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Mandate

The Securities and Exchange Commission (SEC) or the Commission is the national government
regulatory agency charged with supervision over the corporate sector, the capital market
participants, and the securities and investment instruments market, and the protection of the
investing public. Created on October 26, 1936 by Commonwealth Act (CA) 83 also known as The
Securities Act, the Commission was tasked to regulate the sale and registration of securities,
exchanges, brokers, dealers and salesmen. Subsequent laws were enacted to encourage
investments and more active public participation in the affairs of private corporations and
enterprises, and to broaden the Commission’s mandates. Recently enacted laws gave greater
focus on the Commission’s role to develop and regulate the corporate and capital market
toward good corporate governance, protection of investors, widest participation of ownership

and democratization of wealth.

SEC is the registrar and overseer of the Philippine corporate sector; it supervises more than
600,000 active corporations and evaluates the financial statements (FS) filed by all
corporations registered with it. SEC also develops and regulates the capital market, a crucial
component of the Philippine financial system and economy. As it carries out its mandate, SEC

contributes significantly to government revenues.

With the growing number of corporations and other forms of associations that SEC supervises
and monitors, and given the evolving nature of transactions where the corporate vehicle is
being used to defraud the investing public, as well as the ever dynamic character of the capital
market, SEC must progressively perform its critical role as the prudent registrar and supervisor

of the corporate sector and the independent guardian of the capital market.
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By 2025, the SEC with its driven, highly-trained, agile
and customer-centric team of professionals, equipped
with digital technology and adaptive registration and
data management systems, is the premier investor
champion and catalyst of a deep, broad and informed
investor-based capital market and more empowered

business sector considered among the best in the
Southeast Asian (SEA) Region.




Mission

We are the gateway to doing business in
the Philippines. We provide a competitive

and secure environment for fast and easy

company registration, efficient capital

formation, broad investor participation

and business innovation.




(]
Integrity
We are ethical, honest, fair, and sincere in our private and
public lives.

[ J o
Professionalism
We are capable and competent in performing our mandate, we
excel in our fields of expertise, and we possess high ethical

principles and standards which are essential in providing
timely, quality, and committed public service.

Accountability

We are responsible for our actions and decisions.

Teamwork

We collaborate to achieve our common goals and tasks in a
seamless and efficient manner.

Independence

We act without fear or favor, and render sound judgment in the
performance of our duties and responsibilities.
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.. For printed CSM Form:

4.Security
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1.Security
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the CSM form.

3. Client returns
the
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security
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Feedback and

Complaints
Mechanism

We value your feedback. Please let
us know how we have served you
through our Client Satisfaction
Measure (CSM).
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.l For online CSM Form:

4. Process
owners creates
monitoring
report of the
status of
services.

1.Process owner
forwards the
CSM form link to
the client.

2. Client fills up
the online CSM
form.

3. Process owner
reviews the

completeness of
the online CSM
Form.

Feedback and

Complaints
Mechanism

We value your feedback. Please let
us know how we have served you
through our Client Satisfaction
Measure (CSM).
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1.Receiving of Documents

This service covers receiving incoming documents to the Office of the Chairperson and Commissioners.

Division & Department/Office

Office of the Chairperson and Commissioners (0OC)

Classification

Simple (3 days)

Type of Transaction

L] Government to Citizen (G2C)
[] Government to Business (G2B)
Government to Government (G2G)

Type of Service

Internal Service

Who may avail

SEC Employees | Others, Please specify: None.

Guidelines During Pandemic

NO

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Copies of documents addressed to the Office of the Commissioner, with

complete attachments

Office of the Chairperson or Office of Commissioners

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
1. Client submits documents 1. Accept the documents None 2 minutes Confidential Assistant I1
for receiving and/or Administrative
Officer IV
1.1. Check if the attachments are 10 minutes
complete (if applicable)
1.2. Stamp documents as “received”, and 3 minutes
log
1.3. Return a receiving copy to the client 1 minute
TOTAL None 16 minutes
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1. Media Request for Interview, Information, and Update

This service grants Media Requests for Interview, Information, and Update.

Division & Office of the Commission Secretary (OCS)
Department/Office:

Classification: Simple (3 days)

Type of Transaction: [] Government to Citizen (G2C)

Government to Business (G2B)
[ ] Government to Government (G2G)

Type of Service: External Service

Who may avail: Target SEC Clients/Stakeholders/Customers | Others, please specify: Members of Media Organizations.

Guidelines During Pandemic: | NO

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request letter (with complete name, address and contact | Requesting media partner/outfit
number of the client) addressed to the Commission

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

1. Client sends arequestletter | 1.1 OCS staff receives None 5 minutes SEC Assistant Computer Operator/ SEC
indicating the specific data/ the request letter Administrative Assistant II/ SEC Information
information/documents and gives a Officer I/ SEC Information Officer 111/ SEC
requested through email at timeframe as to Information Officer IV/ SEC Supervising
comsec@sec.gov.ph. when he/she can Information Officer/ SEC Supervising

confirm the Administrative Officer

For interviews, client interview or give a
includes his/her preferred definite answer to
time and date, and the the query.
specific topics/ issues to be
discussed.




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1.2 For interviews, OCS

staff assesses and
endorses the
request to the
Commission
Secretary/ Subject
Matter Expert, and
checks the
availability of the
Commission
Secretary/ Subject
Matter Expert.

For queries, OCS
staff coordinates
with the concerned
departments/
offices to check
availability of the
information
requested, and
prepares the
relevant data/
documents.

1.3 For interviews, OCS

staff confirms the
availability of the
Commission
Secretary/ Subject
Matter Expert. For
queries, OCS staff

4.0 minutes

5 minutes

SEC Information Officer 111/ SEC Information
Officer IV/ SEC Supervising Administrative
Officer

SEC Information Officer 111/ SEC Information
Officer IV/ SEC Supervising Administrative
Officer




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

confirms the
availability of the
information
requested.

2. Client conducts the
interview or receives the
information requested and
accomplishes the Client
Satisfaction Survey.

For interviews, the
Commission
Secretary/ Subject
Matter Expert
provides the
relevant
information/
documents. For
queries, the SEC
Information Officer
I1I forwards the
relevant
information/
documents.

None

30 minutes

Commission Secretary/ Subject Matter Expert

TOTAL

None

1 hour and 20
minutes




2.Request for Certification on Commission En Banc Resolutions and Other Acts of the
Commission

This service certifies Commission En Banc Resolutions and other certain acts of the Commission.

Division & Office of the Commission Secretary (OCS)
Department/Office:
Classification: Simple (3 days)

Type of Transaction:

Government to Citizen (G2C)
[ Government to Business (G2B)
[] Government to Government (G2G)

Type of Service: External Service

Who may avail: General Public

| Others, please specify: Any concerned individual/citizens.

Guidelines During Pandemic: | NO

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request letter (with complete name, address and contact Requesting Client
number of the client) addressed to the Commission
Secretary
CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Client sends a request 1. OCS staff receives the General 5 minutes SEC Assistant Computer Operator/SEC
letter for issuance of request letter through Certification Administrative Assistant II
certification through email email and prepares the Fee: PHP
at comsec@sec.gov.ph. Payment Assessment 330.00
Form (PAF).
General
Certification
Fee (Hard




through eSPAYSEC, the
client sends the receipt
through the same email
thread.

If the required fee was paid
through Landbank, the

Certification and
submits it to the
Commission Secretary,
or the Officer-in-Charge,
for review.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
Copy):
PHP 300.00
Documentary
Stamp Fee (Per
Copy):
PHP 30.00
2. Client pays the required fee | 2. If the client chooses to None 10 minutes
either online using the pay online using
Electronic System for eSPAYSEC, the payment
Payments to the SEC is processed and the
(eSPAYSEC) or offsite at receipt is generated
any branch of Land Bank of automatically.
the Philippines.
If the client chooses to
pay at Landbank, the
payment shall be
processed and
confirmed through the
Online Collection
Facility of Landbank.
. If the required fee was paid | 3. OCS staff prepares the None 15 minutes SEC Specialist I/

Chief Counsel/ SEC Counsel 11/

Commission Secretary




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
client emails a scanned 3.1. The Commission 5 minutes
copy of the deposit slip to Secretary or
OCS. Officer-in Charge
signs the
certification.

4. Client receives a copy of the | 4. OCS staff releases a copy 30 seconds SEC Assistant Computer Operator/SEC
Certification through email of the Certification and Administrative Assistant II
after submitting an records the transaction
accomplished Client on the electronic
Satisfaction Survey. logbook.

TOTAL PHP 660.00 35 minutes and
(for both soft 30 seconds
and

hardcopy)




3. Request for Certified True Copies (CTC) of Memorandum Circulars, Resolutions,
Other Documents under the Custody of the Office of the Commission Secretary

This service provides Certified True Copies (CTC) of Memorandum Circulars, Minutes of the Meeting and Resolutions.

Division & Office of the Commission Secretary (OCS)
Department/Office:
Classification: Simple (3 days)

Type of Transaction:

Government to Citizen (G2C)
[ Government to Business (G2B)
[] Government to Government (G2G)

Type of Service:

External Service

Who may avail:

General Public

| Others, please specify: Any concerned individual/citizen.

Guidelines During Pandemic: | NO
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request letter (with complete name, address and contact | Requesting Client

number of the client) addressed to the Commission

Secretary

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

1. Client sends a request letter | 1. OCS staff receive the Authentication 5 minutes SEC Assistant Computer Operator/SEC

for issuance of certified true
copies (CTC) of
memorandum circulars,
resolutions, and other
documents under the
custody of the Office of the
Commission Secretary

request letter and
prepare the Payment
Assessment Form
(PAF).

fee: PHP 50.00
per document
plus PHP 10.00
per page
(Soft Copy)

Authentication
fee: PHP 50.00

Administrative Assistant II




the requested

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
through email at per document
comsec@sec.gov.ph plus PHP 10.00
per page
(Hard Copy)
Documentary
Stamp Fee PHP
30.00
. Client pays the required fee | 2. If the client chooses to None 10 minutes

either online using the pay online using
Electronic System for eSPAYSEC, the
Payments to the SEC payment is processed
(eSPAYSEC) or offsite at any and the receipt is
branch of Land Bank of the generated
Philippines. automatically.

If the client chooses to

pay at Landbank, the

payment shall be

processed and

confirmed through the

Online Collection

Facility of Landbank.

. Ifthe required fee was paid | 3. OCS staff prepares the None 15 minutes SEC Administrative Officer III

through eSPAYSEC, the requested documents
client sends the receipt to certify as true copy.
through the same email
thread. 3.1. OCS staff submits 5 minutes Chief Counsel/ Securities Counsel 11/

Commission Secretary




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
If the required fee was paid documents to the
through Landbank, the Commission
client emails a scanned Secretary or
copy of the deposit slip to Officer-in-Charge
the OCS. for review and/or
signature.

4. Client receives CTC of 4. OCS staff releases None 30 seconds SEC Assistant Computer Operator/SEC
document requested after certified true copies of Administrative Assistant II
submitting accomplished documents and
Client Satisfaction Survey. records the transaction

on the electronic
logbook.

TOTAL PHP 90.00 35 minutes and 30

seconds




4. Dissemination of Certified True Copies of SEC Office Orders, SEC Memorandum
Circulars, Guidelines, Notices, Rules and Regulations

This service details the process of disseminating Certified True Copies of SEC Office Orders, SEC Memorandum Circulars, Guidelines, Notices,

Rules and Regulations.

Division & Office of the Commission Secretary (OCS)
Department/Office:
Classification: Simple (3 days)

Type of Transaction:

[] Government to Citizen (G2C)
[] Government to Business (G2B)
Government to Government (G2G)

Type of Service:

Internal Service

Who may avail:

Inter-Department

| Others, please specify: All SEC Departments

Guidelines During Pandemic: [ NO
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter request through email, phone call or personal Requesting department
appearance
CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Client requests for certified | 1. OCS staff receives the None 5 minutes SEC Asst. Computer Operator/SEC

true copies (CTC) of SEC
Office Orders, SEC
Memorandum Circulars,
Guidelines, Notices, Rules
or Regulations.

request.

1.1. OCS staff prepares
and certifies the
requested SEC
Office Orders, SEC
Memorandum

5 minutes

Administrative Asst. II/ SEC Information Officer
I
SEC Specialist I/SEC Administrative Officer III

11



CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
Circulars,
Guidelines,
Notices, Rules and
Regulations.

2. Client receives the . OCS staff releases the None 15 minutes SEC Asst. Computer Operator/SEC
requested document certified true copy of Administrative Asst. II/ SEC Information Officer
certified by the assigned the requested [
personnel after submitting document and records
an accomplished Client the transaction on the
Satisfaction Survey. electronic log book.

TOTAL None 25 minutes

12



5. Issuance of Excerpts of Minutes of Commission Meetings and Executive Sessions

This service details the Preparation and Issuance of Excerpts of Minutes of Commission Meetings and Executive Sessions.

Division & Office of the Commission Secretary (OCS)
Department/Office:

Classification: Simple (3 days)

Type of Transaction: [] Government to Citizen (G2C)

[J Government to Business (G2B)
Government to Government (G2G)

Type of Service: Internal Service

Who may avail: Inter-Department | Others, please specify: All SEC Departments

Guidelines During Pandemic: | NO

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Letter request through email and phone call Requesting department




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

Client requests for an
Excerpt of the Minutes of
Commission Meeting/
Executive Session through
email or phone.

OCS staff receives the
request.

1.1.

1.2.

OCS staff prepares
the Excerpt of the
Minutes of the
Commission
Meeting or
Executive Session;
and submits it for
review of the
Commission
Secretary or
Officer-in-Charge.

Commission
Secretary or
Officer-in-Charge
signs the Excerpt
of the Minutes of
the Commission
Meeting or
Executive Session.

None

5 minutes

10 minutes

5 minutes

SEC Asst. Computer Operator/SEC
Administrative Asst. I[I/SEC Information Officer I

SEC Specialist I/SEC Administrative Officer III

Commission Secretary

Client receives the
requested document signed
by the Commission
Secretary or
Officer-in-Charge after
submitting an accomplished
Client Satisfaction Survey.

OCS staff releases a
copy of the Excerpt of
the Minutes and

records the transaction

on the electronic
logbook.

None

30 seconds

SEC Asst. Computer Operator/SEC

Administrative Asst. II/ SEC Information Officer I

14



CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
TOTAL None 20 minutes and 30

seconds

15
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1. Filing of Petition and Appeal

This service details the procedure on how a citizen can file Petition and Appeal.

Office or Division:

Office of the General Counsel (OGC)

Classification:

Highly Technical within the context of Section 5 of the Securities Regulation Code, 2015 Implementing Rules and Regulations of
the Securities Regulation Code, Section 179 of the Revised Corporation Code, and SEC 2016 Rules of Procedure

Historically, Section 3 of Republic Act (RA) No. 9485 (“Anti-Red Tape Act of 2007”) states that those performing judicial,
quasi-judicial and legislative functions are excluded from its coverage. When RA No. 9485 was amended by RA No. 11032 (“Ease
of Doing Business and Efficient Government Service Delivery Act of 2018”), the exclusion of quasi-judicial function from the
coverage of the law was maintained because Section 3 of the latter Act provides that it shall apply to all government offices that
provide services covering business and nonbusiness related transactions as defined in said Act.

“Government Service” is defined in Section 4 of RA No. 11032 as the process or transaction between applicants or requesting
parties and government offices or agencies involving applications for any privilege, right, reward, license, clearance, permit or
authorization, concession, or for any modification, renewal or extension of the enumerated applications or requests which are
acted upon in the ordinary course of business of the agency or office concerned.

Relatively, pertinent provisions under Title XVI of the Revised Corporation Code are quoted as follows:

“Sec. 154. Investigations and Prosecution of Offenses. - The Commission may investigate an alleged violation of this Code, or of a
rule, regulation, or order of the Commission.

XXX XXX XXX
Sec. 156. Cease and Desist Orders. - Whenever the Commission has reasonable basis to believe that a person has violated, or is
about to violate, this Code, a rule, regulation, or order of the Commission, it may direct such person to desist from committing

the act constituting the violation.

XXX XXX XXX




Sec. 158. Administrative Sanctions. - If, after due notice and hearing, the Commission finds that any provision of this Code, rules
or regulations, or any of the Commission’s orders has been violated, the Commission may impose any or all of the following
sanctions, taking into consideration the extent of participation, nature, effects, frequency and seriousness of the violation:

XXX XXX XXX,

Under Sec. 5(1) of the Securities Regulation Code, the Commission has also the power to issue subpoena duces tecum and
summon witnesses to appear in any proceedings of the Commission and in appropriate cases, order the examination, search and
seizure of all documents, papers, files and records, tax returns, and books of accounts of any entity or person under investigation
as may be necessary for the proper disposition of the cases before it, subject to the provisions of existing laws.

Based on the foregoing provisions, the SEC has inherent quasi-judicial power which authorizes it to hear and decide cases in the
performance of its duty and enforce its decisions in accordance with law.

It must be noted that administrative adjudication, or the authority to hear and decide cases pursuant to the laws implemented
by an administrative agency, DOES NOT involve approval of applications for any privilege, right, reward, license, clearance,
permit or authorization, concession, or for any modification, renewal or extension of the enumerated applications or requests.
As such, administrative adjudication DOES NOT fall within the ambit of Section 3 of RA No. 11032 because it is not the
“Government Service” contemplated in Section 4 thereof and is therefore, not subject to the prescribed processing times for
Government Services under Section 9 of the same Act. We note that Section 9 of RA No. 11032 is entitled “Accessing Government
Services”, which clearly applies to “Government Service” as defined in Section 4 thereof (i.e. applications for any privilege, right,
reward, license, clearance, etc.).

Type of Transaction:

Government to Citizen (G2C)
Government to Business (G2B)
[ ] Government to Government (G2G)

Type of Service:

External Service

Who may avail:

General Public | Others, please specify: Individuals and Corporations

Guidelines during
Pandemic:

YES




CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Basic Requirements:

1. Petition for Calling of Meeting and Election of Officers | Petition/Appeal - prepared by the Petitioner/Appellant
(Section 25 or 49 of the Revised Corporation Code) Proof of Payment - Generated from the Electronic System for Payment to SEC (eSPAYSEC);

validated deposit slip from Landbank

a. A Petition for Calling of Meeting and Election of
Officers must pertain to a single corporation only. The
consolidation in one (1) petition involving two (2) or
more corporations is not allowed;

b. The Petition must be signed and verified by the: (1)
stockholders/members, with proof of
ownership/membership attached to the Petition; or
(2) members of the board of directors/trustees of the
subject corporation, with proof of membership to the
board attached to the Petition;

c. The verified Petition must state:

(i) the principal place of business or postal address
of the corporation; and

(ii) the names of its board of directors/trustees and
their respective complete addresses

d. The Petition shall allege the non-holding of
regular/annual stockholders meeting and election, the
failure to reschedule the meeting and election, or
failure to conduct the rescheduled meeting and
election, and its relevant dates, and attach the
corporate documents of the subject corporation such
as, but not limited to: Articles of Incorporation,
By-laws, General Information Sheet (“GIS”) and other
documents to support their claims/allegations; and




CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

e. A \Verification and Certification of Non-Forum

2.

d.

Shopping in accordance with Sec. 3-3, Rule III of Part I1
in relation to Sec. 3-3, Rule III of Part II, and Sec. 3-4,
Rule III of Part II, respectively, of the 2016 SEC Rules of
Procedure.

Petition for Voluntary Dissolution with Affected Creditors
(Section 135 of the Revised Corporation Code)

A Petition, signed by a majority of the corporation’s

board of directors or trustees, verified by its president

or secretary or one of its directors or trustees, shall

state the following:

i.) The reason for the dissolution of the corporation;

ii.) The form, manner and time when the notices of
meeting were given;

iii.) The date, place, and time of the meeting in which
the vote was made;

iv.) All claims and demands against the dissolving
corporation; and

v.) The dissolution was affirmed by the stockholders
representing at least 2/3 of the outstanding capital
stock or at least 2/3 of the members at a meeting
called for the purpose of dissolving the
corporation.

b. Submission of the following:

i.) Copy of the resolution authorizing the dissolution,
certified by a majority of the board of directors or
trustees and countersigned by the secretary of the
corporation;

ii.) List of all its creditors; and




CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

iii.) Pertinent documents in support of the Petition
(e.g- Certificate of Incorporation, Articles of
Incorporation, By-Laws, latest copy of the General
Information Sheet, Annual Financial Statement
stamped received by the BIR and the SEC,
inventory of assets and properties, schedule of
liabilities and list of pending cases, if any, and such
others).

. Appeal to the Commission En Banc from an adverse
decision, final order or resolution of a Director of an
Operating Department, the members of a Special Hearing
Panel or a Self-Regulatory Organization (SRO) (Section
3-1, Rule III of Part V of the 2016 SEC Rules of Procedure)

a.

The Appeal Memorandum, in six (6) legible copies,

shall state the following:

i.) The full name, capacity, and respective addresses of
the parties to the appeal for the proper service of
processes emanating from the Commission;

ii.) The material dates showing the timeliness of the
appeal;

iii.)A concise statement of the matters involved, the
issues raised, the specification of errors or
arguments relied upon in support of the appeal;

iv.) A copy of the decision, final order or resolution of
the Director of the Operating Department, Special
Hearing Panel or SRO attached to the Appeal
Memorandum, as the case may be, being appealed
and the material portions of the record that will
support the allegations of the appeal;




CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

v.) An express consent, if any, of the appellant, or his
counsel, of the electronic service of papers, orders,
decisions and resolutions emanating from the
Commission. The consenting appellant or his/her
counsel, as the case may be, shall state the email
address at which he/she agrees to accept such
service;

vi.) Documents in support of the allegations made on
the Appeal Memorandum;

vii.)  Verification and Certification of Non-Forum
Shopping in accordance with Secs. 3-4 and 3-7,
Rule III of Part III of the 2016 SEC Rules of
Procedure; and

viii.) Proof of Service to the Operating
Department/SRO and other parties concerned.

Note: The Commission may order the submission of
additional documents based on the allegations in the
Petition or Appeal Memorandum.

CLIENT STEPS AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Present the verified 1.
Petition or Appeal
Memorandum and its
supporting documents

Assess the completeness of the verified
Petition or Appeal Memorandum and its
supporting documents

1.1. If complete, receive the verified
Petition or Appeal Memorandum
and its supporting document/s;
provide instructions in the OD slip

None

20 minutes

5 minutes

Officer of the Day (OD)

Officer of the Day (OD);
Administrative
Officer/Administrative
Assistant




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1.2. Prepare the Payment Assessment
Form (PAF) and instruct the
applicant/client to process
payment via the Electronic System
for Payment to SEC (eSPAYSEC)
URL:
https://espaysec.sec.gov.ph/payme
nt-portal/home or to the nearest
Land Bank of the Philippines (LBP)
Branch

5 minutes

Administrative Officer

2. Present PAF at nearest
LBP Branch or process
the payment via:

Electronic System for
Payment to SEC
(eSPAYSEC)

URL:
https:

v.ph/
‘ payment-portal/home

€SPpaySec.SecC.go

. Process payment and issue Electronic

Official Receipt (EOR) or the validated
deposit slip and PAF (if payment is
made with LBP)

PHP 3,030.00

10 minutes*

*Subject to the
prescribed processing
of the Cashier
Treasury Division,
FMD

eSPAYSEC
or LBP Branch

3. Present EOR or
validated deposit slip
and PAF at OGC

. Photocopy OR or validated deposit slip

and PAF

5 minutes

Administrative
Assistant/Supporting Clerk




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

4. Receives update onthe [4. Docketing and Raffling of the Petition or The case shall be Administrative Officer
requested service Appeal Memorandum decided or resolved
for a period not
4.1. Notation of the Petition or Appeal exceeding one (1) Assistant Director (AD) /
Memorandum year from the date of Chief Counsel (CC) /
Order submitting the Supervising Securities
4.2. Issuance or Rendition of Decision, same for Resolution. Review Counsel (SSRC)
Resolution or Order
*All
Decisions/Resolution Handling Lawyer; Chief
s are subject to the Counsel; General Counsel;
final approval and Commission En Banc

sign-off of the
Commission En Banc
TOTAL PHP 3,030.00 1 year, 1 hour, 10
minutes
Filing of Petition and Appeal is covered by Highly Technical within the context of Section 5 of the Securities Regulation Code, 2015 Implementing
Rules and Regulations of the Securities Regulation Code, Section 179 of the Revised Corporation Code, and SEC 2016 Rules of Procedure.




2. Filing of Request for Legal Opinion

This service details the procedure on how a citizen can file a Request for Legal Opinion.

Office or Division:

Office of the General Counsel (0GC)

Classification:

Highly Technical within the context of Section 5 of the Securities Regulation Code, 2015 Implementing Rules and
Regulations of the Securities Regulation Code, Section 179 of the Revised Corporation Code, Supreme Court Ruling on
Gamboa vs. Teves (G.R. No. 176579, 9 October 2012), and SEC Memorandum Circular No. 15, s.2003.

Section 3 of Republic Act (RA) No. 11032 (“Ease of Doing Business and Efficient Government Service Delivery Act of 2018")
provides that said Act shall apply to all government offices that provide services covering business and nonbusiness related
transactions as defined in said Act. “Government Service” is defined by Section 4 of RA No. 11032 as the process or
transaction between applicants or requesting parties and government offices or agencies involving applications for any
privilege, right, reward, license, clearance, permit or authorization, concession, or for any modification, renewal or
extension of the enumerated applications or requests which are acted upon in the ordinary course of business of the agency
or office concerned.

