Provider (accredited by the Bangko
Sentral)

9. One (1) original copy of an itemized statement
of the estimated receipts and expenditures of
the proposed NSSLA for the first year

Applicant

10. Feasibility study to show viable business for
the first year of operations, using realistic
assumptions consistent with the proposed
business model and corporate strategy

Applicant

11. Notarized Certification executed by each of
the incorporators that the entity will have an
initial minimum capital of 1 million which will
not be derived from borrowing, unlawful
activity or any money laundering activity

Applicant

12. Detailed p