USER’S GUIDE
Data Entry Template (DET)

For the Registration of Pawnshops,
Money Service Business and Pawnshops
with Money Service Business



The Data Entry Template (DET) is an excel based template required to be
submitted, together with other relevant documents, in applications relative to the
registration of Pawnshops, Money Service Business and Pawnshops with Money
Service Business. The following shall serve as a guide in accomplishing the DET:

1. Save the downloaded DET! in your Personal Computer (PC)

2. The recommended excel version for the DET is Microsoft Excel 2010
and up

3. Open the DET file and enable the Macros
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Enable Content
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Note

& Succeeding re-opening of the DET shall not require the enabling of Macros

! From the website or as requested from the Integrated Supervision Department |
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4. The screen below, which is the main menu shall appear once the

Macros are enabled. Start the entry of data by choosing the type of
company to be registered.
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Type of Company:

E

Z -Money Service Business(MSE)
3 - Pauinshop(PS) with Money Service Business(MSE)

Describe the purpose of your sele&apphcatmn (for personal notes)

< % 10 e

Click on the type of
company to be registered
i.e. Pawnshop, Money
Service Business, and
Pawnshop with Money
Service Business
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Once the type of company has been selected, enter the complete

company name as shown below.
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Enter the
complete
company

- %

Click on the button of the type of
application applied for. The type of
application to be displayed willl depend
on the type of company selected.
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5. Upon the selection of a particular type of application, an excel file shall
open. Several sheets shall be displayed depending on the type of
application selected. Please refer to Annex A for the matrix of
applications and the corresponding sheets that should be displayed.

Note

% Sheets not applicable for a particular type of application shall not be
displayed. Sample sheets are shown in Annex A.1
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6. Click on the Enter/Edit Data button, to start the input of data on the
Head Office Sheet
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Notes
& Data on the Head Office sheet should be inputted first; all the other sheets

may be inputted in a non-sequential order

7. Upon click on of the Enter/Edit Data button for the head office sheet
or the arrowhead icon on the other sheets, the Data Entry form, which
shall be used in inputting data shall be displayed.
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e ———]
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Click on the Click on the Save
Cancel button to button to save the
go to the previous inputted data
screen

Notes

a. The number of forms to be accomplished corresponds to the number of
sheets, i.e. depending on the type of application as stated in item 5 above
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. There are forms that contain drop down list wherein data encoders are
required to select from the list. Selecting data from the drop down list for
province, city/town, barangay, should follow this order since once a certain
province is selected, the selection of town/cities would be limited to those
belonging to that province; same with the barangay, only the barangays
belonging to the selected province, city/town would be listed. There is no
need to input data on box for region as this shall automatically be displayed
once province and city have been selected

The data to be inputted in the short address should be the address identified
by the applicant to be appearing in the BSP Certificate of Authority (COA) for
Pawnshops and Pawnshops with Money Service Business and BSP Certificate
of Registration (COR) for Money Service Business

Data encoders will be prompted whenever there are erroneous entries.
These erroneous entries, include, among others:

* Incorrect format (not within the specified format)

* Blank entries

* Failing the embedded validation (entries not within the valid values)

Data entry cannot proceed without correcting the prompted errors. See
Annex B for sample prompts.

. Inputted data can be save using the SAVE button

To continue data entry on a saved DET file, open the DET and click on the
UPDATE button
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UPDATE button

To edit data on the head office sheet click on the Enter/Edit Data for

Head Office button

To edit data on the other sheets, right click on the field to be edited,
thereafter a prompt shall be displayed on the type of update/edit to be

performed
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The DET form shall be displayed for inputting of the necessary edits
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8. Upon completion of data entry in all the applicable sheets, the
application form may now be generated. The generated form varies
depending on the type of application. For reference, kindly refer to
Annex C for the different type of application forms generated.

Generation of application form may be thru:

a) Add-Ins tab or
b) Main Menu
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Generation of Form Through Add-In

Go to any of the sheets and click on the Add-Ins tab
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Add-Ins tab
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Ins tab is
selected, the
Validate
Template
button and
Generate
Application
button shall be
displayed

The application form will not be generated if ever there are erroneous
entries inputted; hence, to check for errors, click on the Validate Template

button
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If there are no
errors in the
inputted data, this
prompt shall be
displayed- click on
the OK button
otherwise, the
errors will be listed

Page 11 of 18




Click on the Generate Application button
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Once the YES button is selected, the location of where the application form

was saved shall be displayed.
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Click on the Generate Application Form button then click YES once the
prompt appears