It must be noted that the issuance of a Legal Opinion, which is a mere interpretation of the law and is neither conclusive nor
controlling (Gamboa v. Teves, ibid), DOES NOT involve approval of applications for any privilege, right, reward, license,
clearance, permit or authorization, concession, or for any modification, renewal or extension of the enumerated
applications or requests. As such, issuance of a Legal Opinion DOES NOT fall within the ambit of Section 3 of RA No. 11032
because it is not the “Government Service” contemplated in Section 4 thereof and is therefore, not subject to the prescribed
processing times for Government Services under Section 9 of the same Act. We note that Section 9 of RA No. 11032 is
entitled “Accessing Government Services”, which clearly applies to “Government Service” as defined in Section 4 thereof (i.e.
applications for any privilege, right, reward, license, clearance, etc.).
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Type of Transaction: Government to Citizen (G2C)
Government to Business (G2B)
Government to Government (G2G)

Type of Service: External Services
Who may avail: All
Guidelines during YES
pandemic:
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Basic Requirements:
1. Letter Request (1 original copy and 1 photocopy) Letter Request - prepared by the Client

2. Proof of Payment (If subject of the request is determined to | Proof of Payment - Electronic System for Payment to SEC (eSPAYSEC)

be proper subject of a Legal Opinion pursuant to
Memorandum Circular No. 15, s. 2003)

Note: The Commission may request the submission of
additional documents necessary for the resolution of the
query, such as but not limited to Articles of Incorporation,
By-Laws, General Information Sheets, copies of applicable
laws and administrative rules, and all other documents
proving a relevant fact.




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

1. Send letter request for 1. Receives the letter request, and None 10 minutes Office of the Day (OD);

opinion and supporting supporting documents; provides Administrative

documents for initial instructions in the OD slip. Officer/Administrative

assessment. Assistant

1.1. Records in the Database/Raffling 10 minutes
For Registered Mail or
Private Courier: 1.2. For notation 15 minutes Administrative Officer

Office of the General
Counsel

Securities and
Exchange Commission
14th Floor, SEC
Headquarters, 7907
Makati Avenue, Bel-Air,
Makati City 1209

Via Email:
0ogc picc@sec.gov.ph

1.3. Drafts reply letter advising
payment of opinion fee, after
determination of compliance
whether the request letter
pertains to specific questions of
law, and compliant with SEC
Memorandum Circular No. 15 s.
2003 (MC No. 15, 5.2003); or
drafts a reply letter if said letter
request does not pertain to
specific questions of law and not
compliant with MC No. 15, 5.2003
(See Step 4.2).

NOTE: For email submissions, the cut-off
time for purposes of reckoning the date of
receipt of letter request in a particular
day shall be at 5:00PM. Letter requests
received beyond the cut-off time will be
considered received on the next business
day.

15 days for issuance of
letter advising
payment of opinion fee

Assistant Director (AD) /
Chief Counsel (CC) /
Supervising Securities
Review Counsel (SSRC)

Handling Lawyer

12



mailto:ogc_picc@sec.gov.ph

requested service.

4.1. The opinion shall be released in
not more than one (1) year from
the date of receipt of request,
generally on a “first-in, first out”
basis, depending on the number,
difficulty and novelty of the
question posed therein.

4.2. Otherwise, a reply letter will be
drafted if said request letter does
not pertain to specific questions
of law and not compliant with MC
No. 15,5.2003.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
2. Receives PAF and pays to . Prepares the Payment Assessment 5 minutes Administrative Officer

nearest LBP Branch; or Form (PAF) and instructs the
via: applicant to proceed to the SEC

Cashier, nearest Land Bank of the
Electronic System for Philippines (LBP) Branch, or
Payment to SEC eSPAYSEC
(eSPAYSEC) PHP 10,000.00 10 minutes LBP Branch Cashier
URL: 2.1. Processes payment and issues eSPAYSEC
https://espaysec.sec.gov. Electronic Official Receipt (EOR)
ph/ or validated deposit slip, and
payment-portal/home validated PAF (if payment is made

with LBP)

3. Present EOR or validated | 3. Photocopies the validated PAF or None 5 minutes Administrative Assistant /
deposit slip and PAF at validated deposit slip for Supporting Clerk
OGC or sends a copy via incorporation
email
(ogc_picc@sec.gov.ph)

4. Receives update on the . Takes action upon the request: None 1 year Handling Lawyer;

General Counsel
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CLIENT STEPS | AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
TOTAL PHP 10,000.00 1year,15days & 1
hour

Filing of Request for Legal Opinion is covered by Section 5 of the Securities Regulation Code, 2015 Implementing Rules and Regulations of the
Securities Regulation Code, Section 179 of the Revised Corporation Code, Supreme Court Ruling on Gamboa vs. Teves (G.R. No. 176579, 9 October

2012), and SEC Memorandum Circular No. 15, s.2003).
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3. Request for Issuance of Certificate of Finality

This service details the procedure on how a citizen can file a Request for Issuance of Certificate of Finality.

Division & Office of the General Counsel (0OGC)
Department/Office:
Classification: Simple (3 days)

Government to Citizen (G2C)
Government to Business (G2B)
[ ] Government to Government (G2G)

Type of Transaction:

Type of Service: External Service

Who may avail: Public

| Others, please specify: Individuals and Corporations.

Guidelines During Pandemic: | YES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Certificate of Finality is issued only upon the request by any one of the
former parties to a particular case provided that the following requirements
are complied with:

1. A Letter Request for the issuance of a Certificate of Finality stating the

following:

a. Legal standing of the requestor;

b. Purpose of the request; and

c. Title and docket number of the case requested to be certified as final;

2. Special Power of Attorney (for Individual Requestors) or Secretary's
Certificate (for Corporate Requestors) in case the Letter Request is to be
processed by a representative;

3. Certificate of No Pending Case/s with the Court of Appeals and the
Supreme Court (to attest that no other related case/s is/are pending
with the said tribunals to avoid confusion/inconsistency); and

4, Payment of required fees.

Letter Request - prepared by the requestor

Special Power of Attorney (Individual) or Secretary's Certificate
(Corporation) in case of a representative - prepared by the requestor, as the
case may be, and attached to the Letter Request

Certificate of No Pending Case/s - Court of Appeals and Supreme Court

Proof of Payment - Generated from the Electronic System for Payment to SEC
(eSPAYSEC); validated deposit slip from Landbank
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

Presents Letter Request for
Certificate of Finality and
supporting documents

1. Receives Letter Request for Certificate

of Finality and supporting documents

None

5 minutes

Administrative Assistant

Refers request to Handling
Lawyer (HL), if any or
Assistant Director (AD) for
approval

Reviews and approves request

2.1 Prepares the Certificate of Finality

None

None

15 minutes

10 minutes

Administrative Officer,
Handling Lawyer (HL) /
Assistant Director (AD)

Receives PAF and pays to the
nearest LBP branch; or via:

Electronic System for
Payment to SEC (eSPAYSEC)
URL:
https://espaysec.sec.gov.ph/

payment-portal/home

Prepares the Payment Assessment
Form (PAF) and instructs the applicant
to proceed to the nearest Land Bank of
the Philippines (LBP) Branch or the
process the payment via Electronic
System for Payment to SEC (eSPAYSEC)
URL:
https://espaysec.sec.gov.ph/payment-

portal/home

3.1 Processes payment and issues EOR
or validated deposit slip, and validated
PAF

None

PHP 300.00 + PHP
30.00 Document
Stamp (DST) per

document

5 minutes

*Subject to the
prescribed
processing of the
Cashier Treasury
Division, FMD

Administrative Officer

Financial Management
Department/
LBP Branch Cashier
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CLIENT STEPS

AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
4. Returns to OGC and gives the . Photocopies the validated PAF with None 5 minutes Administrative Assistant /
PAF together with EORor EORor validated deposit slip Supporting Clerk
validated deposit slip as proof
of payment
5. Receives update on the . Records and releases requested None 5 minutes Handling Lawyer
requested service Certificate of Finality General Counsel
TOTAL PHP 300.00 +PHP
30.00 Document
Stamp (DST) per

document
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4. Request for Issuance of a Certified True Copy for the Entry of Judgment

This service details the procedure on how a citizen can file a Request for Issuance of Certificate of Finality.

Division & Office of the General Counsel (0OGC)
Department/Office:

Classification: Simple (3 days)

Type of Transaction: Government to Citizen (G2C)

Government to Business (G2B)
[ ] Government to Government (G2G)

Type of Service: External Service

Who may avail: Public

| Others, please specify: Individuals and Corporations.

Guidelines During Pandemic: | YES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

A certified true copy of the Entry of Judgment is issued
only upon the request by one of the parties to a particular
case provided that the following requirements are
complied with:

a. A Letter Request for the issuance of a certified true
copy of the Entry of Judgment stating the following:
a. Legal standing of the requestor;

b. Purpose of the request; and
c. Title and docket number of the case;

b. Special Power of Attorney (for Individual Requestors)
or Secretary's Certificate (for Corporate Requestors) in
case the Letter Request is to be processed by a
representative;

Letter Request - prepared by the requestor

Special Power of Attorney (Individual) or Secretary's Certificate (Corporation) in case of a
representative - prepared by the requestor, as the case may be and attached to the Letter
Request

Certificate of No Pending Case/s - Court of Appeals and Supreme Court

Proof of Payment - Generated from the Electronic System for Payment to SEC (eSPAYSEC);
validated deposit slip from Landbank
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Certificate of No Pending Case/s with the Court of
Appeals and the Supreme Court (to attest that no other
related case/s is/are pending with the said tribunals to
avoid confusion/inconsistency); and
Payment of required fees.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
Presents Letter Request for a Receives Letter Request for a certified None 5 minutes Administrative Assistant
certified true copy of the true copy of the Entry of Judgment and
Entry of Judgment and supporting documents
supporting documents
Refers request to Handling . Reviews and approves request None 15 minutes Administrative Officer,
Lawyer (HL), if any or Handling Lawyer (HL) /
Assistant Director (AD) for 2.1 Prepares the certified true copy of None 10 minutes Assistant Director (AD)
approval the Entry of Judgment

Administrative Officer,

Handling Lawyer (HL) /

Assistant Director (AD)
Receives PAF and pays to the Prepares the Payment Assessment None 5 minutes Administrative Officer

nearest LBP branch; or via:

Electronic System for
Payment to SEC (eSPAYSEC)
URL:
https://espaysec.sec.gov.ph

payment-portal/home

Form (PAF) and instructs the applicant
to proceed to the nearest Land Bank of
the Philippines (LBP) Branch or the
process the payment via Electronic
System for Payment to SEC (eSPAYSE(C)
URL:

https://espaysec.sec.gov.ph /payment-

portal/home

PHP 300.00 + PHP
30.00 Document
Stamp (DST) per

document

*Subject to the
prescribed
processing of the
Cashier Treasury
Division, FMD

Financial Management
Department/
LBP Branch Cashier
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CLIENT STEPS

AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
3.1 Processes payment and issues EOR
official receipt or validated deposit
slip, and validated PAF
4. Returns to OGC and gives the . Photocopies the validated PAF with None 5 minutes Administrative Assistant /
PAF together with EOR or EOR or validated deposit slip Supporting Clerk
validated deposit slip as proof
of payment
5. Receives update on the . Records and releases requested None 5 minutes Handling Lawyer

requested service

certified true copy of the Entry of
Judgment

General Counsel

TOTAL

PHP 300.00 +PHP
30.00 Document
Stamp (DST) per

document

5. Public Assistance on Online Legal Queries
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This service details the procedure on how a citizen can file Online Legal Queries.

Division & Office of the General Counsel (0OGC)
Department/Office:
Classification: Simple (3 days)

Type of Transaction:

Government to Citizen (G2C)
Government to Business (G2B)
[] Government to Government (G2G)

Type of Service:

External Service

Who may avail:

General public

| Others, please specify: Individuals and Corporations

Guidelines During Pandemic: | YES

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Proper identification; Not applicable
2. Documents pertinent to the legal query, if any.
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Presents legal query via email | 1. Receives legal query. None 10 minutes Administrative Assistant/

to ogc_picc@sec.gov.ph 1.1. Refers to the Officer of the Day Supporting Clerk,

(OD). Officer of the Day
or via personal or registered (OD)

mail:

Office of the General Counsel
Securities and Exchange
Commission

14th Floor, SEC Headquarters,
7907 Makati Avenue, Bel-Air,
Makati City 1209
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2. Receives assistance from the OD.

2. Entertains the legal query; provides
other instructions in the OD slip, if any.

None

20 minutes

Officer of the Day
(OD)

TOTAL

None

30 minutes
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6. Request for Certified True Copy (CTC) or Plain Copy of Documents Related to Cases

This service details the procedure on how a citizen can file a Request for Certified True Copy (CTC) or Plain Copy of Documents Related to a Case
for active and inactive cases.

Division & Office of the General Counsel (OGC)
Department/Office:
Classification: Complex (7 days)

Type of Transaction:

Government to Citizen (G2C)
Government to Business (G2B)
Government to Government (G2G)

Type of Service: External Service

Who may avail: Public

| Others, please specify: Individuals and Corporations.

Guidelines During Pandemic: | YES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter Request (1 original copy and 1 photocopy),
which shall state the following:

a.
b.

Client’s complete name, address & contact details;
Name of authorized representative (if any), with
Special Power of Attorney (for Individual
Requestors) or Secretary’s Certificate (for
Corporate Requestors) attached to the Letter
Request

Title and docket number of the case requested to be
certified copied;

Specific records to be requested;

Legal standing of the Client and the purpose of
request;

2. LD. and authorization letter (if any) for proper
identification when releasing the requested record/s.

Letter Request - prepared by the Client
Proof of Payment - Cashier; Electronic System for Payment to SEC (eSPAYSEC)
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
Presents requests for . Receives Letter Request for certified None 5 minutes Administrative Assistant
particular documents. true copy of record/s.

Refers request to Handling . Reviews and approves requests; None 15 minutes Administrative Officer,

Lawyer (HL), if any or
Officer of the Day (OD) for
approval.

provides instructions in the OD slip.

2.1. Retrieves record/s and reproduce
copies:

2.1.1. *Records Room (for active
cases/awaiting Decision or
Resolution)

2.1.2. Warehouse (for inactive/
terminated cases)

*For active cases,
which will require
reproduction of 1- 30
pages of CTC of
record/s - 3 days
from receipt of
request

*For active cases,
which will require
reproduction of 30

pages-above of CTC of
record/s - 7 days
from receipt of
request

*For inactive/
terminated cases -7
days from receipt of

request

Handling Lawyer (HL) /
Officer of the Day (OD)

Administrative Assistant,
Supporting Clerk

Administrative Officer
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID [ PROCESSING TIME PERSON RESPONSIBLE
2.2. Stamp record with “Certified True 5 minutes Administrative Officer
Copy” and affix signature
2.3. Prepares the Payment PHP 50.00 + PHP 10 minutes Teller
Assessment Form (PAF) and 30.00 Document Financial Management
instructs the Requesting Party to Stamp Tax (DST) Department (FMD)/
pay at the SEC Cashier, nearest per document, + LBP Branch Cashier

Land Bank of the Philippines

PHP 10.00 per

(LBP) Branch, or via Electronic page
System for Payment to SEC
(eSPAYSEC) with URL:
https://espaysec.sec.gov.ph/pay
ment-portal/home *Subject to the
prescribed processing Administrative Assistant /
2.4. Processes payment and issues of the Cashier Supporting Clerk
Official Receipt or validated Treasury Division,
deposit slip, and validated PAF FMD
2.5. Photocopies the validated PAF 5 minutes Administrative Assistant /
and official receipt or validated Supporting Clerk
deposit slip as proof of payment
and for incorporation to the
department’s records
2.6. Records and releases requested 5 minutes
CTC of record/s
TOTAL PHP 50.00 + PHP *For active cases,
30.00 Document | which will require
Stamp Tax (DST) reproduction of 1-

per document, +
PHP 10.00 per

page

30 pages of CTC of
record/s - 2 days, 23
hours, 5 minutes
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https://espaysec.sec.gov.ph/payment-portal/home
https://espaysec.sec.gov.ph/payment-portal/home

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

*For active cases,
which will require
reproduction of 30
pages-above of CTC

of record/s - 6 days,
23 hours, 5 minutes

*For inactive/
terminated cases - 6
days, 23 hours, 5

minutes

PERSON RESPONSIBLE
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INTERIM GUIDELINES FOR THE LIMITED MANUAL OPERATIONS OF
OGC DURING THE PERIOD OF STATE OF NATIONAL EMERGENCY
DUE TO PANDEMIC OR IN THE EVENT OF OTHER MAJOR
DISRUPTION WHETHER CAUSED BY A NATURAL DISASTER OR
OTHER CAUSES
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7. Filing of Petition and Appeal

Office or Division:

Office of the General Counsel

Classification:

Highly Technical within the context of Section 5 of the Securities Regulation Code, 2015 Implementing Rules and
Regulations of the Securities Regulation Code, Section 179 of the Revised Corporation Code, and SEC 2016 Rules of
Procedure.

Historically, Section 3 of Republic Act (RA) No. 9485 states that those performing judicial, quasi-judicial and legislative
functions are excluded from the coverage of the said Act, also known as the Anti-Red Tape Act of 2007. When RA No. 9485
was amended by RA No. 11032, quasi-judicial function from the coverage of the law was maintained because Section 3 of
the latter Act provides that it shall apply to all government offices that provide services covering business and nonbusiness
related transactions as defined in said Act. “Government Service” is defined by Section 4 of RA No. 11032 as the process or
transaction between applicants or requesting parties and government offices or agencies involving applications for any
privilege, right, reward, license, clearance, permit or authorization, concession, or for any modification, renewal or
extension of the enumerated applications or requests which are acted upon in the ordinary course of business of the agency
or office concerned.

Relatively, pertinent provisions under Title XVI of the Revised Corporation Code are quoted as follows:

“Sec. 154. Investigations and Prosecution of Offenses. - The Commission may investigate an alleged violation of this Code, or
of a rule, regulation, or order of the Commission.

XXX XXX XXX
Sec. 156. Cease and Desist Orders. - Whenever the Commission has reasonable basis to believe that a person has violated, or
is about to violate, this Code, a rule, regulation, or order of the Commission, it may direct such person to desist from

committing the act constituting the violation.

XXX XXX XXX
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Sec. 158. Administrative Sanctions. - If, after due notice and hearing, the Commission finds that any provision of this Code,
rules or regulations, or any of the Commission’s orders has been violated, the Commission may impose any or all of the
following sanctions, taking into consideration the extent of participation, nature, effects, frequency and seriousness of the
violation:

XXX XXX XXX.

Under Sec. 5(1) of the Securities Regulation Code, the Commission has also the power to issue subpoena duces tecum and
summon witnesses to appear in any proceedings of the Commission and in appropriate cases, order the examination, search
and seizure of all documents, papers, files and records, tax returns, and books of accounts of any entity or person under
investigation as may be necessary for the proper disposition of the cases before it, subject to the provisions of existing laws.

Based on the foregoing provisions, the SEC has inherent quasi-judicial power which authorizes it to hear and decide cases in
the performance of its duty and enforce its decisions in accordance with law.

It must be noted that administrative adjudication, or the authority to hear and decide cases pursuant to the laws
implemented by an administrative agency, DOES NOT involve approval of applications for any privilege, right, reward,
license, clearance, permit or authorization, concession, or for any modification, renewal or extension of the enumerated
applications or requests. As such, administrative adjudication does not fall within the ambit of Section 3 of RA No. 11032
because it is not the “Government Service” contemplated in Section 4 thereof and is therefore, not subject to the prescribed
processing times for Government Services under Section 9 of the same Act. We note that Section 9 of RA No. 11032 is
entitled “Accessing Government Services”, which clearly applies to “Government Service” as defined in Section 4 thereof (i..e
applications for any privilege, right, reward, license, clearance, etc.).

Type of Transaction:

Government to Citizen (G2C)
Government to Business (G2B)
[] Government to Government (G2G)

Type of Service:

External Services

Who may avail:

Public (Individuals/Corporations)

Guidelines during
Pandemic:

YES

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
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Basic Requirements:

The Client may file its verified petition or appeal
through any of the following modes: (a) Manual Filing;
(b) Registered Mail or Private Courier; or (c) Electronic
Filing.

1. Petition for Calling of Meeting and Election of Officers
(Section 25 or 49 of the Revised Corporation Code)

a. A Petition for Calling of Meeting and Election of
Officers must pertain to a single corporation only. The
consolidation in one (1) petition involving two (2) or
more corporations is not allowed;

b. The Petition must be signed and verified by the: (1)
stockholders/members, with proof of
ownership/membership attached to the Petition; or
(2) members of the board of directors/trustees of the
subject corporation, with proof of membership to the
board attached to the Petition;

c. The verified Petition must state:

(i) the principal place of business or postal address
of the corporation; and

(ii) the names of its board of directors/trustees and
their respective complete addresses

Petition/Appeal - prepared by the Petitioner/Appellant

Proof of Payment - Generated from the Electronic System for Payment to SEC (eSPAYSEC);

validated deposit slip from Landbank
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d. The Petition shall allege the non-holding of regular
annual stockholders meeting and election, the failure
to reschedule the meeting and election, or failure to
conduct the rescheduled meeting and election, and its
relevant dates, and attach the corporate documents of
the subject corporation such as, but not limited to:
Articles  of Incorporation, By-laws, General
Information Sheet (“GIS”) and other documents to
support their claims/allegations; and

e. A \Verification and Certification of Non-Forum
Shopping in accordance with Sec. 3-3, Rule III of Part II
in relation to Sec. 3-3, Rule III of Part II, and Sec. 3-4,
Rule III of Part II, respectively, of the 2016 SEC Rules of
Procedure.

2. Petition for Voluntary Dissolution with Affected
Creditors (Section 135 of the Revised Corporation Code)

a. A Petition, signed by a majority of the corporation’s
board of directors or trustees, verified by its
president or secretary or one of its directors or
trustees, shall state the following:

i.) The reason for the dissolution of the corporation;

ii.) The form, manner and time when the notices of
meeting were given;

iii.) The date, place, and time of the meeting in which
the vote was made;

iv.) All claims and demands against the dissolving
corporation; and
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v.) The dissolution was affirmed by the stockholders
representing at least 2/3 of the outstanding
capital stock or at least 2/3 of the members at a
meeting called for the purpose of dissolving the
corporation.

b. Submission of the following:

i) Copy of the resolution authorizing the
dissolution, certified by a majority of the board of
directors or trustees and countersigned by the
secretary of the corporation;

ii.) List of all its creditors; and

iii.) Pertinent documents in support of the Petition
(e.g. Certificate of Incorporation, Articles of
Incorporation, By-Laws, latest copy of the
General Information Sheet, Annual Financial
Statement stamped received by the BIR and the
SEC, inventory of assets and properties, schedule
of liabilities and list of pending cases, if any, and
such others).

3. Appeal to the Commission En Banc from an adverse
decision, final order or resolution of a Director of an
Operating Department, the members of a Special
Hearing Panel or a Self-Regulatory Organization (SRO)
(Section 3-1, Rule III of Part V of the 2016 SEC Rules of
Procedure)

a. The Appeal Memorandum, in six (6) legible copies,
shall state the following:
i.) The full name, capacity, and respective addresses
of the parties to the appeal for the proper service
of processes emanating from the Commission;




ii.) The material dates showing the timeliness of the
appeal;

iii.)A concise statement of the matters involved, the
issues raised, the specification of errors or
arguments relied upon in support of the appeal;

iv.) A copy of the decision, final order or resolution of
the Director of the Operating Department, Special
Hearing Panel or Self-Regulatory Organization
attached to the Appeal Memorandum, as the case
may be, being appealed and the material portions
of the record that will support the allegations of
the appeal;

v.) An express consent, if any, of the appellant, or his
counsel, of the electronic service of papers, orders,
decisions and resolutions emanating from the
Commission. The consenting appellant or his/her
counsel, as the case may be, shall state the email
address at which he/she agrees to accept such
service;

vi.) Documents in support of the allegations made on
the Appeal Memorandum;

vii.)  Verification and Certification of Non-Forum
Shopping in accordance with Secs. 3-4 and 3-7,
Rule III of Part III of the 2016 SEC Rules of
Procedure; and

viii.) Proof of Service to the Operating
Department/Self-Regulatory Organization (SRO)
and other parties concerned.

Note: The Commission may order the submission of
additional documents based on the allegations in the
Petition or Appeal Memorandum.
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
For Manual Filing only: . OGC shall provide the Request None 5 minutes Requesting Party
1. Fill-out the Request Form Form to the Client. Administrative Assistant
provided by the OGC
For Manual Filing: . Atemporary acknowledgment 15 minutes Administrative Assistant

2.

Copy of the petition or appeal
memorandum with supporting
documents shall be sealed in a
long brown envelope and shall
be left at the designated place
provided by the Office.

For Registered Mail or Private
Courier:

Six (6) legible copies of the
petition or appeal memorandum
with supporting documents shall
be sealed in a long brown
envelope, together with the
postal money order for the
payment of the filing fee, and
sent through registered mail or
private courier addressed to:

Office of the General Counsel
Securities and Exchange
Commission

14th Floor, SEC Headquarters,
7907 Makati Avenue, Bel-Air,
Makati City 1209

receipt shall be issued to the
requesting party by the Office.

2.1. In compliance with public
health standards for the
mitigation of the COVID-19
threat, the documents
received by the OGC shall be
subject to sanitation
procedures.

2.2. Assess the completeness of
the petition or appeal
memorandum with its
supporting documents;
provide instructions in the
OD slip.

2.3. Upon confirmation of the
completeness of the
petition or appeal
memorandum, the Client
shall also be advised for the
payment of filing fee in the
amount of PHP 3,030.00.

Within a period of not
exceeding three (3)
working days from

submission (i.e. manual
filing or electronic filing)
of the copy of the
petition or appeal
memorandum with
supporting documents.

Officer of the Day (OD)

Administrative
Officer/Administrative
Assistant
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
For Electronic Filing: 2.3.1. Date of filing shall be
Copy of the petition or appeal the date indicated on
with supporting documents may the official receipt
be filed electronically by sending issued to the Client
an electronic mail to upon payment of the
ogc_picc@sec.gov.ph with a filing fee. (Manual
subject title: FILING OF Filing)
APPEAL/PETITION_CASE 2.3.2. Date of filing shall be
TITLE. The Client shall ensure the date of the mailing,
that the original and copies of as shown by the post
the documents/pleadings filed office stamp on the
shall ensure that the original and envelope or the registry
copies of the receipt or the
documents/pleadings filed shall acknowledgement
be physically received by the receipt issued by the
OGC within five (5) business private courier
days from the date of company. (Registered
sending/transmittal via Mail)
electronic mail. The Client may 2.3.3. Date of filing shall be
send the physical the date indicated on
documents/pleadings via (a) the official receipt
manual filing and (b) registered issued to the Client
mail or private courier. The upon payment of the
Client shall provide one (1) filing fee. (Electronic
original copy, properly mark the Filing)
original thereof with “ORIGINAL",
and five (5) legible copies of the 2.4. Should the Client wish to Within 1 day from Administrative
said document/pleading. proceed with its request, receipt of Client’s Officer/Administrative
the OGC shall send a copy of confirmation Assistant

the Payment Assessment
Form (PAF) for payment.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

Scanned copies of the printed or
hard copies of the documents
may be sent in Portable
Document Format (PDF). For
documents that have annex/es, a
separate scanned file for each
annex must be filed by the party
using the prescribed file name.
(Ex. Appeal - Annex “A”; Appeal -
Annex “B”; and so forth)

. Upon receipt of the PAF, the
Client shall print the form and
proceed to pay the assessed
amount at at any Landbank
Branch;5

or via:

Electronic System for Payment to
SEC (eSPAYSEC)
URL:

https://espaysec.sec.gov.ph

‘ payment-portal/home

. Process payment and issue

Electronic Official Receipt (EOR)
or validated deposit slip and

PAF (if payment is made with
LBP)

PHP 3,030.00

15 minutes*

*Subject to the
prescribed processing of
the Cashier Treasury
Division, FMD

eSPAYSEC LBP Branch

4. A copy of the official receipt shall

be sent to ogc_picc@sec.gov.ph
as proof of payment.

The original copy of the official
receipt may be sent to OGC’s
office via registered mail or any
other private courier.

. Upon receipt of the proof of

payment, the OGC shall proceed
with the docketing and raffling
of the Petition or Appeal
Memorandum. The Client shall
receive an update on the
requested service.

Within 1 day from
receipt of Client’s official
receipt or proof of
payment.

Administrative
Officer/Administrative
Assistant




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

5. Receives update on the requested
service.

. Docketing and raffling of the

Petition or Appeal
Memorandum.

5.1. Notation of the Petition or
Appeal Memorandum

5.2. Issuance or rendition of
decision, resolution or
order

The case shall be decided
or resolved for a period
not exceeding one (1)
year from the date of
Order submitting the
same for Resolution.

*All
Decisions/Resolutions
are subject to the final

approval and sign-off of
the Commission En Banc.

Handling Lawyer; Chief
Counsel, General Counsel;
Commission En Banc

6. Filing of Responsive Pleadings
and Other Documents

The party in any case pending
before the OGC or the
Commission En Banc may file its

responsive pleading through any

of the following modes: (a)
Manual Filing; (b) Registered
Mail or Private Courier; and (c)
Electronic Filing.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

For Manual Filing:

The party or its representative,
or through its counsel must
fill-out the Request Form
provided by OGC. Copy of the
responsive pleading or other
document shall be sealed in a
long brown envelope and shall
be left at the designated place
provided by the Office.

For Registered Mail or Private
Courier:

Copy of the responsive pleading
shall be sealed in a long brown
envelope and may be sent
through registered mail or
private courier addressed to:

OFFICE OF THE GENERAL
COUNSEL

Securities and Exchange
Commission

14th Floor, SEC Headquarters,
7907 Makati Avenue, Bel-Air,
Makati City, 1209
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

For Electronic Filing:
Copy of the responsive pleading may
be filed electronically by sending an
electronic mail to
ogc picc@sec.gov.ph with a subject
title: CASE NUMBER_CASE
TITLE_TYPE OF DOCUMENT. The
Client shall ensure that the original
and copies of the
documents/pleadings filed shall be
physically received by the Office
within five (5) business days from
the date of sending/transmittal via
electronic mail. The Client may send
the physical documents/pleadings
via (a) manual filing and (b)
registered mail or private courier.
The Client shall provide one (1)
original copy, properly mark the
original thereof with “ORIGINAL",
and five (5) legible copies of the said
document/pleading.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

Scanned copies of the printed or
hard copies of the documents
may be sent in Portable
Document Format (PDF). For
documents that have annex/es, a
separate scanned file for each
annex must be filed by the party
using the prescribed file name.
(Ex. Comment - Annex “A”;
Comment - Annex “B”; and so
forth)

If applicable, proof of service to
the operating departments or
other parties must be included
in the attachments before a
party can file the document/s
covered under this item.

For purposes hereof, the cut-off
time for purposes of reckoning
the date of receipt of emails in a
particular day shall be at 5:00
PM. Emails received beyond the
cut-off time will be considered
received on the next business
day.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

. Filing of other pleadings and
documents, as stated below, shall
be done electronically using the

manner of electronic filing:

e Reply

e Motion to Lift CDO

e Manifestations and
Motions

e Rejoinder

Position Paper

e Other Pleadings

TOTAL

PHP 3,030.00

1 year, 5 days and 35
Minutes
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8. Filing of Request for Legal Opinion

Office or Division:

Office of the General Counsel

Classification:

Highly Technical within the context of Section 5 of the Securities Regulation Code, 2015 Implementing Rules and
Regulations of the Securities Regulation Code, Section 179 of the Revised Corporation Code, Supreme Court Ruling on
Gamboa vs. Teves (G.R. No. 176579, 9 October 2012), and SEC Memorandum Circular No. 15, s.2003.

Section 3 of Republic Act (RA) No. 11032 (“Ease of Doing Business and Efficient Government Service Delivery Act of 2018”)
provides that said Act shall apply to all government offices that provide services covering business and nonbusiness related
transactions as defined in said Act. “Government Service” is defined by Section 4 of RA No. 11032 as the process or
transaction between applicants or requesting parties and government offices or agencies involving applications for any
privilege, right, reward, license, clearance, permit or authorization, concession, or for any modification, renewal or
extension of the enumerated applications or requests which are acted upon in the ordinary course of business of the agency
or office concerned.

It must be noted that the issuance of a Legal Opinion, which is a mere interpretation of the law and is neither conclusive nor
controlling (Gamboa v. Teves, ibid), DOES NOT involve approval of applications for any privilege, right, reward, license,
clearance, permit or authorization, concession, or for any modification, renewal or extension of the enumerated
applications or requests. As such, issuance of a Legal Opinion DOES NOT fall within the ambit of Section 3 of RA No. 11032
because it is not the “Government Service” contemplated in Section 4 thereof and is therefore, not subject to the prescribed
processing times for Government Services under Section 9 of the same Act. We note that Section 9 of RA No. 11032 is
entitled “Accessing Government Services”, which clearly applies to “Government Service” as defined in Section 4 thereof (i.e.
applications for any privilege, right, reward, license, clearance, etc.).

Type of Transaction:

G2C - Government to Citizen
G2B - Government to Business
G2G - Government to Government

Who may avail:

All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Basic Requirements:

1. Letter Request (1 original copy and 1 photocopy)

Letter Request - prepared by the requestor
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2. Proof of Payment (If subject of the request is
determined to be proper subject of a Legal Opinion
pursuant to Memorandum Circular No. 15, s. 2003)

Note: The Commission may request the submission of
additional documents necessary for the resolution of
the query, such as but not limited to Articles of
Incorporation, By-Laws, General Information Sheets,
copies of applicable laws and administrative rules, and
all other documents proving a relevant fact.

Proof of Payment - ; Generated from the Electronic System for Payment to SEC (eSPAYSEC);
validated deposit slip from Landbank
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to the client through email.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME | PERSON RESPONSIBLE
PAID
. Prepare a Letter Request, along | 1. Receives the Letter Request, and supporting None 10 minutes Requesting Party
with its supporting documents, documents through email; provide Officer of the Day
and send it through email to instructions in the OD slip. Administrative
ogc_picc@sec.gov.ph for initial Assistant
assessment. Note: The cut-off time for purposes of
reckoning the date of receipt of Letter
Request in a particular day shall be at 5:00
PM. Letter Request received beyond the
cut-off time will be considered received on
the next business day.
1.1. Records in the Database/Raffling 10 minutes Administrative Officer
1.2. For notation 15 minutes Assistant Director (AD)
/ Chief Counsel (CC) /
1.3. Drafts a reply through email advising Supervising Securities
payment of opinion fee in the amount of Review Counsel (SSRC)
PHP 10,000, after determination of
compliance whether the Letter Request
pertains to specific questions of law, and
compliant with SEC Memorandum
Circular No. 15s. 2003 (MC No. 15,
s.2003); or drafts a reply letter if said
request letter does not pertain to
specific questions of law and not
compliant with MC No. 15, 5.2003. (See
Step 5.2)
1.3.1. The said reply letter shall be sent 15 days Handling Lawyer
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requested service.

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

. After receiving the email reply . Prepares the Payment Assessment Form 10 minutes Administrative Officer
that the request is compliant (PAF), which will be sent through email, and
with MC No. 15, 5.2003 and the instructs the Client to proceed to pay the
advice to pay the Opinion Fee, assessed amount at the nearest LBP Branch
the Client shall notify SEC,
through email, of its intention or via:
to proceed with the payment.

Electronic System for Payment to SEC
2.1. Receives PAF and pays to (eSPAYSEC)
the nearest Landbank of URL: https://espaysec.sec.gov.ph/
the Philippines (LBP) payment-portal/home
Branch or or via eSPAYSEC

. Print the form and proceed to . Processes payment and issues Electronic PHP 10,000.00 10 minutes LBP Branch Cashier
pay the assessed amount. Official Receipt (EOR) or validated deposit eSPAYSEC

slip, and validated PAF (if payment is made
with LBP)

. A copy of the electronic official . Send an email acknowledging that the copy None 5 minutes Administrative
receipt (EOR)or the validated of the EOR or validated deposit slip has Assistant / Supporting
deposit silp shall be sent to been duly received. Clerk
ogc_picc@sec.gov.ph as proof of
payment.

. Receives update on the . Takes action upon the request: None 1 year Handling Lawyer

General Counsel
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

5.1 The opinion shall be released in not more
than one (1) year from the date of receipt of
request, generally on a “first-in, first out” basis,
depending on the number, difficulty and novelty
of the question posed therein.

5.2 Otherwise, a reply letter will be drafted if
said request letter does not pertain to specific
questions of law and not compliant with MC No.
15,5.2003.

TOTAL

PHP 10,000.00

1year,15days & 1
hour

Filing of Request for Legal Opinion is covered by Section 5 of the Securities Regulation Code, 2015 Implementing Rules and Regulations of the
Securities Regulation Code, Section 179 of the Revised Corporation Code, Supreme Court Ruling on Gamboa vs. Teves (G.R. No. 176579, 9 October
2012), and SEC Memorandum Circular No. 15, 5.2003).
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9. Request for Issuance of Certificate of Finality

This service details the procedure on how a citizen can file a Request for Issuance of Certificate of Finality.

Division & Office of the General Counsel
Department/Office:

Classification: Simple (3 days)

Type of Transaction: Government to Citizen (G2C)

Government to Business (G2B)
[ ] Government to Government (G2G)

Type of Service: External Service

Who may avail: General Public

| Others, please specify: Individuals & Corporations.

Guidelines During Pandemic: | YES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Certificate of Finality is issued only upon the request
by any one of the former parties to a particular case
provided that the following requirements are
complied with:

1. A Letter Request for the issuance of a Certificate of

Finality stating the following:

a. Legal standing of the requestor;

b. Purpose of the request; and

c. Title and docket number of the case requested to be
certified as final;

2. Special Power of Attorney (for Individual Requestors)
or Secretary's Certificate (for Corporate Requestors) in
case the Letter Request is to be processed by a
representative;

Letter Request - prepared by the requestor

Special Power of Attorney (Individual) or Secretary's Certificate (Corporation) in case of a
representative - prepared by the requestor, as the case may be, and attached to the Letter
Request

Certificate of No Pending Case/s - Court of Appeals and Supreme Court

Proof of Payment - Generated from the Electronic System for Payment to SEC (eSPAYSEC);
validated deposit slip from Landbank
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE
Certificate of No Pending Case/s with the Court of
Appeals and the Supreme Court (to attest that no other
related case/s is/are pending with the said tribunals to
avoid confusion/inconsistency); and
. Payment of required fees.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
Presents request letter for . Receives request letter for Certificate None 5 minutes Administrative
Certificate of Finality and of Finality and supporting documents Assistant
supporting documents through
email to ogc_picc@sec.gov.ph
Refers request to Handling Lawyer Reviews and approves request; None 15 minutes Administrative Officer,
(HL), if any or Assistant Director provides instructions in the OD slip Handling Lawyer (HL) /
(AD) for approval Assistant Director (AD)

Prepares the Certificate of Finality None 10 minutes
Administrative Officer,
Handling Lawyer (HL) /
Assistant Director (AD)
. After receiving the email reply that Prepares the Payment Assessment None 5 minutes Administrative Officer
the request complies with the Form (PAF) and instructs the
requirements and the advice to applicant to proceed to the nearest
pay the fees for the issuance of a Landbank Branch or to process the
certificate of finality fee, the Client payment via:
shall notify SEC, through email, of
its intention to proceed with the Electronic System for Payment to
payment SEC (eSPAYSEC)
URL: https://espaysec.sec.gov.ph/
payment-portal/home
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
4. Print the form and proceed to pay | 4. Processes payment and issues PHP 300.00 + PHP *Subject to the eSPAYSEC
the assessed amount official receipt or validated deposit 30.00 Document prescribed LBP Branch Cashier
slip, and validated PAF Stamp (DST) per processing of the
document Cashier Treasury
Division, FMD
5. A copy of the official receipt shall . Send an email acknowledging that None 5 minutes Administrative
be sent to ogc_picc@sec.gov.ph as the copy of the official receipt has Assistant / Supporting
proof of payment been duly received Clerk
*The original copy of the official
receipt or deposit slip will serve as
the Client’s claim stub in receiving
the Certificate of Finality
6. Receives update on the requested . Records and releases requested None 5 minutes Handling Lawyer
service Certificate of Finality General Counsel
TOTAL PHP 300.00 +PHP
30.00 Document
Stamp (DST) per
document
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10. Request for Issuance of a Certified True Copy for the Entry of Judgment

This service details the procedure on how a citizen can file a Request for Issuance of Certificate of Finality.

Division & Office of the General Counsel
Department/Office:

Classification: Simple (3 days)

Type of Transaction: Government to Citizen (G2C)

Government to Business (G2B)
[ ] Government to Government (G2G)

Type of Service: External Service

Who may avail: General Public

| Others, please specify: Individuals & Corporations.

Guidelines During Pandemic: | YES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

A certified true copy of the Entry of Judgment is issued
only upon the request by one of the parties to a
particular case provided that the following
requirements are complied with:

1. A Letter Request for the issuance of a certified true
copy of the Entry of Judgment stating the following:
a. Legal standing of the requestor;

b. Purpose of the request; and
c. Title and docket number of the case;

2. Special Power of Attorney (for Individual Requestors)
or Secretary's Certificate (for Corporate Requestors) in
case the Letter Request is to be processed by a
representative;

Letter Request - prepared by the requestor

Special Power of Attorney (Individual) or Secretary's Certificate (Corporation) in case of a
representative - prepared by the requestor, as the case may be and attached to the Letter
Request

Certificate of No Pending Case/s - Court of Appeals and Supreme Court

Proof of Payment - Generated from the Electronic System for Payment to SEC (eSPAYSEC);
validated deposit slip from Landbank
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE
3. Certificate of No Pending Case/s with the Court of
Appeals and the Supreme Court (to attest that no other
related case/s is/are pending with the said tribunals to
avoid confusion/inconsistency); and
4. Payment of required fees.
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
1. Presents request letter for a 1. Receives request letter for a certified None 5 minutes Administrative Assistant
certified true copy of the Entry true copy of the Entry of Judgment
of Judgment and supporting and supporting documents
documents through email to
ogc_picc@sec.gov.ph
2. Refers request to Handling 2. Reviews and approves request; None 15 minutes Administrative Officer,
Lawyer (HL), if any or provides instructions in the OD slip Handling Lawyer (HL) /
Assistant Director (AD) for Assistant Director (AD)
approval
Prepares the certified true copy of the None 10 minutes Administrative Officer,
Entry of Judgment Handling Lawyer (HL) /
Assistant Director (AD)
3. After receiving the email reply 3. Prepares the Payment Assessment None 5 minutes Administrative Officer
that the request complies with the Form (PAF) and instructs the
requirements and the advice to applicant to proceed to any Landbank
pay the fees for the issuance of a Branch or to process payment via:
certified copy of the Entry of
Judgment, the Client shall notify Electronic System for Payment to SEC
SEC, through email, of its intention (eSPAYSEC)
to proceed with the payment URL: https://espaysec.sec.gov.ph/
payment-portal/home
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requested service

certified true copy of the Entry of
Judgment

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
4. Print the form and proceed to | 4. Processes payment and issues official | PHP 300.00 + PHP *Subject to the eSPAYSECDepartment/
pay the assessed amount receipt or validated deposit slip, and 30.00 Document prescribed LBP Branch Cashier
validated PAF Stamp (DST) per processing of the
document Cashier Treasury
Division, FMD
5. A copy of the official receipt . Send an email acknowledging that the None 5 minutes Administrative Assistant /
shall be sent to copy of the official receipt has been Supporting Clerk
ogc picc@sec.gov.ph as proof duly received
of payment
*The original copy of the official
receipt or deposit slip will serve as
the Client’s claim stub in receiving the
certified true copy of the Entry of
Judgment
6. Receives update on the . Records and releases requested None 5 minutes Handling Lawyer

General Counsel

TOTAL

PHP 300.00 +PHP
30.00 Document
Stamp (DST) per

document
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11. Public Assistance on Online Legal Queries

Division & Office of the General Counsel
Department/Office:

Classification: Simple (3 days)

Type of Transaction: Government to Citizen (G2C)

Government to Business (G2B)
[ 1 Government to Government (G2G)

Type of Service: External Service

Who may avail: General Public

| Others, please specify: Individuals & Corporations.

Guidelines During Pandemic: | YES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Proper identification
2. Documents pertinent to the legal query, if any

Not applicable

The public is highly encouraged to present questions or inquiries through email at ogc_picc@sec.gov.ph. For clients who intend to submit documents for
whatever legal purpose, they may do so. via email at ogc picc@sec.gov.ph or via personal or registered mail addressed to:

Office of the General Counsel
Securities and Exchange Commission

14th Floor, SEC Headquarters, 7907 Makati Avenue, Bel-Air, Makati City 1209

The cut-off time for purposes of reckoning the date of receipt of emails in a particular day shall be at 5:00 PM. Emails received beyond the cut-off time will

be considered received on the next business day.
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Presents legal query . Receives legal query. None 10 minutes Client,
through email at Administrative
ogc_picc@sec.gov.ph 1.1. Refers to the Officer of the Day (OD). Assistant/
Supporting Clerk,
Note: The cut-off time for purposes of Officer of the Day
reckoning the date of receipt of emails in a (OD)
particular day shall be at 5:00 PM. Emails
received beyond the cut-off time will be
considered received on the next business day.
2. Receives assistance | 2. Entertains the legal query. None 20 minutes Officer of the Day
from the OD. (OD)
TOTAL None 30 minutes
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12. Request for Certified True Copy (CTC) or Plain Copy of Documents Related to Cases

Division & Office of the General Counsel
Department/Office:
Classification: Complex (7 days)

Type of Transaction:

Government to Citizen (G2C)
Government to Business (G2B)
Government to Government (G2G)

Type of Service: External Service

Who may avail: General Public

| Others, please specify: Individuals & Corporations.

Guidelines During Pandemic: | YES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter Request (1 original copy and 1 photocopy), which
shall state the following:

a.
b.

Client’s complete name, address & contact details;
Name of authorized representative (if any), with
Special Power of Attorney (for Individual
Requestors) or Secretary’s Certificate (for Corporate
Requestors) attached to the Letter Request

Title and docket number of the case requested to be
certified copied;

Specific records to be requested;

Legal standing of the Client and the purpose of
request;

2.1.D. and authorization letter (if any) for proper
identification when releasing the requested record/s.

Letter Request - prepared by the requestor
Proof of Payment — Generated from the Electronic System for Payment to SEC (eSPAYSEC);
validated deposit slip from Landbank

Note: During the covered period, personal filing of letter requests pertaining to certified true copy of records will temporarily be unavailable.

Alternatively, the public is highly encouraged to send their requests through email at ogc_picc@sec.gov.ph.
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The cut-off time for purposes of reckoning the date of receipt of emails in a particular day shall be at 5:00 PM. Emails received beyond the cut-off time will
be considered received on the next business day.

Handling Lawyer
(HL), if any or Officer
of the Day (OD) for
approval.

instructions via email reply.

2.1 Retrieves record/s and reproduce

copies:

2.1.1 *Records Room (for active
cases/awaiting Decision or
Resolution)

2.1.2 Warehouse (for inactive/
terminated cases)

*Usual turn-around-time
(TAT) will be affected
depending on the skeleton
workforce and schedule
that will be implemented
by the department

*For active cases, which
will require reproduction
of 1- 30 pages of CTC of
record/s - 3 days from
receipt of request

*For active cases, which
will require reproduction
of 30 pages-above of CTC of
record/s - 7 days from
receipt of request

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON
RESPONSIBLE
1. Presents Letter 1. Receives Letter Request for certified true None 5 minutes Client,
Request through copy of record/s. Administrative
email at Assistant
2. Refers request to 2. Reviews and approves request; provides None 15 minutes Administrative Officer,

Handling Lawyer (HL)
/

Officer of the Day (OD)

Administrative
Assistant,
Supporting Clerk

56


mailto:ogc_picc@sec.gov.ph

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

2.2 Stamp record with “Certified True
Copy” and affix signature

2.2.1 Notifies Client through email
on the total amount to be paid;
Client to confirm with the
department also through email if
he/she will proceed with the
request

2.3 Prepares the Payment Assessment
Form (PAF) and sends a copy to the
Client through email with the instruction
to pay at the nearest Land Bank of the
Philippines (LBP) Branch, or via
Electronic System for Payment to SEC
(eSPAYSEC) with URL:
https://espaysec.sec.gov.ph/payment-po
rtal/home

*For inactive/
terminated cases -7 days
from receipt of request

5 minutes

5 minutes

10 minutes

*Subject to the prescribed
processing of the Cashier
Treasury Division, FMD

Administrative Officer

Administrative Officer

eSPAYSEC
LBP Branch Cashier
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

2.4 Processes payment and issues
Official Receipt or validated deposit slip,
and validated PAF

2.5 Sends scanned copies or clear photos
of the validated PAF and official receipt
or validated deposit slip through email
to ogc_picc@sec.gov.ph as proof of
payment; The Client shall receive an
update from the department on the
requested service via email.

2.6 *The original copy of the official
receipt or deposit slip will serve as the
Client’s claim stub in receiving the
certified true copies of the documents.

2.7 Records and releases requested CTC
of record/s at the SEC Main Office

PHP 50.00 + PHP
30.00 Document
Stamp Tax (DST) per
document, + PHP
10.00 per page

5 minutes

5 minutes

Client

Administrative
Assistant / Supporting
Clerk

TOTAL

PHP 50.00 + PHP
30.00 Document
Stamp Tax (DST)
per document, +
PHP 10.00 per

page

*For active cases, which
will require reproduction
of 1- 30 pages of CTC of

record/s - 2 days, 23
hours, 5 minutes
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

*For active cases, which
will require reproduction
of 30 pages-above of CTC
of record/s - 6 days, 23
hours, 5 minutes

*For inactive/
terminated cases - 6
days, 23 hours, 5 minutes
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1. Accreditation of Asset Valuer

To increase reliance on the report of appraisal companies or professional services organizations and their property valuers or valuation
specialists.

Division & Office of the General Accountant (OGA)
Department/Office:

Classification: Highly Technical (20 days)

Type of Transaction: Government to Citizen (G2C)

Government to Business (G2B)
[] Government to Government (G2G)

Type of Service: External Service
Who may avail: Target SEC Others, please specify:
Clients/Stakeholders/Customers e Appraisal companies
e Professional Services Organization (PSO)
Guidelines During NO
Pandemic:
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Pre-evaluation notice and notarized letter endorsing the Securities and Exchange Commission official website
application (1 original) (https://www.sec.gov.ph/forms-and-f reditation/)
(https://www.sec.gov.ph /accountants-information/forms/)
2. Board or partners’ resolution approving the filing of the Applicant

application and the designation of authorized signatory on
behalf of the company/firm (1 original)

3. Profile showing the history, scope of services, list of Applicant
employees and their corresponding profession, and the
bio-data of executive/certifying officers or partners, and
certifying property appraisers or valuation specialist (1
original)



https://www.sec.gov.ph/forms-and-fees/accreditation/
https://www.sec.gov.ph/accountants-information/forms/

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Document showing compliance with the prescribed
qualifications for the applicant appraisers or valuation
specialists, i.e., professional license, notarized certification
of compliance with the required CPD units by the PRC,
working experience record (1 original)

Applicant

Certificate of good standing issued by Professionals
Regulation Commission (PRC) recognized to Accredited of
Professional Organization (APO) (1 original)

Professionals Regulation Commission (PRC)

List of clients showing current and previous clients (1
original)

Applicant

Certifications from at least two (2) banks or two (2) public
companies or secondary licensees or two (2) large
corporations that they have been engaged the services of
the appraisal company/PSO (1 original)

Applicant

Notarized certification of the applicant signed by its
President or Managing Partner that it meets all the
qualification requirements under Par. I[1(3) of the Guidelines
on Asset Valuations; that it has not been declared liable by
the Commission or by any competent court for violation of
the Corporation Code or the Securities Regulation Code or
any relevant laws and regulation, and that the applicant
and/or any of its directors/executive officers or partners,
or property appraisers or valuers have no adverse
judgement against them on any administrative, civil or
criminal case involving its appraisal business. The adverse
judgement must be final and executory (1 original)

Applicant

List of any pending administrative, civil or criminal case
filed against the company or any of its officers and
employees (1 original)

Applicant




CHECKLIST OF REQUIREMENTS WHERE TO SECURE

10. Copy of professional liability insurance policy and sworn Applicant
undertaking to provide professional liability insurance as
required by its clients (1 original)

11. Copy of two (2) Appraisal or Valuation Report issued (1 Applicant
original)

12. Copy of the company’s framework of internal control Applicant
procedures (1 original)

13. Notarized certification that the company adopts and Applicant

complies with the current edition of International Valuation
Standards (1 original)

14. Signed certification confirming that all communications Securities and Exchange Commission
regarding the application for accreditation may be sent or
transmitted by the OGA through electronic mail (e-mail)
address and shall be considered as official transmittal by
said Office pursuant to e-Commerce Act of 2000 (1 original)

For online applications, the applicant may submit the scanned application documents with physical/wet signatures, supporting documents
and Pre-Evaluation Notice via electronic mail to secoga@sec.gov.ph

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

1. Submits fully | 1. Pre-evaluates and authenticates None 2 hours Officer of the day

accomplished application and supporting Assistant Director

pre-evaluation notice documents.

and complete

documentary 1.1. The Officer of the Day will

requirements to the forward the accomplished

Officer of the day or pre-evaluation notice to the

electronically to Assistant Director for review

secoga@sec.gov.ph. and returns to the Officer of

the Day to effect corrections.



mailto:secoga@sec.gov.ph

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1.1.1. If the application and

supporting documents
are not complete the
same are returned to
the applicant with the
accomplished
pre-evaluation notice to
the applicant or its
authorized
representative or
through the applicant’s
electronic mail.