RS Sl
“ Home | Inset  Pagelayout  Formulas Data  Review  View @
=8t ) RO . RI: ©: ) | FE9 Autosum 3
J 33 Copy * AN ¥ ot ﬂ ?2 hﬁ ‘J. } J!—] va %T ﬁ
Pt pomatat | B £ (B[ D A- Begeacete= | § % o | B38| O e sere| " | Qe G see
Clipboard a0 Font g Alignment o Number 0 Styles Cells Editing
E - G I Re-Registration - Pawnshop(PS) with Money Service Business(MSB) %L |
A I 8 6 H | J k|
. B
2 \S BANGKO SENTRAL NG PILIPINAS
s (N Povanaismiio Mararac, sansans pasac
4 iy DATA ENTRY TEMPLATE
5 UpdateDota Enter your Full Company Name
6
. = : .
5 [ % Click on
9 Re-Registration
10 the
1
i Fatheakisins sl Generate
T3 form. Continue? =
) Applicatio
15
16
17
18 adbxt
19
» Once the
2
2 ~ prompt
23
i 4 appears, click
25
4> 0| pawnshop /%3 4] u |l | on the YES
Ready | |EOE w0
) 10:41 AM
yB/2017

Click on the

Cancel and Exit

button to close Page 14 of 18

the main menu




Similar to the generation of reports thru the Add-Ins tab, the location of
the application form shall be displayed. Click on the Cancel and Exit
button to close the menu. Click on the SAVE button to save the excel file.

9. Rename the generated application form (file) using the applicable
filename as shown in the table below:

PAWNSHOP

Form
Application (Activity) Type No. File Name
01-001DET - <Pawnshop
Authority to Operate a Pawnshop Business 01-001 | Name>

Transfer of Ownership 2P 2PDET - <Pawnshop Name>
Change of Registered/Business Name 3P 3PDET - <Pawnshop Name>
Surrender of Pawnshop Operator License

Due to Closure of Business 4p 4PDET - <Pawnshop Name>
Establishment of Additional Branch 5P 5PDET - <Pawnshop Name>

Transfer of Business Location / Change of
Branch Name 6P 6PDET - <Pawnshop Name>

Voluntary Closure of Pawnshop Office/
Branch 7P 7PDET - <Pawnshop Name>

MONEY SERVICE BUSINESS

Form

Application (Activity) Type No. File Name
Registration to Operate a Money Service 03-001DET - <MSB Entity
Business 03-001 | Name>
Change of Registered/Business Name 2M 2MDET - <MSB Entity Name>
Change in Ownership or Control 3M 3MDET - <MSB Entity Name>
Establishment of New Branches and/or
Newly-accredited Remittance Sub-agents 4M 4MDET - <MSB Entity Name>
Additional/Terminated Remittance Tie-up
Partners 5M S5MDET - <MSB Entity Name>
Transfer of Location of Office / Remittance
Sub-agent 6M 6MDET - <MSB Entity Name>
Additional/Terminated Business Activity ™ 7MDET - <MSB Entity Name>
Change of Branch/ Remittance Sub-agent
Name 8M 8MDET - <MSB Entity Name>
Closure of Branch / Remittance Sub-agent 9M 9MDET - <MSB Entity Name>
Closure of Business 10M 10MDET - <MSB Entity Name>

[llustration : 01-001DET — ABC Pawnshop
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10. Send the DET to the prescribed email address at
fsd9licensing@bsp.gov.ph using the applicable subject below:

PAWNSHOP
Form
Application (Activity) Type No. Subject
Authority to Operate a Pawnshop 01- | 01-001 - <Mode of Submission*>, <Province,
Business 001 | City/Municipality**of Head Office>, <Name of Pawnshop>
Form 2P - <Mode of Submission*>, <Province,
Transfer of Ownership 2P City/Municipality**of Head Office>, <Name of Pawnshop>
Change of Registered/Business Form 3P - <Mode of Submission*>, <Province,
Name 3P City/Municipality**of Head Office>, <Name of Pawnshop>
Surrender of Pawnshop Operator
License Due to Closure of Form 4P - <Mode of Submission*>, <Province,
Business 4P City/Municipality**of Head Office>, <Name of Pawnshop>
Establishment of Additional Form 5P - <Mode of Submission*>, <Province,
Branch 5P City/Municipality**of Head Office>, <Name of Pawnshop>
Transfer of Business Location / Form 6P - <Mode of Submission*>, <Province,
Change of Branch Name 6P City/Municipality**of Head Office>, <Name of Pawnshop>
Voluntary Closure of Pawnshop Form 7P - <Mode of Submission*>, <Province,
Office/ Branch 7P City/Municipality**of Head Office>, <Name of Pawnshop>