1.1.2. [Ifapplication and

supporting documents
are complete, the Officer
of the day clears
application for payment
of the prescribed fees
(proceeds to No. 3) The
accomplished
pre-evaluation notice is
returned to the applicant
or its authorized
representative or sent to
the applicant’s electronic
mail for their signature.




proof of payment via
eSPAYSEC or
Landbank to the OGA
with the application
and its supporting
documents

“Received” the one (1) set of
application documents. (For
walk-in application)

Receives electronic mail
containing scanned copy of
application documents.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
1.2. Prepares Payment

Assessment Form (PAF) and

instructs applicant to

process payment and

present a copy of O.R.

10 minutes Executive Assistant
. Receives the PAF and | 2. Processes payment and issues Filing 20 minutes
settles the required O.R. Fee:
fee. PHP10,000.00 *Subject to the
If paid via eSPAYSEC, an electronic UPLREF: prescribed eSPAYSEC
The  client may official receipt is generated which PHP100.00 processing of the
choose to pay via will serve as the official copy of Total: eSPAYSEC or any
Electronic System for the Client. PHP10,100.00 Landbank branch
Payment to the SEC
(eSPAYSEC) or over If paid via Landbank branch, the Annual Fee: Landbank
the counter bank will issue a PHP2,000.00
payments at any machine-validated onColl
Landbank branch Payment slip which serve as the
nationwide. proof of payment of the Client.
. Submits a copy of | 3. Checks contents and stamps None 5 minutes Executive Assistant




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

3.1. Inputs application to Index
Tracking System and
forwards the same to the
Assistant Director for
assignment.

3.2. Forwards documentary
requirements to assigned

personnel with attached copy

of completed Pre-Evaluation
Sheet.

3.3. Review the Appraisal or
Valuation report and its
supporting documents.
Prepares comment letters or

Memorandum to Commission
En Banc and Evaluation Sheet

(through Supervising
Commissioner) if without
findings.

3.4. Reviews comment letters or

Memorandum and Evaluation

Sheets and returns to
Assigned Personnel to effect
corrections.

10 minutes

5 minutes

5 days

40 minutes

Executive Assistant

Assistant Director

Assigned Personnel

Assistant Director




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

3.5

3.6.

3.4.1. Ifacomment letter or
Memorandum and other
documents are already
acceptable, forward the
same to the General
Accountant for approval
and signature.

. Approves and signs comment
letter or Memorandum and
Evaluation Sheets. Forwards
the same along with the
documentary requirements to
the Supervising
Commissioner for
approval/clearance for
presentation to Commission
En Banc.

Reviews Memorandum/
Evaluation Sheet.

3.6.1. [Ifapplication is already
acceptable, sign the
document for
presentation by General
Accountant to
Commission En Banc.

30 minutes

3 days

1 hour

General Accountant

Supervising Commissioner
Office of the Supervising Commissioner

General Accountant




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
3.7. Presents Memorandum to the
Commission En Banc for
consideration (after clearance 3 days Assigned Personnel

from Supervising
Commissioner).

3.8. Receives advice of the

resolution of the Commission
En Banc on the application.

3.8.1. Ifapproved, GO TO
STEP 5.

3.8.2. Ifdenied/deferred:

3.8.2.1. Denial:
Notifies the
applicant of the
denial and reasons
thereof.

3.8.2.2. Deferment:
Notifies the
applicant of the
deferment and
requirement to be
complied with or
necessary action to
correct the
deficiency.

40 minutes

Assistant Director




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

3.9. Reviews letter and returns to
Assigned Personnel to effect
corrections.

3.9.1. Ifthe draftletteris
already acceptable,
forward the same to the
General Accountant for
approval and signature.

3.10. Approves and signs letters.

3.11. Prepares a letter for
mailing.

20 minutes

20 minutes

General Accountant

Index Tracking Personnel

Submits letter
explanation on noted
findings in receiving
department

4,

Acknowledges receipt of letter
explanation and forwards the
same to the Assistant Director for
assignment.

4.1. Forwards documents to
assigned personnel.

4.2. If the submission and
explanation is not fully
compliant with the
requirements:

4.2.1. Prepares a letter
denying the application
for failure to comply with
the requirements.

None

10 minutes

10 minutes

Executive Assistant

Assistant Director

10




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

4.2.2. Reviews letter and
returns to Assigned
Personnel to effect
corrections.

4.2.3. Ifthe draftletteris
already acceptable,
forward the same to the
General Accountant for
approval and signature.

4.3. If applicant fully complies
with the requirements:

4.3.1. Updates Memorandum.

4.3.2. Reviews
Memorandum.

4.3.3. Ifdraft Memorandum
is already acceptable,
forward the same to the
General Accountant for
approval and signature.

4.4. Approves Memorandum (GO
TO STEPS 3.7, 3.8,3.9 AND 5)

3 days

30 minutes

3 days

30 minutes

Assigned Personnel

Assistant Director

Assigned Personnel

Assistant Director

General Accountant

11




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
Presents authority to | 5. Prepares Certificates of Documentary
receive the certificate Accreditation: Stamp
PHP30.00/applicat

Receives the PAF and 5.1. Prints two (2) copies and ion 10 minutes Executive Assistant
pays the filing fees prepares PAF for the
via Electronic System documentary stamp.
for Payment to the
SEC (eSPAYSEC.) or 5.2. Prepares transmittal letters. 5 minutes Assigned Personnel
any Landbank
branch. 5.2.1. For online application,
Submits copy of _ if the applicant has not
g;;z;gé g ayment V:)? yet submit‘Fed f':l hard copy
Landbank to the OGA. of the application

documents, they will be

informed to submit two

(2) copies upon claiming

the Certificate of

Accreditation.

5 minutes Assistant Director

5.2.2. Reviews letter and

return to Assigned
Personnel to affect
corrections.

5.2.3. Ifdraft Memorandum

is already acceptable,
forward the same to the
General Accountant for
approval and signature.

12




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

5.3.

5.4.

5.5.

5.6.

5.7.

5.8.

Approves and signs
certificates

Notifies applicant that the

Certificate may be picked up

(in case of representative,
subject to presentation of
authorization letter)

Receives official receipt or
proof of payment on
documentary stamp and
releases Certificate of
accreditation and forwards
duplicate file to clerk

Logs in registry of
Accredited Appraisal
Companies; informs Index
Tracking Personnel of the
issuance of the certificate.

Provides MIS with updated
list

Updates tracking system

5 minutes

15 minutes

10 minutes

30 minutes

35 minutes

35 minutes

General Accountant

Executive Assistant

Executive Assistant

Executive Assistant

Executive Assistant

Index Tracking Personnel

TOTAL:

Filing

20 days

13




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

Fee:
PHP10,000.00
UPLRF:
PHP100.00
Total:
PHP10,100.00

Annual Fee:
PHP2,000.00

Documentary
Stamp
PHP30.00/applic
ation

Notes:

The above processing time commences upon actual receipt of application documents and payment of processing fee. It however excludes the

response period to comment letters, request for extensions of applicants and additional procedures/documents that the Supervising
Commissioner/Commission en banc may require as deemed necessary.

14




2.Application for Inclusion In The List Of Accredited/Selected External Auditors -
Individual And Auditing Firm

All corporations with secondary licenses with the Commission shall have independent auditors accredited by the Commission under the
appropriate category. The accreditation of independent auditors and auditing firms serves as a quality control mechanism or quality assurance
review by the Commission on the work of the accredited external auditors. Said accreditation prescribes higher standards of qualifications and
audit quality to ensure the reliability and integrity of financial reports being submitted by covered companies.

Division & Office of the General Accountant (0OGA)
Department/Office:
Classification: Highly Technical (20 days)

Type of Transaction: Government to Citizen (G2C)
Government to Business (G2B)

[ ] Government to Government (G2G)

Type of Service: External Service

Who may avail: Target SEC

Clients/Stakeholders/Customers

Others, please specify:
e Auditing Firms
e Individual Practitioners/ External Auditors

Guidelines During Pandemic: | NO

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

INDIVIDUAL

1. Fully accomplished application form for external auditor
(Application for inclusion in the list of Accredited/Selected
External Auditors-Individual) and pre-evaluation notice (1
original)

Securities and Exchange Commission official website
(https://www.sec.gov.ph /forms-and-fees/accreditation/)
(https://www.sec.gov.ph/accountants-information/forms/)

2. For sole practitioners, Certificate of Registration as public
practitioner issued by BOA. For applicant-partners,
PRC/BOA Certification containing the list of registered
partners of the firm (1 photocopy subject to authentication)

Professional Regulation Commission/Board of Accountancy



https://www.sec.gov.ph/forms-and-fees/accreditation/
https://www.sec.gov.ph/accountants-information/forms/

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

3. Quality Assurance Manual (for sole practitioner) (1 original) | Applicant
4. Notarized certification that the applicant has fundamental Applicant
knowledge of the regulatory requirements on each of the
secondary licensees of the Commission and compliance with
the required 120 CPD units (1 original)
5. Notarized complete list of corporate clients detailing among | Applicant
others the total assets of each (1 original)
6. For initial application, certification from managing partner Applicant

or signing partner (current and/or former) indicating the
detailed participation of the applicant in the audit of the
firm’s corporate-clients and various positions held in the
firm (1 original)

For online applications, the applicant may submit the scanned application documents with physical/wet signatures, supporting documents and
Pre-Evaluation Notice via electronic mail to secoga@sec.gov.ph

AUDITING FIRM

1. Fully accomplished application form for auditing firm
(Application for inclusion in the list of Accredited/Selected
External Auditors-Auditing Firm) and pre-evaluation notice
(1 original)

Securities and Exchange Commission official website

(https://www.sec.gov.ph/forms-and-fees/accreditation/)
(https://www.sec.gov.ph /accountants-information/forms/)

2. Certificate of Registration issued by BOA to the firm which is
current and effective including its registered partners (1
photocopy subject to authentication)

Professional Regulation Commission/Board of Accountancy

3. Quality Assurance Manual (1 original)

Applicant

4. Notarized complete list of corporate clients detailing among
others the total assets of each (1 original)

Applicant

For online applications, the applicant may submit the scanned application documents with physical/wet signatures, supporting documents and
Pre-Evaluation Notice via electronic mail to secoga@sec.gov.ph

16



https://www.sec.gov.ph/forms-and-fees/accreditation/
https://www.sec.gov.ph/accountants-information/forms/

CLIENT STEPS | AGENCY ACTIONS | FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
Pre-Evaluation Procedures
Submits fully Pre-evaluates and authenticates None 1 hour Officer of the day
accomplished application and supporting Assistant Director

pre-evaluation
notice and complete
documentary
requirements to the
Officer of the day or
electronically to
secoga@sec.gov.ph

documents.

1.1. The Officer of the Day will
forward the accomplished
pre-evaluation notice to the
Assistant Director for review and
return to Officer of the Day to
effect corrections.

1.1.1. If the application and
supporting documents are
not complete, the same are
returned to applicant with
the accomplished
pre-evaluation notice to the
applicant or authorized
representative or through the
applicant’s electronic mail.

17




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1.1.2. Ifthe application and

supporting documents are
complete, the accomplished
pre-evaluation notice is
returned to the applicant or
authorized representative or
sent to the applicant’s
electronic mail for their
signature. The applicant is
advised to return the signed
pre-evaluation notice.

1.2. Checks contents and stamps and

1.3.

receives the one (1) set of
application document (For walk-in
application)

The Admin Support (for walk-in
application) or Executive Assistant
(for online application) inputs
application to Index Tracking
System and forwards the signed
pre-evaluation notice and complete
documentary requirements to the
Assistant Director for assignment.

10 minutes

3 days

1 day

Admin Support/Executive
Assistant

Assistant Director

Admin Support

18




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1.4. Selects AFS to be reviewed thru
risk-based approach from the
notarized complete list of clients
submitted and forwards
documents to admin support and
assigned personnel with attached
copy of completed pre-evaluation
notice.

1.5. The admin support will check the
records for previous reviews of
selected AFS.

1.5.1. Ifthe selected AFS has a
previous recent review, the
Admin Support will inform the
Assistant Director and the
Assigned Personnel. GO TO
STEP 1.5.

1.5.2. Ifthe selected AFS has no
previous recent review, the
Admin Support will provide
the Assigned Personnel with
the selected AFS along with
other information of the
applicant.

7 days

1 hour

4.0 minutes

Assigned Personnel

Assigned Personnel

Assistant Director/
Supervising Accountant*®

19




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1.6.

1.7.

1.8.

1.9.

Reviews the AFS and supporting
documents using the OGA’s
Evaluation Sheet and applicable
standards as basis of review.

Prepares comment letters, notice
of payment, and Memorandum to
operating departments to inquire
pending cases of
client-corporations and status of
AFS referrals.

Reviews comment letter and
Memorandum and returns to
Assigned Personnel to effect

corrections. GO TO STEP 1.7.

1.8.1. If draftletter/ Memorandum
is already acceptable, forward
the same to the General
Accountant for approval and
signature.

If draft letter/Memorandum is
already acceptable, approve and
sign comment letter and
Memorandum (applicant will be
advised to pay the required
processing fee prior to the release
of the comment letter).

20 minutes

10 minutes

General Accountant

Executive Assistant

20




for Payment to the
SEC (eSPAYSEC) or
over the counter
payments at any
landbank branch
nationwide.

will issue a machine-validated onColl
Payment slip which will serve as the
proof of payment of the Client.

Total: PHP20,200.00

Group B
Filing
PHP15,000.00
PHP150.00
PHP15,150.00

Fee:
LRF**:
Total:

Group C

Filing
Fee: PHP5,000.00

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1.9.1. If draft letter/Memorandum
is not yet acceptable, GO TO STEP
1.8.
1.10. Prepares and mails Payment
Assessment Form (PAF) to the
applicant together with the notice
of payment and instructs applicant
to process payment through
eSPAYSEC or any Landbank branch.
* Supervising Accountant will only
review SEC applications for Groups A
and B
. Receives the PAF . Processes payment and issues O.R. SEC ACCREDITATION 10 minutes
and settles the *Subject to the
required fee. If paid via eSPAYSEC, an electronic Auditing Firm prescribed eSPAYSEC
official receipt is generated which will Group A processing of the
The client may serve as the official copy of the Client. Filing eSPAYSEC or any
choose to pay via Fee:  PHP20,000.00 Landbank branch
Electronic System If paid via Landbank branch, the bank LRF**: PHP200.00 Landbank

21




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

LRF**; PHP50.00
Total: PHP5,050.00

Annual Fee***
Group A -
PHP2,500.00 per
accredited partner +
PHP20,000.00 for the
firm

Group B -
PHP2,000.00 per
accredited partner +
PHP15,000.00 for the
firm

Group C - PHP1,500.00

per accredited partner

+ PHP5,000.00 for the
firm

Individual
Applicant-Practitioner
Group A
Filing
Fee: PHP5,000.00
LRF**:  PHP50.00
Total: PHP5,050.00

Group B

Filing
Fee: PHP3,000.00

22




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

LRF**:  PHP30.00
Total:PHP3,030.00

Group C
Filing
Fee: PHP2,000.00
LRF**:  PHP20.00
Total: PHP2,020.00

Annual Fee***
Group C - PHP5,000.00
for each accredited
sole practitioners

BSP ACCREDITATION

Auditing Firm
Initial or Renewal
Filing
Fee:  PHP5,000.00
Total: PHP5,000.00

External Auditor
Initial or Renewal
Filing
Fee: PHP2,000.00
Total: PHP2,000.00

IC ACCREDITATION

Auditing Firm

23




forwards/refer to BSP and/or IC
applications for accreditation.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Initial or Renewal
Filing
Fee: PHP50,000.00
LRF**:  PHP500.00
Total: PHP50,500.00
External Auditor
Initial or Renewal
Filing
Fee: PHP5,000.00
LRF**:  PHP50.00
Total :PHP5,050.00
** Legal Research Fee
is equivalent to 1% of
the Filing Fee but not
less than PHP10.00.
*** Deferred until
further notice
. Submits copy of . Receives a copy of proof of payment via None 5 minutes Executive Assistant
proof of payment via eSPAYSEC or Landbank and forwards
eSPAYSEC or the same to the Assigned Personnel.
Landbank to the The Executive Assistant will provide
executive assistant the applicant of our Office’s comment
or electronically to letter through electronic mail.
secoga@sec.gov.ph
3.1. For BSP and/or IC applications:
The Assistant Director 5 minutes Assistant Director

24




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Processing Procedures
Submits letter 4. Acknowledges receipt of letter None 10 minutes Executive Assistant
explanation on explanation and forwards the same to
noted findings in the Assistant Director for assignment.
receiving
department or 4.1. Forwards documents to assigned 10 minutes Assistant Director
electronically to personnel for evaluation.
secoga@sec.gov.ph
4.2. If no compliance is made within
the prescribed period or
compliance is not fully compliant
with the requirements:
4.2.1. Prepares a letter denying the 1 day Assigned Personnel
application for failure to
comply with the requirements.
4.2.2. Reviews letter and returns to 40 minutes Assistant Director/

Assigned Personnel to effect

corrections.

4.2.3. If the draft letter is already
acceptable, forward the same
to the General Accountant for
approval and signature. GO TO

STEP 4.5

Supervising Accountant*

25




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

4.3. If applicant meets threshold to
qualify for accreditation but has
noted material findings in the
reviewed clients’ AFS:

4.3.1. Prepares an assessment
letter and/or directive/s. If
with material misstatement,
advise applicants to submit
amended AFS.

4.3.2. Reviews letter and returns to
Assigned Personnel to effect
corrections.

4.3.3. If the draft letter is already
acceptable, forward the same
to the General Accountant for
approval and signature. GO TO
STEP 4.5

4.4, If the applicant meets the
threshold to qualify for
accreditation and has no noted
material findings, GO TO STEP 7.2.

4.5. Approves and signs letters.

3 days

40 minutes

20 minutes

Assigned Personnel

Assistant Director/
Supervising Accountant*

General Accountant

26




and settles the
required fee.

The client may
choose to pay via
Electronic System
for Payment to the
SEC (eSPAYSEC) or
over the counter
payments at any
Landbank branch
nationwide.

If paid via eSPAYSEC, an electronic
official receipt is generated which will
serve as the official copy of the Client.

If paid via Landbank branch, the bank
will issue a machine-validated onColl
Payment slip which will serve as the
proof of payment of the Client.

*Subject to the
prescribed
processing of the
eSPAYSEC or any
Landbank branch

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
4.5.1. If the General Accountant
has further comment/s, GO TO
STEP 4.2.2 (if no compliance)
4.3.2 (has noted material 20 minutes Executive Assistant
findings)
4.6. Prepares a letter for mailing.
. Requests PAF to pay . Prepares Payment Assessment Form The assessed penalty 10 minutes Executive Assistant
the assessed penalty, (PAF) for penalty and instructs is based on SEC MC
if any applicants to process payment for Nos. 8 and 13/ Revised
penalty. SRC Rule 68.
. Receives the PAF . Processes payment and issues O.R. None 10 minutes

eSPAYSEC

Landbank

27




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Submits a copy of Records penalty collected and forwards None 5 minutes Executive Assistant
proof of payment via copy of proof of payment electronic SEC
eSPAYSEC or official receipt, if any, along with other
Landbank, if any, documentary requirement/s as per our
along with other comment letter directive/s to Assistant
documentary Director.
requirement/s as
per our comment 7.1. Forwards document/s to assigned 5 minutes Assistant Director
letter directive/s to personnel to form part of
the executive application documents.
assistant or
electronically to 7.2. If applicant fully complies with the 3 days Assigned Personnel

secoga@sec.gov.ph

requirements and the operating

departments have already
provided a Memo-reply:

7.2.1. For Group A/B (SEC),

prepares Memorandum to
Commission En Banc,
Evaluation Sheet and other
supporting documents, i.e.,
working paper, matrix of
findings, google searches on
reviewed client-corporations
for any pending case/issues on
them including the
concurrence of BSP and/or IC
on their approval/denial of the
applications (through
Supervising Commissioner)
then GO TO STEP 7.3, 7.4 and
7.7.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

7.2.2. For Group C (SEC) and

BSP/IC Application, prepares
evaluation sheet and other
supporting documents, i.e.,
working paper, matrix of
findings, google searches on
reviewed client-corporations
for any pending case/issues on
them including the
concurrence of BSP and/or IC
on their approval/denial of the
applications for submission to
General Accountant, then GO
TO STEP 7.5,7.6 and 7.7.

7.3. Reviews Memorandum, Evaluation

Sheets and other supporting

documents and returns to Assigned

Personnel to effect corrections.

7.3.1. If Memorandum and other

documents are already
acceptable, forward the same
to the General Accountant for
approval and signature.

40 minutes

Assistant Director/
Supervising Accountant*®
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

7.4. Approves and signs Memorandum,
Evaluation Sheets and other
supporting documents. Forwards
application to Supervising
Commissioner for
approval/clearance for
presentation to Commission en
Banc.

7.5. Reviews Evaluation Sheets and
other supporting documents and
returns to Assigned Personnel to
effect corrections.

7.5.1. If Evaluation Sheet and other
documents are already
acceptable, forwards the same
to General Accountant for
approval and signature

7.6. Approves and signs Evaluation
Sheets and other supporting
documents. Forwards the same to
the Supervising Commissioner for
final approval.

7.7. Reviews Memorandum/ Evaluation
Sheet and other documents.

20 minutes

20 minutes

20 minutes

2 days

General Accountant

Assistant Director

General Accountant

Supervising Commissioner
Office of the Supervising
Commissioner
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

7.7.1. For Group A/B, if application
is already acceptable, sign a
document for presentation by
General Accountant to
Commission En Banc.

7.7.2. For Group C, if application is
already acceptable, sign the
Evaluation Sheet and return
the application to OGA for
preparation of certificate (GO
TO STEP 8).

7.8. Presents Memorandum to the
Commission En Banc for
consideration (after clearance from
Supervising Commissioner).

7.9. Receives advice of the resolution of
the Commission En Banc on the
application.

7.9.1. Ifapproved, GO TO STEP 8.
7.9.2. If denied/ deferred:
7.9.2.1.Denial: Notifies the

applicant of the denial
and reasons thereof.

50 minutes

1 day

General Accountant

Assigned Personnel
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

7.9.2.2.Deferment: Notifies the
applicant of the
deferment and
requirement to be
complied with or
necessary action to
correct the deficiency.

7.10. Reviews letter and returns to 40 minutes Assistant Director/
Assigned Personnel to effect Supervising Accountant*®
corrections.
7.10.1. If the draft letter is already
acceptable, forward the same
to the General Accountant for
approval and signature.
7.11. Approves and signs letters. 20 minutes General Accountant
7.12. Prepares a letter for mailing. 20 minutes Executive Assistant
Presents authority Prepares Certificates of Accreditation: Documentary Stamp
to receive the PHP30.00/application
certificate. 8.1. Prints two (2) copies and prepares 10 minutes Executive Assistant
PAF for the documentary stamp.
For online
application, submit 8.2. Prepares transmittal letters. 5 minutes Assigned Personnel

one (1) original hard
copy of the
application
documents.
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
8.2.1 For online application, if the
Receives the PAF applicant has not yet submitted a
and pays the filing hard copy of the application
fees via Electronic documents, they will be informed
System for Payment to submit one (1) original hard
to the SEC copy upon claiming the Certificate
(eSPAYSEC.) or any of Accreditation.
Landbank branch.
Submits a copy of 8.3. Reviews letter and returns to 5 minutes Assistant Director/
proof of payment via Assigned Personnel to effect Supervising Accountant*®
eSPAYSEC or corrections
Landbank.
8.3.1 If the draft letter is already
acceptable, forward the same to
the General Accountant for
approval and signature.
8.4. Approves and signs letters. 5 minutes General Accountant
8.4.1 If the General Accountant
has further comment/s, GO TO
STEP 8.3
8.5. Signs certificates 5 minutes General Accountant
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

8.6. Notifies applicant that the
Certificate may be picked up
through electronic mail (in case
of representative, subject to
presentation of authorization
letter). The details of the
Certificate will also be included
on the electronic mail.

8.7. Receives official receipt or proof
of payment on documentary
stamp and releases Certificate of
accreditation and forwards
duplicate file to clerk

8.8. Logs in registry of Accredited
External Auditor and Auditing
Firm; informs Admin Support of
the issuance of the certificate.

8.9. Provides MIS with updated list

8.10. Updates tracking system

5 minutes

10 minutes

10 minutes

30 minutes

30 minutes

Executive Assistant

Executive Assistant

Executive Assistant

Executive Assistant

Admin Support

TOTAL

SEC ACCREDITATION

Auditing Firm
Group A
Filing
Fee:
PHP20,000.00

20 days
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

LRF**:
PHP200.00
Total: PHP20,200.00

Group B
Filing
Fee:
PHP15,000.00
LRF**: PHP150.00
Total: PHP15,150.00

Group C
Filing
Fee: PHP5,000.00
LRF**: PHP50.00
Total: PHP5,050.00

Annual Fee***
Group A -
PHP2,500.00 per
accredited partner +
PHP20,000.00 for the
firm

Group B -
PHP2,000.00 per
accredited partner +
PHP15,000.00 for the
firm
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

Group C -
PHP1,500.00 per
accredited partner +
PHP5,000.00 for the
firm

Individual
Applicant-Practition
er
Group A
Filing
Fee: PHP5,000.00
LRF**: PHP50.00
Total:PHP5,050.00

Group B
Filing
Fee: PHP3,000.00
LRF**:  PHP30.00
Total:PHP3,030.00

Group C
Filing
Fee: PHP2,000.00

LRF**:  PHP20.00
Total:PHP2,020.00

Annual Fee***
Group C -
PHP5,000.00 for
each accredited sole
practitioners
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

Documentary Stamp
PHP30.00/applicatio
n

BSP ACCREDITATION

Auditing Firm
Initial or Renewal
Filing
Fee: PHP5,000.00
Total: PHP5,000.00

External Auditor
Initial or Renewal
Filing
Fee: PHP2,000.00
Total: PHP2,000.00

IC ACCREDITATION

Auditing Firm
Initial or Renewal
Filing
Fee: PHP50,000.00
LRF**:  PHP500.00
Total: PHP50,500.00

External Auditor
Initial or Renewal
Filing
Fee: PHP5,000.00
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CLIENT STEPS | AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

LRF*: PHP50.00
Total:PHP5,050.00

** Legal Research Fee
is equivalent to 1%
of the Filing Fee but

not less than
PHP10.00.

*** Deferred until
further notice

Notes:

Processing time is exclusive of time allotted for the AFS evaluation and response period from the first comment letter. The above processing
time commences upon actual receipt of letter explanation from the applicant on the noted findings on the AFS evaluation.

The above processing time only includes the period of time wherein the application is within the Office of the General Accountant. It likewise
excludes extensions, requirements to amend the audited financial statements, additional procedures/documents that the Supervising
Commissioner/Commission en banc may require as deemed necessary and period of time to receive the concurrence of BSP and/or IC on the
approval/denial of the applications.

Additional processing time of 20 days shall be added from the total processing time if the assigned personnel requested supplemental
information due to insufficiency of the applicant’s explanation on noted findings. Such supplemental information shall be requested before
the original processing time lapse.

The Commission may either grant a five (5) audit year SEC accreditation or a conditional accreditation for a period of one (1) audit year
subject to the result of the review. The applicant may only avail or be granted conditional accreditation on the same level up to three (3)
times only.

In the event that the application is denied due to applicant’s failure to meet the required audit quality, such applicant can only re-apply for
accreditation after six (6) months from said denial for the same category

Existing accredited external auditors under Group B or C can only apply for upgrading after one (1) year from the grant of their accreditation.
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3.Accreditation of Credit Rating Agencies

To increase reliance on the report of credit rating agencies in performing credit evaluation of corporations and business projects or of debt
issues with the intention of assessing the overall creditworthiness or of ascertaining the willingness and ability of the issuer to pay its financial
obligations as they fall due and which assessment is translated by credit ratings periodically and publicly announced.

The requirements for accreditation of credit rating agencies are contained in the 2015 Implementing Rules and Regulations (IRR) of the
Securities Regulation Code (SRC).

Division & Office of the General Accountant (OGA) - Accounting and Audit Policy Division
Department/Office:

Classification: Highly Technical (20 days)

Type of Transaction: [J Government to Citizen (G2C)

Government to Business (G2B)
[ ] Government to Government (G2G)

Type of Service: External Service

Who may avail: Target SEC Others, please specify: Credit Rating Agencies.
Clients/Stakeholders/Customers

Guidelines During Pandemic: [ NO

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Scanned copies of documents with physical/wet signatures
and 1 original physical copy of the following:

1. Notarized application for accreditation 1. Securities and Exchange Commission official website
https://www.sec.gov.ph/forms-and-fees/accreditation/)
(https://www.sec.gov.ph/accountants-information/forms/)

2. Applicant should be a stock corporation and have a 2. Applicant
minimum paid-up capital of at least PHP 10 Million
3. List of shareholders and their corporate affiliations 3. Applicant
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https://www.sec.gov.ph/forms-and-fees/accreditation/
https://www.sec.gov.ph/accountants-information/forms/

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

o1

9.

List of other business activities, if any

Copies of its Articles of Incorporation and By-Laws
Written code of conduct that can ensure the
independence of the rating specialists and the rating
agency from the Issuers it is rating

Rating scales, criteria, measurements, symbols and
related assessment devices it uses

Operating procedures, rating policies, rating criteria and
other rationale used in arriving at a rating

Copy of model written agreement with Issuers

10. Manual on Corporate Governance
11. Sworn Statement of the following:

o Ownership structure and possible conflicts of
interest

o Names, professional qualifications and
independence of the staff involved in the rating
decision

o Disclosure of affiliations, training, assistance or
support it receives from international rating
agencies, if any

Physical copies of the documents shall be submitted on or
before issuance of the certificate.

4. Applicant
5. Applicant
6. Applicant

7. Applicant
8. Applicant
9. Applicant

10.  Applicant
11.  Applicant
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Secure checklist of . Provides a client a checklist of None 5 minutes Officer of the day
requirements from the OGA requirements with instructions.
either through call, (02)
8818-9763, or through email,
secoga@sec.qov.ph.
2. Submits application . Pre-evaluates application and supporting None 4 hours Officer of the day
documents via email to documents.
secoga@sec.gov.ph
2.1. If application and supporting
documents are not complete, the
same are returned to the applicant
with a list of requirements not
complied with. If it is complete, the
“Officer of the Day” clears the
application for payment of the
prescribed fees.
2.2. Prepares Payment Assessment Form None 10 minutes Executive Assistant
(PAF) and instructs applicants to
process payment and presents a copy
of O.R.
3. Receives the PAF and pays 3. Process payment and issues O.R. Filing 10 minutes
the filing fee. Fee:
If paid via eSPAYSEC, an electronic official PHP50,000.00 eSPAYSEC
receipt is generated which will serve as
the official copy of the Client. UPLRF:
PHP500.00
If paid via Landbank branch, the bank will Total: Landbank

issue a machine-validated onColl Payment
slip which will serve as the proof of
payment of the Client.

PHP50,500.00

Annual
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
The client may choose to Fee: PHP15,000.00
pays via Electronic System
for Payment to the SEC
(eSPAYSEC) or over the
counter payments at any
Landbank branch
nationwide.
Submits a copy of 4. Checks contents of the documents. None 10 minutes Executive Assistant
proof of payment via Afterwards, inputs the application to
eSPAYSEC or Landbank with Index Tracking System and forwards the
the application and its same to the Assistant Director for the
supporting documents assignment.
4.1. Forward documents to assigned None 5 minutes Assistant Director
personnel
Compliance with comments Reviews application and supporting None 12 days Assigned Personnel
of the Office of the General documents using the OGA’'s Evaluation
Accountant, if any Sheet. If complete and qualified, GO TO
STEP 5.5. And if not compliant, prepare a
comment letter to the applicant.
5.1. Reviews comment letter and returns None 2 days Supervising Accountant
to Assigned Personnel
5.2. Reviews and discuss comment letter None 1 days Assistant Director

and return to Supervising Accountant
or endorse to the General Accountant
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
5.3. Reviews approves and signs comment None 1 day General Accountant
letter
None 1 hour Assigned Personnel
None 30 minutes Supervising Accountant
5.4. If no compliance is made within the None 5 minutes Assistant Director
prescribed period (allow a 30-day
mailing and reply period from date of
letter), prepare a letter denying the
application for failure to comply with None 5 minutes General Accountant
the requirements. The letter shall be
reviewed and approved by the
Assistant Director and General
Accountant. None 1 hour Assigned Personnel
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

5.5.

5.6.

5.7.

5.8.

5.9.

If there is a submission but still not
fully compliant with the requirement,
GO TO STEP 5 but with a written
warning that shall result to the denial
of the application

If applicant fully complies with the
requirements, prepares Memorandum
to Commission en Banc, Evaluation
Sheet and other supporting
documents (through Supervising
Commissioner)

Reviews Memorandum, Evaluation
Sheets and other supporting
documents and returns to Assigned
Personnel to effect corrections. If
Memorandum and other documents
are already acceptable, forward the
same to the Assistant Director.

Review, discuss, and endorse findings to
the General Accountant.

Approves and signs Memorandum,
Evaluation Sheets and other
supporting documents. Forwards
application folder to Supervising
Commissioner for approval/clearance
for presentation to Commission en
Banc

None

None

None

None

None

2 hours

1 hour

30 minutes

30 minutes

1 day

Assigned Personnel

Supervising
Accountant

Assistant Director

General Accountant

Supervising
Commissioner
Office of the Supervising
Commissioner
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

5.10. Reviews Memorandum and other
documents

5.10.1. If with inquiries/comments,
returns the application folder to
OGA for further evaluation (GO
TO STEP 5)

5.10.2. If application is already
acceptable, signs document for
presentation by General
Accountant to Commission en
Banc

6. Presents Memorandum to the Commission
en Banc for consideration (after clearance
from Supervising Commissioner)

6.1. Receives advice of the resolution of
the Commission En Banc on the
application

6.1.1. Ifapproved, GO TO STEP 6.

6.1.2. If Denied: Notifies the applicant
of the denial and reasons thereof,
GO TO STEP 5

6.1.3. If Deferred: Notifies the
applicant of the deferment and
requirement to be complied with

or necessary action to correct the
deficiency, GO TO STEP 5

None

None

1 hour

1 hour

General Accountant

Assigned Personnel

7. Presents authority to receive
certificate

7. Prepares Certificates of Accreditation:
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
Receives the PAF and pays the
filing fees via Electronic System 7.1. Print two (2) copies and prepares Documentary 10 minutes Executive Assistant
for Payment to the SEC Payment Assessment Form (PAF) for Stamp
(eSPAYSEC.) or over the counter d PHP30.00/applicat
payments at any Landbank ocumentary stamp ion
branch nationwide.
5 minutes Assigned Personnel
Submits a copy of proof of 7.2. Check details and initials on copies
payment via eSPAYSEC or
Landbank.
5 minutes Supervising Accountant
and Assistant Director
7.3. Signs Certificates 5 minutes General Accountant
5 minutes Executive Assistant
7.4. Notifies applicant that the Certificate
may be picked up (in case of
representative, subject to
presentation of authorization letter)
1 hour Executive Assistant
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
7.5. Receive physical copy of the
documents and stamps “Received”.
Receives copy of proof of payment.
Releases certificate of accreditation
and forwards duplicate file to clerk
and Logs in registry of Accredited
Appraisal Companies; informs Index
Tracking Personnel of the issuance of
the certificate. Also Provides MIS with
updated list (Kindly ensure that
physical copies of the required
documents are already submitted and
complete)
TOTAL: Filing 20 days
Fee:
PHP50,000.00
UPLRF:
PHP500.00
Total:

PHP50,500.00

Annual
Fee:
PHP15,000.00

Documentary
Stamp
PHP30.00/applic
ation
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Notes: The above processing time commences upon actual receipt of documents and payment of processing fee. It excludes the response period
to comment and extension.
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4.Complex Request for Opinion and/or Clarification on Accounting Matters

To clarify and/or interpret the following rules and guidelines for effective implementation and compliance:

e Revised SRC Rule 68;

Philippine Financial Reporting Standards (PFRS)/ PFRS for Small and Medium Entities (SMEs) /PFRS for Small Entities (SEs) and

interpretations;

Philippine Standards on Auditing and related standards;

Related rules of the Commission in financial reporting and audit;

Guidelines; and

Any subsequent official pronouncements, interpretations and rulings on accounting and reporting matters, which may be issued by the

Commission from time to time.

Division &

Department/Office:

Office of the General Accountant (OGA) - Accounting and Audit Policy Division

Classification:

Complex (7 days)

Type of Transaction: Government to Citizen (G2C)

Government to Business (G2B)
Government to Government (G2G)

Type of Service:

External Service

Who may avail: All |
Guidelines During NO
Pandemic:
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request letter for Opinion (one original) Applicant
2. Supporting documents, if any. (one original) Applicant
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
Presents Prepares Payment Assessment Form (PAF) None 10 minutes Executive Assistant
letter-request for and instructs applicant to process payment
Opinion and and present copy of O.R.
supporting document
or send via email to
secoga@sec.gov.ph
Receives the PAF and Processes payment and issues O.R. PHP25,000.00 (per 10 minutes
pays the required issue and per
fees. If paid via eSPAYSEC, an electronic official company) eSPAYSEC
receipt is generated which will serve as the
The client may choose official copy of the Client.
to pays via Electronic
System for Payment to If pald via Landbank branch, the bank will Landbank
the SEC (eSPAYSEC) issue a machine-validated onColl Payment
or over the counter Sllp which will serve as the proof of
payments at any payment of the Client.
Landbank branch
nationwide.
Submits a copy of Inputs Letter-Request for Opinion or None 5 minutes Executive Assistant
proof of payment via Memorandum referred by the Operating
eSPAYSEC or Department to Index Tracking System and
Landbank to the OGA forwards the same to the Assistant
with the application Director for assignment.
and its supporting
documents, if any 3.1. Forwards document to assigned 5 minutes Assistant Director

personnel

3.2. Evaluates the request.

5 days

Assigned personnel




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

3.2.1. In case of complex case and/or
additional documents or further
research are needed, prepares
Advisement Letter to requesting
party that the subject matter is
under evaluation and may require

submission of additional
requirements.

3.3. Reviews Advisement Letter or

Memorandum for presentation to

Commission en Banc.

3.4. Reviews and discuss Advisement

Letter or Memorandum. If the

Letter/Memorandum is satisfactory,
endorse the same to the General

Accountant.

3.5. Reviews and signs Advisement Letter

or Memorandum.

3.5.1.

additional documents, GO TO

If there is a submission of

STEP 3.2.

3.6. Logs/Updates Index Tracking System

1 day

4 hours

2 hours

30 minutes

10 minutes

Supervising Accountant

Assistant Director

General Accountant

Assigned personnel

Index Tracking Personnel
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issue and per
company)

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
TOTAL PHP25,000.00 (per 7 days

Notes: The above processing time commences upon actual receipt of documents and payment of processing fee. It excludes the response period

to comment and extension
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5.Highly Technical Request for Opinion and/or Clarification on Accounting Matters

To clarify and/or interpret the following rules and guidelines for effective implementation and compliance:

e Revised SRC Rule 68;

e Philippine Financial Reporting Standards (PFRS)/ PFRS for Small and Medium Entities (SMEs) /PFRS for Small Entities (SEs) and
interpretations;

e Philippine Standards on Auditing and related standards;

e Related rules of the Commission in financial reporting and audit;

e Guidelines; and

e Any subsequent official pronouncements, interpretations and rulings on accounting and reporting matters, which may be issued by the

Commission from time to time.
Division & Office of the General Accountant (OGA) - Accounting and Audit Policy Division
Department/Office:
Classification: Highly Technical (20 days)
Type of Transaction: Government to Citizen (G2C)
Government to Business (G2B)
Government to Government (G2G)
Type of Service: External Service
Who may avail: All |
Guidelines During NO
Pandemic:
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request letter for Opinion (one original) Applicant
2. Supporting documents, if any. (one original) Applicant




assigned personnel.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Presents letter-request for | 1. Prepares Payment None 10 minutes Executive Assistant
Opinion and supporting Assessment Form (PAF)
document or send via email and instructs applicant to
to secoga@sec.gov.ph process payment and

present a copy of O.R.
. Receives the PAF and pays Processes payment and PHP25,000.00 10 minutes
the required fees. issues O.R. (per issue and per
company)
The client may choose to If paid via eSPAYSEC, an eSPAYSEC
pays via Electronic System electronic official receipt is
for Payment to the SEC generated which will serve
(eSPAYSEC) or over the as the official copy of the
counter payments at any Client.
Landbank branch
nationwide. If paid via Landbank Landbank
branch, the bank will issue
a machine-validated onColl
Payment slip which will
serve as the proof of
payment of the Client.
Submits a copy of proof of Inputs Letter-Request for None 5 minutes Executive Assistant
payment via eSPAYSEC or Opinion or Memorandum
Landbank to the OGA with referred by the Operating
the application and its Department to Index
supporting documents, if Tracking System and
any forwards the same to the
Assistant Director for
assignment.
3.1. Forwards document to 5 minutes Assistant Director
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

3.2. Evaluates the request.

3.2.1. In case of highly
technical cases
and/or additional
documents or
further research
are needed,
prepare an
Advisement Letter
to the requesting
party that the
subject matter is
under evaluation
and may require
submission of
additional
requirements.

3.3. Reviews Advisement
Letter or
Memorandum for
presentation to
Commission en Banc.

3.4. Reviews and discuss
Advisement Letter or
Memorandum. If the
Letter/Memorandum
is satisfactory, endorse
the same to the
General Accountant.

13 days

2 days

1 days

Assigned personnel

Supervising Accountant

Assistant Director
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(per issue and
per company)

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
3.5. Reviews and signs 1 day General Accountant
Advisement Letter or
Memorandum.
3.5.1. Ifthereisa 1 hour Assigned personnel
submission of
additional
documents, GO TO
STEP 3.2.
3.6. Logs/Updates Index 10 minutes Index Tracking Personnel
Tracking System
TOTAL PHP25,000.00 20 days

Notes: The above processing time commences upon actual receipt of documents and payment of processing fee. It excludes the response period

to comment and extension
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6.Request for Exemptive Relief

To allow applicants to exercise their right in seeking relief from any provision of the Securities Regulation Code and its implementing rules and
regulations particularly on financial reporting, audit and other related matters.

The procedure is applicable to requests for exemptive relief from the requirements of the following:
e Revised SRC Rule 68;

e Philippine Financial Reporting Standards (PFRS)/ PFRS for Small and Medium Entities (SMEs) /PFRS for Small Entities (SEs) and
interpretations;

e Philippine Standards on Auditing and related standards;

e Related rules of the Commission in financial reporting and audit;

e Guidelines; and

e Any subsequent official pronouncements, interpretations and rulings on accounting and reporting matters, which may be issued by the

Commission from time to time.
Division & Office of the General Accountant (OGA) - Accounting and Audit Policy Division
Department/Office:
Classification: Highly Technical (20 days)
Type of Transaction: Government to Citizen (G2C)
Government to Business (G2B)
Government to Government (G2G)
Type of Service: External Service
Who may avail: All |
Guidelines During NO
Pandemic:
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request for Exemptive Relief, (one original) Applicant
2. Supporting documents, if any. (one original) Applicant
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
Presents letter-request for Prepares Payment Assessment Form None 10 minutes Executive Assistant
Exemptive Relief and (PAF) and instructs applicant to
supporting document or proceed process payment and present
send via email to copy of O.R.
secoga@sec.gov.ph
. Receives the PAF and pays Processes payment and issues O.R. PHP50,000.00 10 minutes
the required fees. (per
If paid via eSPAYSEC, an electronic issue and per eSPAYSEC
The client may choose to official receipt is generated which will company)
pays via Electronic System serve as the official copy of the Client.
for Payment to the SEC
(eSPAYSEC) or over the If paid via Landbank branch, the bank Landbank
counter payments at any will issue a machine-validated onColl
Landbank branch Payment slip which wills serve as the
nationwide. proof of payment of the Client.
. Submits a copy of proof of Inputs Letter-Request for Exemptive None 5 minutes Executive Assistant
payment via eSPAYSEC or Relief or Memorandum referred by
Landbank to the OGA with the Operating Department to Index
the application and its Tracking System and forwards the
supporting documents, if same to the Assistant Director for
any. assignment.
3.1. Forwards document to assigned 5 minutes Assistant Director
personnel.
3.2. Evaluates the request. 11 days Assigned personnel
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

3.2.1. In case of complete

supporting documents and
justification, prepares a
Memorandum for
presentation to the
Commission en Banc
containing the results of
evaluation and
recommendation

3.2.2. In case of incomplete

justification with supporting
documents, prepare an
Advisement Letter to the
requesting party that the
subject matter is under
evaluation and may require
additional submission of
documents.

3.3. Reviews Advisement Letter or
Memorandum for presentation to
Commission en Banc.

3.4. Reviews and discuss Advisement
Letter or Memorandum. If the
Letter/Memorandum is
satisfactory, endorse the same to
the General Accountant.

2 days

1 day

Supervising Accountant

Assistant Director
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

3.5. Reviews and signs Advisement
Letter or Memorandum.

3.6. Reviews and signs Advisement
Letter or Memorandum.

3.6.1. If there is a submission of
additional documents, GO TO
STEP 3.2.

3.7. Presents Memorandum to the
Commission en Banc for
consideration.

3.8. Receives advice of the Resolution
from Commission en Banc

3.8.1. Prepares Advisement
Letter containing the
resolution of the Commission
en Banc, notifying the party
whether the request has been
approved or denied

3.9. Reviews Advisement Letter.

3.10. Reviews and signs Advisement
Letter

4 hours

4 hours

1 hour

10 minutes

3 days

1 day

4 hours

General Accountant

Supervising Commissioner
Office of the Supervising
Commissioner

Assigned Personnel

General Accountant

Assigned Personnel

Assistant Director

General Accountant
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(per issue and
per company)

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
3.11. Logs/Updates Index Tracking 10 minutes Index Tracking Personnel
System
TOTAL PHP50,000.00 20 days

Notes: The above processing time commences upon actual receipt of documents and payment of processing fee. It excludes the response period

to comment and extension.
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7. Simple Request for Opinion and/or Clarification on Accounting Matters
To clarify and/or interpret the following rules and guidelines for effective implementation and compliance:

e Revised SRC Rule 68;

e Philippine Financial Reporting Standards (PFRS)/ PFRS for Small and Medium Entities (SMEs) /PFRS for Small Entities (SEs) and
interpretations;

e Philippine Standards on Auditing and related standards;

e Related rules of the Commission in financial reporting and audit;

e Guidelines; and

e Any subsequent official pronouncements, interpretations and rulings on accounting and reporting matters, which may be issued by the

Commission from time to time.
Division & Office of the General Accountant (OGA) - Accounting and Audit Policy Division
Department/Office:
Classification: Simple (3 days)
Type of Transaction: Government to Citizen (G2C)
Government to Business (G2B)
Government to Government (G2G)
Type of Service: External Service
Who may avail: All |
Guidelines During NO
Pandemic:
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request letter for Opinion (one original) Applicant
2. Supporting documents, if any. (one original) Applicant




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
Presents letter-request Prepares Payment Assessment Form (PAF) None 10 minutes Executive Assistant
for Opinion and and instructs applicant to process payment
supporting document and present copy of O.R.
or send via email to
secoga@sec.gov.ph
. Receives the PAF and Processes payment and issues O.R. PHP10,000.00 (per 10 minutes

pays the required fees. issue and per

If paid via eSPAYSEC, an electronic official company) eSPAYSEC
The client may choose receipt is generated which will serve as the
to pays via Electronic official copy of the Client.
System for Payment to
the SEC (eSPAYSEC) or If paid via Landbank branch, the bank will Landbank
over the counter issue a machine-validated onColl Payment
payments at any slip which wills serve as the proof of
Landbank branch payment of the Client.
nationwide.
Submits a copy of proof Inputs Letter-Request for Opinion or None 5 minutes Executive Assistant
of payment via Memorandum referred by the Operating
eSPAYSEC or Landbank Department to Index Tracking System and
to the OGA with the forwards the same to the Assistant Director
application and its for assignment.
supporting documents,
if any 3.1. Forwards document to assigned 5 minutes Assistant Director

personnel.
3.2. Evaluates the request. 2 days Assigned personnel




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

3.2.1. In case of the simple case and/or
no additional documents are
needed for the evaluation, prepare
an Advertisement Letter or
Memorandum containing the
results of the evaluation.

3.3. Reviews Advisement Letter or
Memorandum for presentation to
Commission en Banc.

3.4.Reviews and discuss Advisement
Letter or Memorandum. If the
Letter/Memorandum is satisfactory,
endorse the same to the General
Accountant.

3.5. Reviews and signs Advisement Letter
or Memorandum.

3.5.1. Ifthere is a submission of
additional documents, GO TO STEP
3.2.

3.6. Logs/Updates Index Tracking System

3 hours

2 hours

2 hours

15 minutes

10 minutes

Supervising Accountant

Assistant Director

General Accountant

Assigned personnel

Index Tracking Personnel

TOTAL

PHP10,000.00 (per
issue and per
company)

3 days

Notes: The above processing time commences upon actual receipt of documents and payment of processing fee. It excludes the response period

to comment and extension.
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8.Review of Financial Statements Referred by Operating Departments

This service involves the evaluation of financial statements (Audited and Unaudited) of companies referred by Operating Departments in
relation to registration of securities and investigation and request for comments to determine compliance with the financial accounting rules.

Division & Office of the General Accountant (OGA) - Accounting and Audit Policy Division
Department/Office:
Classification: Complex (7days)
Type of Transaction: [J Government to Citizen (G2C)
[ ] Government to Business (G2B)
Government to Government (G2G)
Type of Service: Internal Service
Who may avail: Inter-Department | Others, please specify: All SEC Operating Departments
Guidelines During NO
Pandemic:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Memorandum from Operating Department signed by its Operating Departments (MSRD, CGFD, CRMD, EIPD)
Director (one original)

2. Copies of Audited and/or Unaudited Financial Statements
of the applicant-corporations (one original)

original)

3. Copy of the Registration Statement (RS), if the review is
related to the pending registration of securities (one
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

Inputs Memorandum with attached Financial
Statements (FS) and/or RS referred by the
Operating Department to Index Tracking
System and forwards the same to the
Supervising Accountant for assignment.