* Mode of submission of documents is Personal if through Personal filing or Mail if through Postal/Courier

services

** The city/municipality in the subject refers to the location of the head office

[llustration

Subject : 01-001 - Personal, Metro Manila, Manila, ABC Pawnshop
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MONEY SERVICE BUSINESS

Form
Application (Activity) Type No. Subject
Registration to Operate a Money 03- | 03-001 - <Mode of Submission*>, <Province,

Service Business 001 | City/Municipality**of Head Office>, <MSB Entity Name>

Change of Registered/Business Form 2M - <Mode of Submission*>, <Province,

Name 2M | City/Municipality**of Head Office>, <MSB Entity Name>
Form 3M - <Mode of Submission*>, <Province,

Change in Ownership or Control 3M | City/Municipality**of Head Office>, <MSB Entity Name>

Establishment of New Branches

and/or Newly-accredited Form 4M - <Mode of Submission*>, <Province,

Remittance Sub-agents 4M | City/Municipality**of Head Office>, <MSB Entity Name>

Additional/Terminated Form 5M - <Mode of Submission*>, <Province,

Remittance Tie-up Partners 5M | City/Municipality**of Head Office>, <MSB Entity Name>

Transfer of Location of Office / Form 6M - <Mode of Submission*>, <Province,

Remittance Sub-agent 6M | City/Municipality**of Head Office>, <MSB Entity Name>

Additional/Terminated Business Form 7M - <Mode of Submission*>, <Province,

Activity 7M | City/Municipality**of Head Office>, <MSB Entity Name>

Change of Branch/ Remittance Form 8M - <Mode of Submission*>, <Province,

Sub-agent Name 8M | City/Municipality**of Head Office>, <MSB Entity Name>

Closure of Branch / Remittance Form 9M - <Mode of Submission*>, <Province,

Sub-agent 9M | City/Municipality**of Head Office>, <MSB Entity Name>
Form 10M - <Mode of Submission*>, <Province,

Closure of Business 10M | City/Municipality**of Head Office>, <MSB Entity Name>

* Mode of submission of documents is Personal

Postal/Courier services

** The city/municipality in the subject refers to the location of the head office

[llustration

Subject : 03-001 - Mail, Cebu, Cebu City, CDE MONEY CHANGER

11. Print the DET generated application form and submit together with

the other documents via courier or thru the ISD | counter
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A. Matrix of Types of Application and the Sheets to be Accomplished for Pawnshops without Money Service Busines:

Annex A

Sheets
L. Registration Corollary . Owners- ..
Type of Application Number ::‘iac‘i Branches (if with oLfIfSitceo:s Partners- Shareholders | Shareholders of B;nwe:::sal
corollary) BOD Shareholders
Issuance of Authority to Operate a Pawnshop
New pawnshop operator/
Reclassification of Pawnshop License
Sole Proprietorship v v v v v
Partnership v v v v v
Corporation v v v 4 v v v
Transfer of Ownership
Full transfer of Ownership
Sole Proprietorship v v 4 v v v
Partnership v v v v v v
Corporation v v v v v v v v
Partial transfer of ownership
Sole Proprietorship v
Partnership v
Corporation v v v v v
Transfer of Ownership from a
deceased person to heirs
Sole Proprietorship v v v v v v
Change of Registered/Business Name v v v
Surrender of Pawnshop Operator
License Due to Closure of Business v v v
Establishment of Additional Branch v v v v
Transfer of Business Location/Change of
Branch Name v v v v
Voluntary Closure of Pawnshop
Office/Branch v v v
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B. Matrix of Types of Application and the Sheets to be Accomplished for Money Service Business (MSB) and Pawnshops with MSB