None

5 minutes

Executive Assistant

Forwards documents to assigned personnel.

None

5 minutes

Assistant Director

Reviews Audited and/or Unaudited FS
and/or applicable portion of RS using the
OGA’s Manual of Evaluation. If there are no
material findings, GO TO STEP 8

None

5 days

Assigned Personnel

If there are material findings, prepares the
following:
4.1. Comment and Response Sheet (CRS);

4.2. Evaluation Sheet; and

4.3. Memorandum for the Operating
Department.

None

1 hour

Assigned Personnel

Reviews CRS, Letter, Evaluation Sheet and
Memorandum

None

1 day

Supervising Accountant

. Reviews and discuss CRS, Letter, Evaluation

Sheet and Memorandum. If the CRS,
Evaluation Sheet, Letter and Memorandum
are satisfactory, endorse the same to the
General Accountant.

None

30 minutes

Assistant Director

Reviews and signs CRS, Letter, Evaluation
Sheet and Memorandum

None

30 minutes

General Accountant

If there is a submission but still not fully
compliant with the requirements,

None

4 hours

Assigned Personnel
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

8.1. For RS, GO TO STEP 4

8.2. For issues referred by Operating

Departments other than RS, prepares
Consolidated Matrix and Memorandum
for the Operating Department with
recommendation to issue Show Cause
and Assessment Letters

. If corporation fully complies with the
requirements, prepares and initials the
following:

9.1. For RS

9.1.1. Comment Sheet;
9.1.2. Evaluation Sheet;

9.1.3. OGA’s Action Taken (to be attached
as part of the Operating
Department’s Memorandum to the
Commission En Banc); and

9.1.4. Memorandum for the Operating
Department with Clearance

9.2. For referrals other that RS

9.2.1. Consolidated Matrix; and

None

2 hours

Assigned Personnel
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

9.2.2. Memorandum for the Operating
Department with appropriate
recommendation

10. Reviews and initials Comment Sheet,
Updated Evaluation Sheet, OGA’s Action
Taken (to be attached as part of the Operating
Department’s Memorandum to En Banc); and
Memorandum for the Operating Department.

None

10 minutes

Assistant Director

11. Reviews and initials Comment Sheet,
Updated Evaluation Sheet, 0GA’s Action
Taken (to be attached as part of the Operating
Department’s Memorandum to En Banc); and
signs Memorandum for the Operating
Department.

None

5 minutes

General Accountant

12. Logs/Updates Index Tracking System

None

5 minutes

Index Tracking
Personnel

TOTAL

None

7 days
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1. Compliance with Securities Deposit

This service details the adopted online procedure for compliance with securities deposit by Foreign Corporation’s branch office.

Division & Compliance Monitoring Division, Company Registration and Monitoring Department
Department/Office
Classification Highly Technical (21 days)
Type of Transaction X Government to Citizen (G2C)
X Government to Business (G2B)
[ IGovernment to Government (G2G)
Type of Service External Service
Who may avail Target SEC Others, please specify:

Clients/Stakeholders/Customers

1. General transacting public and business entities for: a.) Registered
corporations; b.) Suspended and Revoked Corporation for purposes of filing
a Petition to Set Aside Order of Suspension or Revocation; c.) Corporations
with Notice of Deficiencies and Hearing or Orders; and d.) Corporations
with applications to be filed with the Corporate and Partnership
Registration Division, Financial Audit and Analysis Division and Corporate
Filing and Records Division.

2. Government agencies and instrumentalities like Ombudsman, NBI, AMLC,
DTI, DSWD, PDIC, etc.

3. Courts like MTC, MeTC, RTC and Sandiganbayan.

Guidelines During Pandemic | YES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Latest due Financial Statements (1 photocopy) Client records

2. Amended Financial Statements, if any (1 photocopy) Client records

3. Latest due General Information Sheet (1 photocopy) Client records




Amended General Information Sheet, if any (1
photocopy)

Client records

Certificate of Incorporation (1 photocopy)

Client records

SEC License and Application (1 photocopy)

Client records

Latest approved amended SEC License and
Application, if any (1 photocopy)

Client records

Affidavit (Anti-Dummy Law/one and the
same/auditor) (1 original copy)

Client records

OGA Acknowledgment (functional currency) (1
original copy)

Office of the General Accountant (OGA)

10.

Compliance with Memorandum Circular No. 28 series
of 2020

Client records

CLIENT STEPS AGENCY ACTIONS FEES TO BE | PROCESSING TIME PERSON RESPONSIBLE
PAID (per document)
Emails request for monitoring 1. Receive the email None 30 minutes Administrative Assistant

including attachments, at
cmd_foreign_monitoring@sec.go
v.ph and waits for the reply.

including its
attachments and
pre-evaluate the

required documents.




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME
(per document)

PERSON RESPONSIBLE

1.1.1. Ifincomplete,
prepare a
Checklist
indicating
deficiencies
with the
requirements
and send them
directly to the
email sender.

1.1.2. If complete,
assigns the
request for
monitoring
with attached
documents to a
particular
Monitor/Analys
t.

20 minutes

20 minutes

. Determines compliance,

deficiencies and
violations and prepares
Monitoring Sheet (MS).

None

1 hour on average
per corporation

Monitor/Analyst




CLIENT STEPS AGENCY ACTIONS FEES TO BE | PROCESSING TIME PERSON RESPONSIBLE
PAID (per document)
3. Forward the Monitoring Penalties (if 20 minutes Monitor/Analyst
Sheet with attached any, pursuant
documents to the to SEC
Reviewer. Memorandum

Circular No.
17, series of
2019)

Custodian Fee
(*_I_**)

*1% of
amount of
securities

deposit but
not lower than
PHP
10,000.00 but
not exceeding
PHP
50,000.00
**Documentar
y Stamp Taxes
- PHP 30.00

4. Check and consolidate
the findings of the
Monitor/Analyst.

1 hour on average
per corporation

Monitoring Specialist




3.

5.1.3. Ifthe applicant
receives a tentative
assessment, the
applicant shall comply
with the findings
indicated in the
Monitoring Sheet.

CLIENT STEPS AGENCY ACTIONS FEES TO BE | PROCESSING TIME PERSON RESPONSIBLE
PAID (per document)
5. Receives an update on the 5. Send the Monitoring None 20 minutes Monitoring Specialist
requested service. Sheet within 5 working
days.
5.1.1. Ifthe applicant
receives a Monitorin 5.1.1. If WITHOUT . .
Sheet without penaltfi/ - PENALTY, 20 minutes Monitor/Analyst
END OF TRANSACTION. proceed to Step
8.1
5.1.2. Ifthe applicant
receives a Monitoring 5.1.2. If WITH 30 minutes Monitoring Specialist
Sheet with penalty and PENALTY,
agreeable to the prepare and
findings presented, and issue the
the Payment Payment
Assessment Form Assessment
(PAF), proceed to Step Form (PAF).




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME
(per document)

PERSON RESPONSIBLE

5.2. Applicant submits the
required documents as
advised in the Monitoring
Sheet.

5.1.3. Ifthe
assessment is
TENTATIVE
and cannot
proceed until
applicant
complies with
the findings,
the
Monitor/Analys
t shall inform
CMD virtual
counter the
tentative
findings and
issue the
Monitoring
Sheet.

NOTE: If applicable,
clarifications and further
compliance may be
required by the
Monitor/Analyst prior to
the release of the MS (With
the approval of the CMD’s
Assistant Director or CRMD
Director; a clarificatory
conference with the parties
may be called).

10 minutes

Monitoring Analyst/Specialist




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME
(per document)

PERSON RESPONSIBLE

5.2. Receive and
forward the
required
documents to the
Monitor/Analyst

Note: All final Monitoring
Sheet and PAF shall be in
PDF Format, BCC: CMD
database for recording
purposes.

*Upon submission of
required documents,
Monitor/Analyst shall
determine compliance,
deficiencies and violations
as indicated in Step 2 to
Step 5.

20 minutes

Monitor/Analyst

6. Present PAF to the nearest LBP
Branch or pay through the SEC
Online Payment Portal

6. Receive the documents
and verify if the
documents are
complete.

30 minutes

Selected Landbank branches/SEC Payment
Portal




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME
(per document)

PERSON RESPONSIBLE

6.1.1. Ifthere are
no deficiencies,
the staff will
receive the
documents and
forward it to
the SEC
Headquarters.

6.1.2. If with
deficiencies,
prepare a
ChecKlist of
requirements
indicating
deficiencies
and return the
documents to
the applicant.

. Present the Monitoring Sheet,
PAF and validated deposit
slip/Electronic Official Receipt
and attached documents before
SEC Robinsons Galleria Satellite

Office.

. Receive the documents

and verify if the
documents are
complete.

10 minutes

Receiving Unit, CRMD




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID (per document)
7.1.1. Ifthere are no 7.1.1. Ifthere are 10 minutes Receiving Unit, CRMD
deficiencies, returns no deficiencies,
after 10 working days. the staff will
receive the
documents and
7.1.2. Ifthere are forward it to
L the SEC
deficiencies in the H
eadquarters.
documents presented,
the applicant shall
comply with the 7.1.2. If with 10 minut Receivine Unit. CRMD
findings indicated in the deficiencies, minutes eceving Untt,
Checklist. prepare a
Checklist of
i t
7.1.3. Applicant submits the requirements
h indicating
required documents as deficiencies
advised in the Checklist.
and return the
documents to
the applicant.
. Receive the proof of None 3 days Receiving Unit, CRMD

payment together with
the required
documents, from SEC
Robinsons Galleria
Satellite Office.




CLIENT STEPS AGENCY ACTIONS FEES TO BE | PROCESSING TIME PERSON RESPONSIBLE
PAID (per document)
8.1. Record, assign and 10 minutes SEC Administrative Assistant

forward the proof of
payment and other

required
documents to a

Monitor/Analyst for

drafting of Report
of Securities
Deposit and
generation of
Certificate of

Securities Deposit.

Draft the Report of
Securities Deposit and

generate the Certificate

of Securities Deposit
and other duplicate
originals.

9.1. Forward the Report

of Securities
Deposit and
Certificate of
Securities Deposit
to the Assistant

Director/Officer-in-

Charge of
CMD-CRMD, for
review.

30 minutes per
application

10 minutes

Monitor/Analyst

Monitor/Analyst
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME
(per document)

PERSON RESPONSIBLE

10.

10. Reviews the Report of
Securities Deposit,
Certificate of Securities
Deposit and other
required documents.

10.1. Affixes initials on
the other original
duplicate copies.

20 minutes per
application

10 minutes

Assistant Director/Officer-in-Charge, CMD

11.

11. Transmit the Certificate
of Securities Deposit
with attached Report of
Securities Deposit, and
other required
documents to the
Director of CRMD, for
signature.

11.1. Transmit the
following
documents to the
Financial
Management
Department for
safekeeping:

11.1.1. Agrarian
Reform
Bonds

10 minutes

1 day

Support Staff, CMD
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CLIENT STEPS AGENCY ACTIONS FEES TO BE | PROCESSING TIME PERSON RESPONSIBLE
PAID (per document)
11.1.2. Stock
Certificates
11.1.3. Other

non-scriples
S securities

12.

12. Reviews and signs the
Certificate of Securities
Deposit and its original
duplicate copies.

12.1.Scan and upload

the signed
Certificate in the
Document
Verification System
to generate QR
code

12.2.Prints the

Certificate with QR
code

10 minutes

5 minutes

5 minutes

Director, CRMD

Monitor/Analyst

Monitor/Analyst
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CLIENT STEPS AGENCY ACTIONS FEES TO BE | PROCESSING TIME PERSON RESPONSIBLE
PAID (per document)
13. 13. Forward the signed 5 minutes Support Staff, Office of the Director, CRMD
Certificate of Securities
Deposit and other
original duplicate copies
to the Releasing Unit of
CRMD and other SEC
Departments for further
encoding and other
appropriate action.
13.1 Send appointment
letter through email 5 minutes Administrative Assistant
14. Receives appointment letter and | 14. Release the Certificate 10 minutes Support Staff, Releasing Section, CRMD
proceeds to SEC Robinsons of Securities Deposit to
Galleria Satellite Office for the client.
presentation of original proof of
payment and receives Certificate
of Securities Deposit or wait for
the Certificate to be delivered by
SEC A-listo.
TOTAL Penalties (if 20 days’
any, pursuant
to SEC
Memorandu
m Circular
No. 17, series
0f2019)

! Note: The 20 days processing time is for one client being served at one time. The time is extended when there are more clients.
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CLIENT STEPS AGENCY ACTIONS FEES TO BE
PAID

PROCESSING TIME
(per document)

PERSON RESPONSIBLE

Custodian
Fee
(*+*%)

*1% of
amount of
securities

deposit but
not lower
than PHP
10,000.00
but not
exceeding
PHP
50,000.00
**PDocumenta
ry Stamp
Taxes - PHP
30.00

2.Monitoring of Corporations where there is more than one set of General

Information Sheet (GIS)

This service details the procedure on the monitoring of stock and non-stock corporations where there is more than one set of General

Information Sheets (GIS).

Division & Compliance Monitoring Division, Company Registration and Monitoring Department
Department/Office

Classification Simple (3 days)

Type of Transaction X Government to Citizen (G2C)
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X Government to Business (G2B)
[]Government to Government (G2G)

Type of Service

External Service

Who may avail

Target SEC
Clients/Stakeholders/Customers

Others, please specify:

Domestic Corporations:

General transacting public and business entities for: a.) Registered
corporations; b.) Suspended and Revoked Corporation for purposes of
filing a Petition to Set Aside Order of Suspension or Revocation; c.)
Corporations with Notice of Deficiencies and Hearing or Orders; and d.)
Corporations with applications to be filed with the Corporate and
Partnership Registration Division, Financial Audit and Analysis Division
and Corporate Filing and Records Division.

Foreign Corporations:

General transacting public and business entities for: a.) Licensed foreign
corporations; b.) Revoked foreign corporations; c.) Foreign corporations
with Notice of Deficiencies and Hearings or Orders; and d.) Foreign
corporations with applications to be filed with the Corporate and
Partnership Registration Division

Guidelines During Pandemic | NO

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Written request for monitoring (1 original copy) Client
CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
TIME
1. Submit request for 1. Assign the request for 10 minutes Assistant Director/Officer-in-Charge

monitoring.

monitoring.

16



CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME

PERSON RESPONSIBLE

1.1.

Determine or verify that
there is more than one set
of GIS filed with the
Commission by two or
more different groups.

Note: Monitoring will be
deferred.

1.2.

1.3.

1.4.

1.5.

Assigns the case.

Review the filings and
prepare Notice for a
Clarificatory Conference
addressed to the different
groups, indicating the
schedule of the
conference, within 2
working days.

Review the Notice for a
Clarificatory Conference.

Revise the Notice, if there
are suggested
comments/revisions.

30 minutes

10 minutes

1 hour

20 minutes

Monitor/Analyst

Assistant Director/Officer-in Charge,
CMD-CRMD

Specialist/Counsel

Assistant Director/Officer-in Charge,
CMD-CRMD
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1.6. Sign the Notice for a
Clarificatory Conference.
20 minutes Specialist/Counsel
1.7. Mail the Notice for
Clarificatory Conference.
10 minutes Director-CRMD
10 minutes Support Staff
. Representatives from | 2. Conduct the Clarificatory None 2 hours Specialist/Counsel
the different groups Conference and determine
appear at the that there is an existence of an
scheduled conference. intra-corporate issue.
2.1. Prepare the draft Order
recommending that the 1 hour Specialist/Counsel
GIS in question be marked
as disputed.
Note: Monitoring shall continue
to be deferred until the dispute is
resolved by appropriate courts.
2.2. Review the draft Order.
30 minutes Assistant Director/Officer-in Charge,

CMD-CRMD
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME

PERSON RESPONSIBLE

2.3.

2.4.

2.5.

2.6.

2.7.

2.8.

Revise the draft Order, if
there are suggested
comments/revisions.

Review the draft Order.

Revise the draft Order, if
there are suggested
comments/revisions.

Signs the Order.

Scan and upload the
signed Order in the
Document Verification
System to generate QR
code

Prints the transmittal
letter, Order, and
Confirmation of Payment
of Fines with QR code

10 minutes

1 hour

10 minutes

5 minutes

5 minutes

5 minutes

Specialist/Counsel

Director-CRMD

Director-CRMD

Support Staff

Support Staff

Support Staff
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CLIENT STEPS

AGENCY ACTIONS FEES TO BE PROCESSING
PAID TIME

PERSON RESPONSIBLE

2.9. Mail and transmits the
Order to the parties,
Corporate Filing and
Records Division and
Electronic Records
Management Division.
The same shall also be
entered in the
Certification Issuance
System-Unified Reference
Database.

TOTAL

3 days?

3.Petition to Lift Order of Revocation/Suspension

This service details the adopted online procedure on the filing of Petition to Lift Order of Revocation/Suspension.

Division & Compliance Monitoring Division, Company Registration and Monitoring Department
Department/Office
Classification Highly Technical (21 days)

Type of Transaction

X Government to Citizen (G2C)

Government to Business (G2B)

2 Note: The 3 days processing time is for one client being served at one time. The time is extended when there are more clients.
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[ Government to Government (G2G)

Type of Service

External Service

Who may avail

Target SEC
Clients/Stakeholders/Customers

Others, please specify: General transacting public and business entities for
Corporations whose certificates of registration were revoked or suspended
by the Commission for failure to comply with the reportorial requirements
and whose corporate term has not yet expired.

Guidelines During Pandemic

YES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Verified petition to set aside the Order of Client records

Revocation or Suspension® which shall include the
following certification (1 original copy):

2. The company through its authorized
representative hereby certifies that the latest
financial statements that are submitted with this
Petition are accurate, compliant with applicable
financial reporting framework and are supported
by sufficient and valid source documents and

schedules. This sworn certification extends to all | Client records

the beginning balances of the accounts from
previous years during which the company failed
to submit audited financial statements. In
relation to this, attached in the Petition is a sworn
certification from the company’s extended

auditor;

3. Directors’ or Trustees’ Certificate (1 original

copy);

4. Latest due General Information Sheet (1

photocopy);

8 SEC Memorandum Circular No. 3 Series of 2014
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5. Amended General Information Sheet, if any (1
photocopy);

6. Latest due Financial Statements (1 photocopy);

7. Amended Financial Statements, if any (1
photocopy);

8. Copy of Certificate of Incorporation and latest
Certificate of Filing of Amended Articles or
By-Laws (if any) together with latest Articles of
Incorporation and By-Laws (1 photocopy);

9. Secretary’s Certificate of No Intra-corporate
Controversy including third party whether
administrative or criminal cases (1 original copy)

10. Sworn Certification by the External Auditor* (1
original)

11. Proofs of ongoing operation®, any of the following
but not limited to:

12. Audited Financial Statements (1 photocopy);

13. Income Tax Returns (1 photocopy);

14. Mayor’s or Business Permits (1 photocopy);

15. Contracts (1 photocopy);

16. Receipts showing payment of Real Estate Tax (1
photocopy);

17. Certification/Recognitions/Annual Convention; or
Any Similar/related documents (1 photocopy)

18. Latest Mayor’s/Business Permit (1 photocopy);

19. BIR Certificate of Registration (1 photocopy);

Client records
Client records

Client records
Client records
Client records

Client records

Client records
Client records

Client records
Client records
Client records
Client records
Client records

Client records

Client records
Client records

Client records

* Ibid.

® SEC Office Order No. 101 series of 2021



20. Certification from Corporate Secretary certifying

that its latest Financial Statement and Income Tax
Return were received by SEC and BIR
respectively® (1 original copy); and

21. Compliance with Memorandum Circular No. 28

series of 2020

Additional requirements for foreign corporations:

=

SEC License and Application (1 photocopy);
Copy of latest Certificate of Securities Deposit, if
any (1 photocopy);

If with Foreign Direct Cost, Special Audit Purpose
Income Statement/Special Audited Financial
Statement (1 photocopy);

For Branch Offices of Foreign Airline Companies,
Modified Formula Computation (1 photocopy);

. For Regional Operating Headquarters (ROHQ) and

Regional Area Headquarters (RHQ), Proof of
Inward Remittance (1 photocopy)

Client records

Client records
Client records

Client records

Client records

Client records

8 Pursuant to the latest instruction by the Commission En Banc.
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
Emails request to Lift Receive the documentary None 2 minutes CMD Authorized Virtual Counter
Order of requirements submitted by
Revocation/Suspension at the client.
cmd_petitiontolift_suspens
ion-revocation@sec.gov.ph
and wait for the reply.
Receives the Check the completeness of None 10 minutes CMD Authorized Virtual Counter
acknowledgement receipt the requirements.
if complete or checklist of
fﬁg:g;?;te:ts if 2.1.1. Ifthe documents
are NOT
COMPLETE,
prepare a checklist
indicatin :
deficienc?es with > minutes
the requirements
and send them
directly to the
email sender.
5 minutes
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

2.2.

2.3.

2.4.

2.1.2. If complete, send

the
acknowledgment

receipt to the email

sender and assigns
the request to a
particular
Monitor/Analyst
and Securities
Counsel

Drafts Memorandum
for Enforcement and
Investor Protection
Department and Office
of the General Counsel
for verification if the
corporation has any
pending case.

Review the draft
Memorandum.

Clear/sign the
Memorandum and
forward to the concern
department

5 minutes

2 minutes

2 minutes

Monitoring Specialist

Assistant Director/Officer in-Charge,
CMD-CRMD

Assistant Director/Officer in-Charge,
CMD-CRMD
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
2.5. In case, there are
revisions are needed,
the Memorandum shall
be returned to the 2 minutes Assistant Director/Officer in-Charge,
Monitoring Specialist CMD-CRMD
for revision.
Determines compliance, None 1 hour on average Monitor/Analyst
deficiencies and violations per corporation
and prepares Monitoring
Sheet (MS).
3.1. Forward the 2 minutes Monitor/Analyst

Monitoring Sheet with
attached documents to
the Reviewer.

3.2. Check the findings of
the Monitor/Analyst

3.2.1. Ifcleared and
okay for payment,
sends the copy of
the monitoring
sheet to the CMD
Virtual Counter

45 minutes on
average per
corporation

2 minutes

2 minutes

Monitoring Specialist

Monitoring Specialist

Monitoring Specialist
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
3.2.2. If with revisions,
return to the
Monitoring/Analys
t
5 days Securities Counsel

3.3. Assigned Securities
Counsel assess the
completeness of the
verified petition and
the attached
supporting documents

3.3.1. Ifincomplete,
prepares the
checklist of
requirements and
send to the CMD
Virtual Counter
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
3.3.2. If complete, and
the monitoring
result is ready for
payment, instruct
the Monitoring
Analyst to prepare
the Payment
Assessment Form
(PAF) for filing fee
and penalties once
the
client-representati
ve agrees on the
findings
4. Receives an update on the | 4. Send the Monitoring Penalties 2 minutes CMD Authorized Virtual Counter
requested service. Sheet/checklist to the email
sender. Filing Fees:
Petition to Lift
_ Order of
4.1.1. If.apphcant Revocation/Suspen
receives a sion PHP 3,060.00
Monltorlng Sheet (*+**+***)
with penalty and *Petition to Lift
agreeable to the Order of
findings Revocation/Sus
pen
presented, they sion - PHP
will digitally sign 3.000.00
the Monitoring **Do’cumentary
Sheet and request Stamp T _ PHP
p Taxes
for Payment 30.00
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
***Legal Research
4.1.2. Ifapplicant 4.1.1. IfWITH Fee- 2 minutes Monitoring Specialist
receives a PENALTY, prepare | 1% of the Filing Fee
tentative and issue the for Petition to Lift
assessment, Payment Order of
applicant shall Assessment Form Revocation (PHP
comply with the (PAF). 30.00) CMD Authorized Virtual Counter

findings indicated
in the Monitoring
Sheet and/or
checklist

4.2. Applicant submits the
required documents
as advised in the
Monitoring Sheet
and/or checklist

4.1.2. If the assessment
is TENTATIVE, they
cannot proceed
until the applicant
complies with the
findings

NOTE: If applicable,
clarifications and further
compliance may be required by
the Monitor/Analyst and
Securities Counsel prior to the
release of the MS (With the
approval of the CMD’s Assistant
Director or CRMD Director, a
clarificatory conference with
the parties may be called).
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME

4.2. Receive and forward
the required
documents to the
Monitor/Analyst
and/or Securities
Counsel 2 minutes CMD Authorized Virtual Counter

Note: All final Monitoring Sheet
and PAF shall be in PDF Format
and shall be kept in authorized
CMD designated drop boxes in
all steps, BCC: CMD database
for recording purposes.

4.3. *Upon submission of
required documents,
Monitor/Analyst
and/or Securities
Counsel shall
determine compliance,
deficiencies and
violations as indicated
in Step 2 to Step 4.

Present PAF to the nearest 5. Process payment and issue None 5 minutes Landbank branches/SEC Payment Portal
LBP Branch, or they opt to official receipt (OR) or

pay online via SEC Payment validated deposit slip and
Portal PAF (if payment is made
with LBP), or Electronic
Receipt (if online payment)




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
Send the scanned copy of | 6. Receive the validated None 2 minutes CMD Authorized Virtual Counter
Electronic Official Receipt deposit slip (if payment is
or validated deposit slip made with LBP), or Electronic
and PAF to Receipt (if online payment)
cmd_petitiontolift_suspens from the applicant.
ion-revocation@sec.gov.ph
6.1. Receives an email 6.1. Inform the applicant to 2 minutes CMD Authorized Virtual Counter
confirmation and send the hard copies of
instruction on the their application to SEC
submission of hard satellite office /Robinsons
copies Galleria or may opt to
send via courier
Submit the hard copies of | 7. Receives the hard copies and 5 minutes CRMD Receiving Unit/Courier
their application to SEC forward to the SEC Main Office
satellite office/Robinsons
Galleria or send via courier
7.1.1. If there are 7.1. Verify if the documents . o -
deficiencies in the | submitted via e-mail are the 25 minutes Monitoring Specialist
documents same with the original
presented, documents presented.
applicant shall
comply with the
2 minutes Monitoring Specialist

findings indicated
in the Checklist.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

7.2. Applicant submits the
required documents
as advised in the
Checklist.

7.1.1. Ifthere are no
deficiencies,
documents will be
forwarded to the
specialist for
docketing.

7.1.2. Ifwith
deficiencies,
prepare Checklist
of requirements
indicating
deficiencies and
emails the
applicant.

7.2. Forward validated
deposit slip/Electronic
Receipt and Monitoring
Sheet, for confirmation
of payment

7.3. Review and sign the
COP/MS and return to
the Monitor/Analyst.

5 minutes

2 minutes

10 minutes

2 minutes

Monitoring Specialist

Monitoring Specialist

Assistant Director/Officer-in-Charge,
CMD

Assistant Director/Officer-in-Charge,
CMD
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

7.4. Forward the validated

deposit slip and/or
Official Receipt
together with the
required documents
and the signed COP to
the Monitor/Analyst for
case docketing.

7.5. Record the case, assign

case/docket number
and forward the case
file to the handling
Monitor/Analyst for
drafting of Order.

5 minutes

Monitoring Specialist

. Draft the Order.

8.1. Forward the draft

Order to the Assistant
Director/Officer-in-Cha
rge of CMD-CRMD, for
review.

8.2. Review the draft Order

and the attached
documentary
requirements.

1 hour and 30
minutes per
application

2 minutes

5 days

Securities Counsel

Monitoring Specialist

Assistant Director/Officer-in-Charge,
CMD
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

8.3.

8.4.

8.5.

8.6.

Clear the draft Order
and forward the draft
to the Director of
CRMD, for review.

In case, there are
comments for
revisions, the draft
Order shall be returned
to the Securities
Counsel

Review the draft Order
and attached
documentary
requirements.

In case, there are
comments for
revisions, the draft
Order shall be returned
to the Securities
Counsel

2 minutes

2 minutes

3 days

2 minutes

2 minutes

Assistant Director/Officer-in-Charge,
CMD

Assistant Director/Officer-in-Charge,
CMD

Director/CRMD

Office of the Director

Director/CRMD
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

8.7. Clear the draft Order
and directs the

Monitoring Specialist to

draft a Memorandum
addressed approving
Commissioner

8.8. Finalize the draft Order

and drafts
Memorandum
addressed approving
Commissioner

8.9. Forward the draft
Memorandum to the
Assistant

Director/Officer-in-Cha

rge of CMD-CRMD, for
review.

8.10. Review the draft
Memorandum.

30 minutes per
application

2 minutes

30 minutes per
application

2 minutes

Securities Counsel/Monitoring Specialist

Monitoring Specialist

Assistant Director/Officer-in-Charge,
CMD

Assistant Director/Officer-in-Charge,
CMD
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

8.11.Clear the draft
Memorandum and
forward the draft to the
Director of CRMD, for
review.

8.12.In case, revisions are
needed, the
Memorandum shall be
returned to the
Monitoring Specialist
for revision.

8.13.Review the draft
Memorandum.

8.14. Approve the draft and
direct the Monitoring
Specialist to finalize it.

8.15.In case, revisions are
needed, the
Memorandum shall be
returned to the
Monitoring Specialist
for revision.

5 minutes if
without revisions,
15 minutes if with

revisions

25 minutes per
application

2 minutes

5 minutes if
without revisions,
15 minutes if with

revisions

Monitoring Specialist

Director/CRMD

Director/CRMD

Monitoring Specialist
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

8.16.Finalize the

Memorandum and
Order, for endorsement
to the approving
Commissioner

. The approving

Commissioner reviews the
Order and its pertinent
documents

9.1

9.2.

9.3.

. Receives the Order and
prepare the transmittal
letter

Forward the
transmittal letter
together with the Order
to the Assistant
Director/Officer-in-Cha
rge of CMD-CRMD

Review the transmittal
letter

5-7 days

2 minutes

2 minutes

10 minutes

2 minutes

Supervising Commissioner/CRMD

Monitoring Specialist

Monitoring Specialist

Assistant Director/Officer-in-Charge,
CMD

Assistant Director/Officer-in-Charge,
CMD
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

9.4.

9.5.

9.6.

9.7.

Clear the transmittal
letter and forward to
the Director of CRMD,
for review and
signature.

In case revisions are
needed, the transmittal
letter shall be returned
to the Monitor/Analyst
for revision.

Review and sign the
transmittal letter

In case revisions are
needed, the transmittal
letter shall be returned
to the Monitor/Analyst
for revision.

2 minutes

10 minutes

2 minutes

5 minutes

Monitoring Specialist

Director/CRMD

Monitoring Specialist

Monitoring Specialist
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
9.8. Scan, upload, print the
signed transmittal
letter, Order, and
Confirmation of
Payment of Fines in the
Document Verification
System to generate QR
code
10. Receive an email with the 10. Send an email for the 2 minutes CMD Authorized Virtual Counter
schedule of appointment schedule on when the
for the releasing of applicant will claim the
transmittal letter, Order, transmittal letter, Order,
and Confirmation of and Confirmation of
Payment of Fines. Payment of Fines
11. Presents original proof of | 11.Releases the Copy of 5 minutes Monitoring Specialist

payment to the
CMD-CRMD Staff and
claims the Order/Decision
on the submitted Petition.

11.1.Receives the
transmittal letter,
Order, and
Confirmation of
Payment of Fines

transmittal letter, Order,
and Confirmation of
Payment of Fines

11.1.1. If unclaimed,
mails the Copy of
transmittal letter,
Order, and
Confirmation of
Payment of Fines
to the principal
office address of
the subject
corporation.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

TOTAL

Penalties

Filing Fees:
Petition to Lift
Order of
Revocation/Suspe
nsion PHP
3,060.00
(*+**+***)
*Petition to Lift
Order of
Revocation/Suspe
nsion - PHP
3,000.00
**Documentary
Stamp Taxes -
PHP 30.00
***Legal Research
Fee-

1% of the Filing
Fee for Petition to
Lift Order of
Revocation (PHP
30.00)

21 days’

" Note: The 21 days processing time is for one client being served at one time. The time is extended when there are more clients. Further, petitions and administrative cases are

governed by the SEC 2016 Rules of Procedures.
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4.Request for Payment in Installment or Reduction in Fines

This service details the procedure on request for reduction of fines of non-stock corporations and request for payment in installment of fines of
stock and non-stock corporations.

Division & Compliance Monitoring Division, Company Registration and Monitoring Department
Department/Office
Classification Highly Technical (21 days)

Type of Transaction

X Government to Citizen (G2C)
X Government to Business (G2B)
[ IGovernment to Government (G2B)

Type of Service

External Service

Who may avail

Target SEC
Clients/Stakeholders/Customers

Others, please specify:

For request for reduction of fines, general transacting public and business
entities for:

1) Non-stock corporations pursuing noble purposes, such as:

i. religious corporations;

ii. those engaged in educational, charitable, religious, literary, scientific,
cultural and civic services, and;

iii. those engaged in assisting, uplifting or promoting the welfare and
interest of the physically handicapped, orphans, farmers and
underprivileged.

For request for payment in installment of fines, general transacting public
and business entities for stock and non-stock registered corporations.

Guidelines During Pandemic

NO

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE
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1. Written Request for the reduction of fines or payment

in installments.

Compliance Monitoring Division (CMD)-Company Registration and Monitoring

Department (CRMD)

2. Copy of Monitoring Sheet with final assessment

Client records

3. Latest due Annual Financial Statements (1 photocopy)

Client records

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
request)

Send a letter 1. Assign the letter-request. None 10 minutes Assistant Director/Officer-in-Charge,
requesting for CMD-CRMD
reduction or
installment payment
of fines together with
attachments.

1.1.  Review the request if it will 60 minutes Monitor/Analyst

qualify for reduction or installment

payment of fines.

20 minutes Monitor/Analyst

1.2.  Prepare Memorandum to
the Commission En Banc.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME (per
request)

PERSON RESPONSIBLE

1.2.1. For corporations with
Petition to Lift Order of
Revocation/ Suspension and
requesting for payment in
installment, the Memorandum shall
be through the Supervising
Commissioner of the Department.

1.3. Review the Memorandum.

1.3.1. Ifthere are corrections,
return the Memorandum to the
Monitor/Analyst for revision.

1.3.2. Ifno corrections, forward
the Memorandum to the Director,
for review.

1.4. Review and sign the
Memorandum.

30 minutes

20 minutes

5 days

Assistant Director/Officer-in-Charge,
CMD-CRMD

Assistant Director/Officer-in-Charge,
CMD-CRMD

Director
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
request)
1.5. Present the request to the
Commission En Banc through the
Supervising Commissioner as the
case may be, for approval.
20 minutes Commission En Banc or Supervising

1.6.  Approves the request for
reduction or payment in
installment of fines.

1.7.  Secure a copy of the En Banc
Resolution from the Commission
Secretary.

1.8.  Prepare the draft letter
informing the applicant about the
decision of the Commission En
Banc and/or Supervising
Commissioner.

1.8.1. The Confirmation of
Payment (COP) shall be issued
upon full payment of the total
reduced amount.

1 day, 120 minutes

30 minutes

20 minutes

Commissioner

Monitor/Analyst

Monitor/Analyst

Assistant Director/Officer-in-Charge,
CMD-CRMD
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fines or payment of
the first and/or
subsequent
installments.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
request)
1.9. Review the draft letter.
10 minutes Assistant Director/Officer-in-Charge,
CMD-CRMD
1.9.1. Forward the draft letter to
the Director.
20 minutes Director-CRMD
1.10. Approve and sign the Draft
Letter.
10 minutes Monitor/Analyst
1.11. Mail the letter.
. Request for the 2. Prepare and issue the Payment None 10 minutes Monitor/Analyst
Payment Assessment | Assessment Form (PAF).
Form (PAF).
2.1. Pay the reduced 30 minutes Landbank branches/SEC Payment Portal
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
request)
Note: Assigned monitor
will check monthly
compliance of the
particular corporation on
their staggered
payments.
3. Present the validated | 3. Receive the Official Receipt from None 10 minutes Monitor/Analyst
deposit slip and/or the applicant.
Electronic Official
Receipt.
3.1. Forward the PAF and/or . .
Monitoring Sheet to the CMD 10 minutes Monitor/Analyst
Assistant
Director/Officer-in-Charge, for
review and for signature.
3.2.  Review and sign the 20 minutes Assistant Director/Officer-in-Charge,

COP/MS upon full payment of the
total amount reduced.

3.2.1. For corporations with
installment, COP is issued only
upon full payment.

SEC Resolution
No. 756, s.
2013 and

SEC Resolution
No. 757, s.

2013

CMD-CRMD
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
request)

3.2.2. For corporations with
petition to set aside the Order of
Revocation or Suspension, the COP
and the Order granting the Petition
shall be withheld until full payment
of the total reduced fines.

4. Receives the COP. 4. Releases the Confirmation of None 10 minutes Monitor/Analyst
Payment.

TOTAL 7 days®

& Note: The 7 days processing time is for one client being served at one time. The time is extended when there are more clients.
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5. Request for Regular Monitoring of Domestic Corporations (Ordinary Stock and
Non-Stock) through electronic mail

This service details the adopted online procedure during Community Quarantine on request for the regular monitoring of domestic corporation,
ordinary stock and non-stock, except: foundations, publicly-listed corporations and corporations with secondary license.

Division & Compliance Monitoring Division, Company Registration and Monitoring Department
Department/Office

Classification Highly Technical (21 days)

Type of Transaction X Government to Citizen (G2C)

X Government to Business (G2B)
[]Government to Government (G2G)

Type of Service

External Service

Who may avail

Target SEC
Clients/Stakeholders/Customers

Others, please specify:

1. General transacting public and business entities for: a.) Registered
corporations; b.) Suspended and Revoked Corporation for purposes of
filing a Petition to Set Aside Order of Suspension or Revocation; c.)
Corporations with Notice of Deficiencies and Hearing or Orders; and d.)
Corporations with applications to be filed with the Corporate and
Partnership Registration Division, Financial Audit and Analysis Division
and Corporate Filing and Records Division.

2. Government agencies and instrumentalities like Ombudsman, NB],
AMLC, DTI, DSWD, PDIC, etc.

3. Courts like MTC, MeTC, RTC and Sandiganbayan.

Guidelines During Pandemic | YES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Latestdu

e Financial Statements (1 photocopy)

Client records

2. Amended Financial Statements, if any (1 photocopy)

Client records

3. Latestdu

e General Information Sheet (1 photocopy)

Client records
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Amended General Information Sheet, if any (1 photocopy)

Client records

Certificate of Incorporation (1 photocopy)

Client records

Articles of Incorporation (Al) (1 photocopy)

Client records

Latest approved Amended Al if any (1 photocopy)

Client records

By-Laws (1 photocopy)

Client records

O R N f af »

Latest approved Amended By-Laws, if any (1 photocopy)

Client records

10.Registration of Stock and Transfer Book/Membership
Book (1 photocopy)

Client records

11.Secretary’s Certificate (No Intra-corporate Dispute) (1
original copy)

Client records

12.Secretary’s Certificate (Clarification) (1 original copy)

Client records

13.Secretary’s Certificate explaining the double filing of
General Information Sheet (1 original copy)

Client records

14. Affidavit (Anti-Dummy Law/one and the same/auditor) (1
original copy)

Client records

15.0GA Acknowledgment (functional currency) (1 original
copy)

Office of the General Accountant (OGA)

16. Compliance with Memorandum Circular No. 28 series of
2020

Client records
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
document)

Emails request for monitoring 2. Receive the email None 30 minutes CMD Authorized Virtual Counter
including attachments, at including its
crmd_monitoring@sec.gov.ph (for attachments and
request for monitoring without other pre-evaluate the
application) or required documents.
cmd_amendment_monitoring@sec.g
ov.ph (for request for monitoring
with application for amendment,
Certificate of Good Standing) and
waits for the reply.

2.1. If incomplete,
prepare Checklist
indicating
deficiencies with
the requirements
and sends directly
to the email
sender.

2.2. If complete,
assigns the
request for
monitoring with
attached
documents to a
particular
Monitor/Analyst.

20 minutes

20 minutes

3. Determines None 1 hour on average Monitor/Analyst
compliance, per corporation
deficiencies and
violations and
prepares Monitoring
Sheet (MS).




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
document)
. Forward the None 20 minutes Monitor/Analyst

Monitoring Sheet with
attached documents
to the Reviewer.

. Check and consolidate

the findings of the
Monitor/Analyst.

Guidelines on
the Imposition of
fines or
penalties for
non-compliance
with reportorial
requirements;
Memorandum
Circular No. 8,
series of 2009
(MC8-2009);
Amended rules
governing the
distribution of
excess profits of
corporation;
Memorandum
Circular No. 8,
Series of 1998
(MC8-1998);
and Office Order
No. 298, Series
of 2010.

1 hour on average
per corporation

Monitoring Specialist
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
document)
2. Receives an update on the requested . Send the Monitoring None 20 minutes Monitoring Specialist
service. Sheet within 5
working days.
2.1.1. Ifthe applicant receives a
yezr;ft;ringl\?geg; without 6.1.1.WIIfTH OUT 20 minutes Monitor/Analyst
TRANSACTION. PENALTY,
proceed to
2.1.2. Ifthe applicant receives a Step 8.1
Monitoring Sheet with . o -
penalty and agreeable to the 6.1.2. If WITH 30 minutes Monitoring Specialist
findings presented, and the PENALTY,
Payment Assessment Form prepare and
(PAF), proceed to Step 3. issue the
Payment
2.1.3. If the applicant receives a Assessment
tentative assessment, the Form (PAF).

applicant shall comply with
the findings indicated in the
Monitoring Sheet.

2.1.4. Applicant submits the
required documents as
advised in the Monitoring
Sheet.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME (per
document)

PERSON RESPONSIBLE

6.1.3. Ifthe
assessment is
TENTATIVE
and cannot
proceed until
applicant
complies with
the findings,
the
Monitor/Anal
yst shall
inform CMD
virtual
counter the
tentative
findings and
issue the
Monitoring
Sheet.

20 minutes

Monitoring Specialist
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME (per
document)

PERSON RESPONSIBLE

NOTE: If applicable,
clarifications and further
compliance may be
required by the
Monitor/Analyst prior to
the release of the MS
(With the approval of the
CMD'’s Assistant Director
or CRMD Director, a
clarificatory conference
with the parties may be
called).

6.2. Receive and
forward the
required
documents to the
Monitor/Analyst

Note: All final Monitoring
Sheet and PAF shall be in
PDF Format and shall be
kept in authorized CMD
designated drop boxes in
all steps, BCC: CMD
database for recording
purposes.

20 minutes

Monitoring Analyst/Specialist
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COP/MS.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
document)

*Upon submission of

required documents,

Monitor/Analyst shall

determine compliance,

deficiencies and

violations as indicated in

Step 2 to Step 5.

. Present PAF to the nearest LBP 30 minutes Landbank branches/SEC Payment Portal
Branch or pay through the SEC
Online Payment Portal
Uploads and presents the 7. Receive the 20 minutes Monitoring Specialist
Monitoring Sheet and validated Monitoring Sheet and
deposit slip/Electronic Official Official
Receipt at Receipt/E-Receipt
crmd_monitoring@sec.gov.ph (for from the applicant.
purely requests for monitoring
without any application before
CRMD) or 4.1. Forward proof of 20 minutes Monitoring Specialist
cmd_amendment_monitoring@sec.g payrrllenF and
ov.ph (for requests for monitoring Mon1to_r1ng Sheet,
with applications before CRMD) fgr review and for
signature.
8. Review and sign the None 25 minutes Assistant Director/Officer-in-Charge, CMD
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME (per
document)

PERSON RESPONSIBLE

NOTE: If upon review,
there are determined
deficiencies/corrections,
itwill be returned to
the applicant until the
same has been complied
with.

8.1. Upload the signed
COP/MS in the
Document
Verification
System to
generate QR code

5 minutes

Monitoring Specialist

9. Receive the Confirmation of Payment
(COP)/Monitoring Sheet (MS) in PDF
Format. - END OF TRANSACTION

9. Release the
Confirmation of
Payment/Monitoring
Sheet.

20 minutes

Monitoring Specialist
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
document)
TOTAL Guidelines on 7 days’®

the Imposition
of fines or
penalties for
non-complianc
e with
reportorial
requirements;
Memorandum
Circular No. 8,
series of 2009
(MC8-2009);
Amended rules
governing the
distribution of
excess profits
of corporation;
Memorandum
Circular No. 8,
Series of 1998
(MC8-1998);
and Office
Order No. 298,
Series of 2010.

° Note: The 7 days processing time is for one client being served at one time. The time is extended when there are more clients.
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6.Request for Regular Monitoring of Foreign Corporations (Branch Offices,
Representative Offices, Regional Area Headquarters, and Regional Operating
Headquarters) through electronic mail

This service details the adopted online procedure during Community Quarantine on request for the regular monitoring of Foreign Corporations
(Branch Offices, Representative Offices, Regional Area Headquarters and Regional Operating Headquarters) except foundations.

Division & Compliance Monitoring Division, Company Registration and Monitoring Department
Department/Office
Classification Highly Technical (21 days)
Type of Transaction X Government to Citizen (G2C)
X Government to Business (G2B)
[ IGovernment to Government (G2B)
Type of Service External Service
Who may avail Target SEC Others, please specify:
Clients/Stakeholders/Customers 1. General transacting public and business entities for: a.) Registered
corporations; b.) Suspended and Revoked Corporation for purposes of filing a
Petition to Set Aside Order of Suspension or Revocation; c.) Corporations with
Notice of Deficiencies and Hearing or Orders; and d.) Corporations with
applications to be filed with the Corporate and Partnership Registration Division,
Financial Audit and Analysis Division and Corporate Filing and Records Division.
2. Government agencies and instrumentalities like Ombudsman, NBI, AMLC, DTI,
DSWD, PDIC, etc.
3. Courts like MTC, MeTC, RTC and Sandiganbayan.
Guidelines During YES
Pandemic

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Latest due Financial Statements (1 photocopy)

Client records
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. Amended Financial Statements, if any (1 photocopy)

Client records

. Latest due General Information Sheet (1 photocopy)

Client records

. Amended General Information Sheet, if any (1
photocopy)

Client records

. Copy of SEC License and Application (1 photocopy)

Client records

. Latest approved Amended SEC License and
Application, if any (1 photocopy)

Client records

. Affidavit (Anti-Dummy Law/one and the
same/auditor) (1 original copy)

Client records

. OGA Acknowledgment (functional currency) (1
original copy)

Office of the General Accountant (OGA)

Compliance with Memorandum Circular No. 28 series
of 2020

Client records

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
document)
Emails request for monitoring . Receive the email None 30 minutes Administrative Assistant
including attachments, at including its
cmd_foreign_monitoring@sec.go attachments and
v.ph and waits for the reply. pre-evaluate the
required documents.
20 minutes
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME (per
document)

PERSON RESPONSIBLE

1.1. Ifincomplete,
prepare a Checklist
indicating
deficiencies with the
requirements and
send directly to the
email sender.

1.2. If complete, assigns
the request for
monitoring with
attached documents
to a particular
Monitor/Analyst.

20 minutes

2. Determines compliance,
deficiencies and
violations and prepares
Monitoring Sheet (MS).
(Including compliance
with Securities Deposit of
branch offices and Inward
Remittance in case of
Regional Operating
Headquarters (ROHQ)
and Regional
headquarters (RHQ),
respectively.)

None

1 hour on average
per corporation

Monitor/Analyst
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
document)
3. Forward the Monitoring None 20 minutes Monitor/Analyst

Sheet with attached
documents to the
Reviewer.
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
document)

4. Check and consolidate the
findings of the
Monitor/Analyst.

Guidelines on
the Imposition
of fines or
penalties for
non-compliance
with reportorial
requirements;
Memorandum
Circular No. 8,
series of 2009
(MC8-2009);
Memorandum
Circular No. 15,
series of 2006,
Memorandum
Circular No. 17,
series of 2019,
Amended rules
governing the
distribution of
excess profits of
corporation;
Memorandum
Circular No. 8,
Series of 1998
(M(C8-1998);
and Office
Order No. 298,

Series of 2010.

60 minutes on
average per
corporation

Monitoring Specialist
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5.1.3. Ifan applicant
receives a tentative
assessment, applicant
shall comply with the
findings indicated in the
Monitoring Sheet.

5.2. Applicant submits the

required documents as
advised in the Monitoring
Sheet.

TENTATIVE and
cannot proceed until
applicant complies
with the findings,
the Monitor/Analyst
shall inform CMD
virtual counter the
tentative findings
and issue the
Monitoring Sheet.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
document)
5. Receives an update on the 5. Send the Monitoring None 20 minutes Monitoring Specialist
requested service. Sheet within 5 working
days.
5.1.1. If applicant receives a

Monitoring Sheet 5.1.1. If WITHOUT 20 minutes Monitor/Analyst

without penalty - END PENALTY,

OF TRANSACTION. proceed to Step

8.1
5.1.2. Ifthe applicant

receives a Monitoring 5.1.2. If WITH 30 minutes Monitoring Specialist

Sheet with penalty and PENALTY,

is agreeable to the prepare and

findings presented, and issue the

the digitally signed Payment

Payment Assessment Assessment

Form (PAF), proceed to Form (PAF).

Step 3.

5.2. If the assessment is 20 minutes Monitoring Specialist
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME (per
document)

PERSON RESPONSIBLE

NOTE: If applicable,
clarifications and further
compliance may be required
by the Monitor/Analyst
prior to the release of the
MS (With the approval of
the CMD’s Assistant
Director or CRMD Director,
a clarificatory conference
with the parties may be
called).

5.3. Receive and forward
the required
documents to the
Monitor/Analyst

Note:

All final Monitoring Sheet
and PAF shall be in PDF
Format and shall be kept in
authorized CMD designated
drop boxes in all steps, BCC:
CMD database for recording
purposes.

20 minutes

Monitoring Analyst/Specialist
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
document)
5.4. *Upon submission
of required
documents,
Monitor/Analyst
shall determine
compliance,
deficiencies and
violations as
indicated in Step 2
to Step 5.
6. Present PAF to the nearest LBP 30 minutes Selected Landbank branches/SEC Payment
Branch or pay through the SEC Portal
Online Payment Portal
7. Uploads and presents the . Receive the Monitoring 20 minutes Monitoring Specialist
Monitoring Sheet and validated Sheet and validated
deposit slip and/or Electronic deposit slip and/or
Official Receipt at Electronic Official
cmd_foreign_monitoring@sec.go Receipt from the
v.ph applicant.
20 minutes Monitoring Specialist

7.1. Forward validated
PAF and/or
Monitoring Sheet,
for review and for
signature.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME (per
document)

PERSON RESPONSIBLE

8. Review and sign the
COP/MS.

NOTE: If upon review, there
are determined
deficiencies/corrections, it
will be returned to the
applicant until the same has
been complied with.

8.1. Upload the signed
COP/MS in the Document
Verification System to
generate QR code

None

15 minutes

5 minutes

Assistant Director/Officer-in-Charge, CMD

Monitoring Specialist

Receive the Confirmation of
Payment (COP)/Monitoring

Sheet (MS) in PDF Format. - END

OF TRANSACTION

9. Release the
Confirmation of
Payment/Monitoring
Sheet.

20 minutes

Monitoring Specialist
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TOTAL

Guidelines on
the Imposition
of fines or
penalties for
non-complianc
e with
reportorial
requirements;
Memorandum
Circular No. 8,
series of 2009
(MC8-2009);
Memorandum
Circular No.
15, series of
2006,
Memorandum
Circular No.
17, series of
2019,
Amended
rules
governing the
distribution of
excess profits

7 days™®

19 Note: The 7 days processing time is for one client being served at one time. The time is extended when there are more clients.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME (per
document)

PERSON RESPONSIBLE

of

corporation;
Memorandum
Circular No. 8,
Series of 1998

(MC8-1998);

and Office

Order No. 298,
Series of 2010.
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7.Compliance with SEC Memorandum Circular No. 14, Series of 2013 (Guidelines
covering the Use of Properties that require Ownership Registration as Paid-up
Capital)

This service details the procedure on compliance with SEC Memorandum Circular No. 14, Series of 2013 or Guidelines covering the Use of
Properties that require Ownership Registration as Paid-up Capital.