Annex A

Type of Application

Registration
Number

Sheets

Head
Office

Branches

MSB
Type

RSA*

List of
Officers

Owners-
Partners-
BOD

Shareholders

Shareholders of
Shareholders

Beneficial
Owners

Tie-up*

Issuance of Certificate of Registration

New operator/
Reclassification of Registration
Category

Sole Proprietorship

Partnership

Corporation

Cooperative

SENANA

SEAA

ANEN RN RN

ANEN RN RN

NAYENAN

NANAA

Change of Registered/Business Name

<

Change in Ownership or Control

Full transfer of Ownership

Sole Proprietorship

Partnership

<

<

<

<

<

Corporation

Partial transfer of ownership

Sole Proprietorship

Partnership

<

Corporation

Transfer of Ownership from a
deceased person to heirs

Sole Proprietorship

Establishment of New Branches and/or
Newly-accredited Remittance Sub-agents

Additional/Terminated Remittance Tie-
up Partners

Transfer of Location of Office/Remittance
Sub-agent

Additional/Terminated Business Activity

Change of Branch/Remittance Sub-agent
Name

Closure of Branch/Remittance Sub-agent

Closure of Business

*Applicable to Remittance Transfer Companies only
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Sample excel file showing the applicable sheets

Application for Re-registration
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Application for Change of Business Name
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Application for New Registration
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Annex B

Sample prompts

prompt when data entered does not conform with the prescribed format

EA9- -5 DET.astn - Microsoft Excel - =@ = |
G| Home | nset  Pagelamout  Formulas  Data  Review  View  Deeloper  Adddns c@o@ B
% Tuosun -
¥ au o HEAD OFFICE DATA ENTRY L& Jftosum 9? m
B3 copy ~ e z
Clipboard 5 fonl | Full Company Name Edting ‘
10 v
4 A [ N ~
1 PART . HEAD OFFICE - 7 m
= Company Name in SEC/DTI) Clasiification: Hescorollary?
© ves N
EnterfeitOataforesdOfc | [ABCPAVINSHOR T AR e
5 Business Trade Name (if diff. frm CN) Ounership Type
=
9 .
0 = Address 1 (No./Unit/Floor/e Micrasoft Excel
o2
1| Province Date of ssuznce of Registration i in Invalid Formeat. Date must be in format of
B mm/ddlyyyy
114
G| Zip Code =
20
a7 SEC Registration No.
a5
< |
2 Business Permit No.  Date Issued: Valid Until:
&
it ™ Telephane No. Mobile No. FaxNo. email Address
= o
sl
e
26 U
24
o8l ) - v
18 <% ¥ Head Office Branches ' List of Officers OwnersPartnersB0Ds -~ Benefical Owner KA ] 1 30|

Ed9-e-Rls — — DETudsm - Microsoft Excel — -
IO Home | Inset  Pagelsyout  Formulas  Dats  Review  View  Developer  AddIns
& ar HEAD OFFICE DATA ENTRY
Al
g ey e
aste s in
Cipboard 5 Font | Full Company Name Editing
10
[ A I
1 PART 1. HEAD OFFICE = o
= Company Name (as appearing in SEC/DTI) Clasiification: ol
@ Yes O
Enter/EditData for Head Offic -Ell LEuAlD

2 Business Trade Name (if diff. frm CN) Ownership Type
=

a ;

0 — Address 1 (No./Unit/Floor] w« ij_ - #—
B

12 Pravince Year of lsuance of Business Permit must not be less than 1900 or greater than the

1 current year

24

15 Zip Code =|
16
17 ‘SEC Registration No. =

5 e [ammn |
22

2 Business Parmit No. Dat; Valid Until:
225
o2 N = Mobile No. Fax No. Email Address
= | |
2t
2
s o
|
|- —-— 4 - - 2
W ¥ ¥ Head Office  Branches Uit of Officers ~ OwnersPartners80Ds ~ Benefical Owner [14( ] I 30}

) 7 1o 10 )



prompt when required data was not provided
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GENERATED FORMS

PAWNSHOP
Form

Application (Activity) Type No.
Authority to Operate a Pawnshop Business 01-001
Transfer of Ownership 2P
Change of Registered/Business Name 3p
Surrender of Pawnshop Operator License Due to Closure of Business 4pP
Establishment of Additional Branch 5P
Transfer of Business Location / Change of Branch Name 6P
Voluntary Closure of Pawnshop Office/ Branch 7P
MONEY SERVICE BUSINESS

Form

Application (Activity) Type No.
Registration to Operate a Money Service Business 03-001
Change of Registered/Business Name 2M
Change in Ownership or Control 3M
Establishment of New Branches and/or Newly-accredited Remittance Sub-agents aM
Additional/Terminated Remittance Tie-up Partners 5M
Transfer of Location of Office / Remittance Sub-agent 6M
Additional/Terminated Business Activity ™M
Change of Branch/ Remittance Sub-agent Name 8M
Closure of Branch / Remittance Sub-agent 9M
Closure of Business 10M
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