Division & Compliance Monitoring Division, Company Registration and Monitoring Department
Department/Office
Classification Simple (3 days)
Type of Transaction X Government to Citizen (G2C)
X Government to Business (G2B)
[ IGovernment to Government (G2B)
Type of Service External Service
Who may avail Target SEC Others, please specify:
Clients/Stakeholders/Customers
General transacting public and business entities for registered stock and
non-stock corporations.
Guidelines During Pandemic | NO

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Proof of transfer of certificate/s of ownership in the Client records

name of the corporation (1 copy)

2. Transmittal letter (1 copy) Client records
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confirming that proof/s of transfer
of ownership of the property in the
name of the transferee
corporation/s is/are compliant
with SEC rules and regulations

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
request)
1. Present at the 1. Examine certificate/s of new None 5 minutes per Specialist/Counsel
Compliance title/s in the name of the transferee certificate or title
Monitoring corporation, verifying against the
Division (CMD) original documents.
proof/s of transfer
of certificate/s of | 1.1 Endorse to the SEC Receiving None 2 minutes Specialist/Counsel
ownership in the Section if the new titles are valid
name of transferee | and in accordance with law.
corporation.
Present new 2. Receives transmittal letter and None 5 minutes Receiving Staff
certificates or the new titles and certificates of
titles to the SEC ownership and forwards to the
Receiving Section | CRMD Director.
with a transmittal
letter.
3. Forwards certificates or new None 5 minutes Director, CRMD
titles and certificates of ownership
to CMD for evaluation and
confirmation.
4. Assigns the certificates or new None 5 minutes Assistant Director/Officer-in-Charge,
titles to Securities CMD-CRMD
Counsel/Securities Specialist.
5. Prepares draft letter/s None 60 minutes Specialist/Counsel
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
request)
6. Review draft of Confirmation None 30 minutes Assistant Director/Officer-in-Charge,
Letter and and sufficient, forwards CMD-CRMD
to the CRMD Director.
7. Approves and signs confirmation None 10 minutes Director, CRMD
letter.
3. Receives the 8. Releases the Confirmation Letter. None 5 minutes Support Staff
Confirmation
Letter.

8. Compliance with SEC Memorandum Circular No. 28 series of 2020 (Requirement for Corporations,
Partnerships, Associations, and Individuals to Create and/or Designate E-mail Account Address and Cellphone
Number for Transactions with the Commission)

This service details the procedure on compliance with SEC Memorandum Circular No. 28, Series of 2020 requiring the corporations,

partnerships, associations, and individuals to create and/or designate an email account address and cellphone number for transactions with the
Commission.

Division & Compliance Monitoring Division, Company Registration and Monitoring Department
Department/Office
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Classification Simple (3 days)

Type of Transaction X Government to Citizen (G2C)
X Government to Business (G2B)
[ Government to Government (G2G)

Type of Service External Service

Who may avail Target SEC
Clients/Stakeholders/Customers

Others, please specify:

1. General transacting public and business entities for: a.) Registered
corporations; b.) Suspended and Revoked Corporation for purposes of filing
a Petition to Set Aside Order of Suspension or Revocation; c.) Corporations
with Notice of Deficiencies and Hearing or Orders; and d.) Corporations
with applications to be filed with the Corporate and Partnership
Registration Division, Financial Audit and Analysis Division and Corporate
Filing and Records Division.

Guidelines During Pandemic | YES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

3. All Annexes (Annex D or Annex E) may be found in SEC Website
the MC 28 series of 2020 uploaded in the SEC website
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
request)
1. Submit E-mail 1. Receive the application None 1 working day Data Analyst

account address and
cellular phone number
for the compliance in
Memorandum Circular
No. 28 Series of 2020
through
https://apps010.sec.gov.

ph/

1.1. Click NEW
SUBMISSION in MC28
Portal, download and fill
out the information in the
prescribed format
provided in MC28, S2020
(ANNEX D for
corporations; or Annex E
for partnerships)

1.2. Encode the
company details reflected
in ANNEX D for
corporations; or Annex E
for partnerships.

through MC28 Portal including its
attachments and pre-evaluate the
required documents

1.1. Browse over he SEC systems
online, review and compare the
information in the uploaded
ANNEX D/E and encoded data in
the portal.

1.2. Check the authorized Person
in Control and the signatories of its
attachments.
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
request)
1.3. Upload ANNEX D
for corporations; or
Annex E for partnerships
and other attachments if
any, then submit the
application.
2. 2. Determines compliance and None 2 working days Data Analyst

deficiency of the application.

2.1 If the information in ANNEX
D/E is consistent with the encoded
information in the portal and with
complete documents, it will be
tagged as approved.

2.2 Ifthe application is for
compliance, it will be tagged as
rejected (the findings are stated as
well as the possible
solutions/remedies for
compliance).

3. Receive an email
notification in their
official email address
encoded in MC28 Portal,
regarding status and
remarks.

3.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME (per
request)

PERSON RESPONSIBLE

3.1 If the application is
for compliance/rejected,
client must re-apply their
application in MC28
Portal New Submission
with the compliance from
the said remarks.

TOTAL

3 days™!

" Note: The 3 days processing time is for one client being served at one time. The time is extended subject to the volume of the received applications.
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9. Amendment of SEC Memorandum Circular No. 28, Series of 2020
This service details the submission of Annex G for amendment/notice to change the email address, and/or mobile number.

Division & Compliance Monitoring Division, Company Registration and Monitoring Department
Department/Office
Classification Simple (3 days)
Type of Transaction X Government to Citizen (G2C)
X Government to Business (G2B)
[ JGovernment to Government (G2G)
Type of Service External Service
Who may avail Target SEC Others, please specify:

Clients/Stakeholders/Customers

1. General transacting public and business entities for: a.) Registered
corporations; b.) Suspended and Revoked Corporation for purposes of filing
a Petition to Set Aside Order of Suspension or Revocation; c.) Corporations
with Notice of Deficiencies and Hearing or Orders; and d.) Corporations
with applications to be filed with the Corporate and Partnership
Registration Division, Financial Audit and Analysis Division and Corporate
Filing and Records Division.

Guidelines During Pandemic | YES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

4. Annex G may be found in the MC 28 series of 2020 SEC Website

uploaded in the SEC website
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME (per
request)
1. Use and submit 1. Receive the amendment None 1 working day Data Analyst

notice to change email
address and/or mobile
number (ANNEX G)
application in
Memorandum Circular
No. 28, Series of 2020
through
https://apps010.sec.gov.

ph/

1.1 Goto
AMENDMENT in MC28
Portal, search either the
company name or the
SEC registration number.
Company name will
appear and be available
for amendment if the
application of ANNEX D
for corporations; or
Annex E for partnerships
was approved.

1.2 Download and fill
out the information in the
prescribed format
provided in MC28, S2020
(ANNEX G).

application through MC28 Portal
including its attachments and
pre-evaluate the required
documents

1.1 Browse over the SEC
systems online, review and
compare the information in the
uploaded ANNEX G and encoded
data in the portal.

1.2 Check the signatories of the
required attachments i.e. ANNEX G
and Sworn Certificate of No Intra
Corporate Dispute.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME (per
request)

PERSON RESPONSIBLE

1.3 Encode the new
company details reflected
in ANNEX G.

1.4  Upload ANNEX G
with Sworn Certificate of
No Intra Corporate
Dispute, then submit the
application.

2. Determines compliance and
deficiency of the application.

2.1 If the information in ANNEX
D/E is consistent with the encoded
information in the portal and with
complete documents, it will be
tagged as approved.

2.2 Ifthe application is for
compliance, it will be tagged as
rejected (the findings are stated as
well as the possible
solutions/remedies for
compliance).

None

2 working days

Data Analyst
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME (per
request)

PERSON RESPONSIBLE

3. Receive an email
notification in their
official email address
encoded in MC28 Portal,
regarding status and
remarks.

3.1 If the application is
for compliance/rejected,
client must re-apply their
application in MC28
Portal Amendment with
the compliance from the
said remarks.

TOTAL

3 days™?

12 Note: The 3 days processing time is for one client being served at one time. The time is extended subject to the volume of the received applications.
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1. Filing of Verified Petition

This service details the procedures in the filing of the Verified Petition.

Division

Corporate Adjudication Division (CAD)

Classification

Highly Technical within the context of Section 5 of the Securities Regulation Code, 2015 Implementing Rules and
Regulations of the Securities Regulation Code, Section 179 of the Revised Corporation Code, and SEC 2016 Rules of
Procedure.

Historically, Section 3 of Republic Act (RA) No. 9485 (“Anti-Red Tape Act of 2007”) states that those performing judicial,
quasi-judicial and legislative functions are excluded from its coverage. When RA No. 9485 was amended by RA No.
11032 (“Ease of Doing Business and Efficient Government Service Delivery Act of 2018”), quasi-judicial function is still
deemed excluded because Section 3 of the latter Act provides that it shall apply to all government offices that provide
services covering business and nonbusiness related transactions as defined in said Act.

“Government Service” is defined in Section 4 of RA No. 11032 as the process or transaction between applicants or
requesting parties and government offices or agencies involving applications for any privilege, right, reward, license,
clearance, permit or authorization, concession, or for any modification, renewal or extension of the enumerated
applications or requests which are acted upon in the ordinary course of business of the agency or office concerned.

Relatively, pertinent provisions under Title XVI of the Revised Corporation Code are quoted as follows:

“Sec. 154. Investigations and Prosecution of Offenses. - The Commission may investigate an alleged violation of this
Code, or of a rule, regulation, or order of the Commission.

XXX XXX XXX

Sec. 158. Administrative Sanctions. - If, after due notice and hearing, the Commission finds that any provision of this
Code, rules or regulations, or any of the Commission’s orders has been violated, the Commission may impose any or all
of the following sanctions, taking into consideration the extent of participation, nature, effects, frequency and
seriousness of the violation:




XXX XXX XXX.

Under Sec. 5(1) of the Securities Regulation Code, the Commission has also the power to issue subpoena duces tecum
and summon witnesses to appear in any proceedings of the Commission and in appropriate cases, order the
examination, search and seizure of all documents, papers, files and records, tax returns, and books of accounts of any
entity or person under investigation as may be necessary for the proper disposition of the cases before it, subject to the
provisions of existing laws.

Based on the foregoing provisions, the SEC has inherent quasi-judicial power which authorizes it to hear and decide
cases in the performance of its duty and enforce its decisions in accordance with law.

It must be noted that administrative adjudication, or the authority to hear and decide cases pursuant to the laws
implemented by an administrative agency, DOES NOT involve approval of applications for any privilege, right, reward,
license, clearance, permit or authorization, concession, or for any modification, renewal or extension of the enumerated
applications or requests. As such, administrative adjudication DOES NOT fall within the ambit of Section 3 of RA No.
11032 because it is not the “Government Service” contemplated in Section 4 thereof and is therefore, not subject to the
prescribed processing times for Government Services under Section 9 of the same Act. We note that Section 9 of RA No.
11032 is entitled “Accessing Government Services”, which clearly applies to “Government Service” as defined in Section
4 thereof (i.e. applications for any privilege, right, reward, license, clearance, etc.).

Type of Transaction

[1Government to Citizen (G2C)
X Government to Business (G2B)
[ IGovernment to Government (G2G)

Type of Service

External Service

Who may avail

Target SEC Clients/Stakeholders Others, please specify: All registered domestic corporations through their
Authorized Representatives

Guidelines During
Pandemic

NO




1.1. Petition for Correction of Entries of Company Registration Documents

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Basic Requirements (STOCK OR NON-STOCK CORPORATIONS)

1. Verified Petition for Correction
a. A Verified Petition for Correction must pertain to a single corporation only. The
consolidation in one (1) petition involving two (2) or more corporations is not allowed;
b. The Verified Petition must be signed and verified by the corporation’s duly authorized
representative designated in the Secretary’s Certificate;
c. The Verified Petition must state:

.

ii.
iil.

iv.
V.
Vi.
vii.

The date, name of the corporation, SEC registration number, and name of the duly
authorized representative;

The date, time, and place of the meeting;

That the proposed correction/s was/were approved by the majority of the
members of the Board of Directors/Trustees in the presence of a valid quorum;
Errors specified (Cite articles/provisions affected);

Corrections specified;

That the typographical error/s was/were made due to inadvertence; and

The petitioner has no intention to violate any laws and SEC Rules and Regulations;

d. Verification/Certification Against Forum Shopping (2 original copies) signed by the
corporation’s duly authorized representative designated in the Secretary Certificate (Sec.
3-4, Rule 3, Part 111 2016 SEC Rules of Procedure);

e. Notarized Secretary's Certificate (2 original copies) stating therein the following:

1.

ii.
iil.

Name of the Corporation, SEC Registration number, and name of the duly
authorized representative;

Meeting held at principal office;

Date and time of the Meeting;

To be provided by the petitioner.




iv.  Approved by at least majority of Directors/Trustees in the presence of a valid
quorum;
v.  Errors specified (Cite articles/provisions affected)
vi.  Corrections specified; and
vii.  Name of the Authorized Representative designated to file the Petition;
f. Updated Compliance Monitoring Division (CMD) Clearance (2 photocopies)
g. Documentary Requirements:
i.  Verified Petition, affidavit/s, document/s, and other evidence supporting the
Petition (2 original copies);
ii. Copy of the Approved Articles of Incorporation and/or By-Laws to be corrected;
and
iii. ~ Copy of the Corrected Articles of Incorporation and/or By-laws and/or Corrected
Amended Articles of Incorporation and/or Amended By-laws.

*For a One Person Corporation (OPC), in lieu of the submission of the notarized Secretary’s
Certificate, a SOLE DIRECTOR CERTIFICATE shall be required to be submitted.

Request for updated monitoring clearance must
be sent to

cmd amendment monitoring@sec.gov.ph

Certified True Copy (CTC) of the Approved
Articles of Incorporation and/or By-Laws may
be requested through www.secexpress.ph



mailto:cmd_amendment_monitoring@sec.gov.ph

1.2. Petition for Revival of Corporate Existence

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Verified Petition for Revival of Corporate Existence

a. A Verified Petition for Revival must pertain to a single corporation only. The consolidation
in one (1) petition involving two (2) or more corporations is not allowed;

b. The Verified Petition must be signed and verified by the corporation’s duly authorized
representative designated in the Director’s Certificate;

c. The verified Petition must state:

i.

ii.
iil.

iv.

The date, name of the corporation, SEC registration number, and name of the duly
authorized representative;

That the meeting was held in the principal office address of the corporation;

That the revival of the Petitioner’s corporate term was approved by a vote of at least
majority of the members of the Board of Directors/Trustees, and ratified by the
stockholders owning or controlling at least the majority of the outstanding capital
stock, or by at least majority of the members in the case of a nonstock corporation, in
the presence of a valid quorum;

If there has been a change in the composition of the stockholders or members since the
expiration of Petitioner’s corporate term, a reconciliation of the changes in the
composition of the stockholders or members from the date of expiration of its
corporate term up to the date of stockholders’ or members’ approval of the resolution
to file the Petition for Revival of Corporate Existence, or the date of approval by the
board of directors or trustees in the case of a nonstock corporation, of the filing of said
Petition, whichever is later, which shall provide for, and refer to, the supporting
evidence (e.g. Deed of Sale, Deed of Assignment, Death Certificate of a
stockholder/member, and Extrajudicial Settlement of the Estate of a
stockholder/member) of the changes in the composition of the stockholders or
members;

To be provided by the petitioner.




Vi.

Vil.

viil.

ix.

That the undersigned are the duly elected directors or trustees, and officers of
Petitioner;

That, as of the date of filing of the Petition for Revival, no action or proceeding has
been filed or is pending before any court or tribunal involving an intra-corporate
dispute or claim by any person or group against the directors, officers, or
stockholders of the Corporation;

That the revival of Petitioner’s corporate term shall not cause damage, loss, or
injury to any third person or any government agency;

If Petitioner’s corporate name has already been validly reused, and is currently
being used, by another existing corporation duly registered with the Commission,
that Petitioner shall change its corporate name within thirty (30) days from the
issuance of its Certificate of Revival of Corporate Existence (Petitioner must also
state in its Petition its proposed new corporate name, which must be duly reserved
with the Commission); and

If Petitioner is an expired corporation which already availed of re-registration, in
accordance with Memorandum Circular No. 13, Series of 2019 (Amended
Guidelines and Procedures on the Use of Corporate and Partnership Names), or
other memorandum circulars issued by the Commission pertaining to
re-registration, that:

1. The re-registered corporation has given its consent to the Petitioner to use
its corporate name, and has undertaken to undergo voluntary dissolution
immediately after the issuance of the Petitioner’s Certificate of Revival; or

2. The re-registered corporation has given its consent to the Petitioner to use
its corporate name, and has undertaken to change its corporate name
immediately after the issuance of the Petitioner’s Certificate of Revival;

Petitioner has not undergone a liquidation proceeding prior the filing of the
Petition.




2. Verification/Certification Against Forum Shopping signed by the corporation’s duly
authorized representative designated in the Secretary Certificate (Sec. 3-4, Rule 3, Part III 2016
SEC Rules of Procedure);

3. Notarized Secretary's Certificate and Director’s Certificate (2 original copies) stating therein
the following:

a.

o

Name of the Corporation, SEC Registration number, and name of the duly authorized
representative;

Meeting held at principal office;

Date and time of the Meeting;

Revival of corporate existence is approved by at least majority of Directors/Trustees, and
ratified by the stockholders representing at least majority of the outstanding capital stock
or at least majority of the members, in the case of a nonstock corporation, in the presence
of a valid quorum;

Date of incorporation, date of expiration of corporate term, and date of board resolution
approving the revival of the corporate term, and the filing of the Petition for Revival of
Corporate Existence with the SEC.

4. Updated Compliance Monitoring Division (CMD) Clearance (2 photocopies);
5. Documentary Requirements:

a.
b.

Photocopy of Petitioner’s Certificate of Incorporation and Articles of Incorporation;
Photocopy of Petitioner’s Certificate/s of Filing of Amended Articles of Incorporation, with
the respective Amended Articles of Incorporation, if Petitioner’s Articles of Incorporation
were amended:

Revived Articles of Incorporation, consisting of Petitioner’s latest Amended Articles of
Incorporation and the proposed changes in the corporate term to be effected by the
revival, which shall be underlined;

To be provided by the petitioner.

To be provided by the petitioner.

Request for updated monitoring clearance must
be sent to

cmd amendment monitoring@sec.gov.ph

Certified True Copy (CTC) of the Approved
Articles of Incorporation and/or By-Laws may
be requested through www.secexpress.ph



mailto:cmd_amendment_monitoring@sec.gov.ph

—-

Petitioner’s duly accomplished General Information Sheet (GIS) as of the date of expiration
of its corporate term, or an equivalent document, such as, but not limited to, Secretary’s
Certificate indicating the list of stockholders and officers with the corresponding
stockholdings;

Notarized list of stockholders or members as of the date of approval of the revival, stating
their names, their nationalities, and number of shares subscribed, amount subscribed and
paid, or the respective members’ contributions for nonstock corporations, certified by the
Corporate Secretary;

If there has been a change in the composition of the stockholders or members since the
expiration of Petitioner’s corporate term, the GIS of the Petitioner as of the date of
stockholders’ or members’ approval of the resolution to file the Petition for Revival of its
corporate existence, or the date of the board of directors’ or trustees’ approval of the filing
of the said Petition, whichever is later;

Photocopy of the supporting evidence (e.g. Deed of Sale with the Certificate Authorizing
Registration, Deed of Assignment, Death Certificate of a stockholder/member, and
Extrajudicial Settlement of the Estate of a stockholder/member) referred to in the
Reconciliation of the changes in the composition of the stockholders or members;
Photocopy of Petitioner’s Audited Financial Statements as of the date of expiration of its
corporate term, and for the year immediately preceding, as audited by an independent
Certified Public Account;

Photocopy of Petitioner’s Audited Financial Statements as of the date not exceeding one
hundred twenty (120) days prior to the date of filing of the Petition for Revival, and for the
year immediately preceding, as audited by an independent Certified Public Account;
Photocopy of the Official Receipt/s for the payment of the Petition and Filing fees;

A favorable recommendation of the appropriate government agency in the case of banks,
banking and quasi-banking institutions, preneed, insurance and trust companies, NSSLAs,
pawnshops, corporations engaged in money service business, and other financial
intermediaries;




. If Petitioner’s corporate name has already been validly reused, and is currently being used,
by another existing corporation duly registered with the Commission, Proof of Reservation
of Petitioner’s Proposed New Corporate Name; and

m. If Petitioner is an expired corporation which already availed of re-registration, in
accordance with Memorandum Circular No. 13, Series of 2019 (Amended Guidelines and
Procedures on the Use of Corporate and Partnership Names), or other memorandum
circulars issued by the Commission pertaining to re-registration, Certification, under oath,
issued by the Corporate Secretary of the re-registered corporation stating that:

i.  The re-registered corporation has given its consent to the Petitioner to use its
corporate name, and has undertaken to undergo voluntary dissolution immediately
after the issuance of the Petitioner’s Certificate of Revival; or

ii. The re-registered corporation has given its consent to the Petitioner to use its
corporate name, and has undertaken to change its corporate name immediately
after the issuance of the Petitioner’s Certificate of Revival.

n. Directors’/Trustees’ Certificate attesting that Petitioner has not undergone a liquidation
proceeding prior to the filing of the Petition for Revival of Corporate Existence.

*Pertinent provisions for the Revival of Expired Corporation are provided under SEC
Memorandum Circular No. 23, Series of 2019:
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1.3. Request for Voluntary Dissolution, Where No Creditors are Affected under

Section 134 of the Revised Corporation Code

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Verified Request for Voluntary Dissolution
a. A Verified Request for Voluntary Dissolution must pertain to a single corporation only. The
consolidation in one (1) petition involving two (2) or more corporations is not allowed;
b. The Verified Petition must be signed and verified by the corporation’s duly authorized
representative designated in the Secretary’s Certificate (2 original copies);
c. The Verified Petition must state:
i.  The corporate name, SEC registration number, principal office of the corporation
and email address of the corporation as required pursuant to SEC Memorandum
Circular No. 28, Series of 2020;
ii. The complete name, position in the corporate structure of the corporation, and
mailing address of the authorized representative of the corporation;
ili. = The reason for dissolution;
iv. Form, Manner, and Time the notice was given:

1. Atleast twenty (20) days prior to meeting;

2. To each shareholder or member of record by any means authorized under
its by-laws, regardless of whether they are entitled to vote at the meeting,
pursuant to Section 50 of the Revised Corporation Code;

3. Stating the time, place, and object of the meeting;

4. Published once prior to date of meeting in a newspaper were the principal
office is located, or if no newspaper is published in such place, in a
newspaper of general circulation in the Philippines; and

5. Purpose is to vote on the dissolution, accompanied by the following:

To be provided by the petitioner.

11



Vi.

vii.
viii.
ix.

a. Agenda of the meeting;
b. Proxy form; and
c. Requirements and procedures to be followed for attendance,
participation, and voting by remote communication or in absentia, if
applicable;
Names of the stockholders and directors, or members and trustees, who approved
the dissolution, provided:

1. That majority of the directors or trustees, and the stockholders owning or
controlling at least a majority of the outstanding capital stock including
the holders of non-voting shares or majority of the members voted for
the dissolution;

The above-mentioned stockholders and directors, or members and trustees are the
duly elected directors or trustees, and the stockholders or members of record as
of the date of the meeting;

No pending intra-corporate dispute;

The date, place, and time of the meeting in which the vote was made; and

Details of publication, such as:

1. Name of the newspaper;

2. Complete name of the publisher;

3. Principal office of the publisher;

4. Area of circulation of the newspaper;

5. Date when the notice was published; and

6. Contents of the notice as published

2. Verification and Certification Against Forum Shopping signed by the Petitioner’s duly
Authorized Representative;

3. Documentary Requirements:

To be provided by the petitioner.

To be provided by the petitioner.
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= qa

Notarized copy of the Board Resolution or Directors’/Trustees’ Certificate authorizing the
dissolution and designating an authorized representative to file the verified request for
dissolution, signed by majority of the board and countersigned by the corporate secretary;
Publisher’s affidavit of publication of the notice of meeting;
Latest due General Information Sheet;
Audited Financial Statements (AFS) of the last fiscal year, except:
i.  Where the applicant has ceased operations of at least one (1) year, submit:
1. AFS as of the last year of operation; and
2. Affidavit of Non-Operation certified under oath by the President and
treasurer;
ii. ~ Where the applicant has no operation since incorporation, submit:
1. Balance Sheet certified under oath by the Treasurer and President;
2. Affidavit of Non-Operation certified under oath by the President and
treasurer;
3. Certificate of Non-Registration issued by the BIR;

iii. =~ Where the applicant corporation is (stock/nonstock) is with total assets or
liabilities of less than Six Hundred Thousand Pesos (Php600,000.00), it shall
submit its Balance Sheet as of the last preceding fiscal year certified under oath by
the President and Treasurer;

Affidavit executed under oath by President and Treasurer that:

i.  The dissolution is not prejudicial to the interest of the creditors; and

ii.  There is no opposition from any creditors from the time of publication of notice of

dissolution up to the filing of the dissolution;

BIR Tax Clearance;
Notarized Secretary’s Certificate of no-pending case involving intra-corporate dispute; and
Clearance/favorable recommendation from other departments or from appropriate
regulatory agency, when necessary;

13



*For a One Person Corporation (OPC), in lieu of the submission of the notarized copy of the Board
Resolution or Directors’/Trustees’ Certificate, a SOLE DIRECTOR CERTIFICATE shall be required
to be published and submitted.

**Pertinent provisions for the Voluntary Dissolution, Where No Creditors are Affected are
provided under SEC Memorandum Circular No. 5, Series of 2022:
(https://www.sec.gov.ph/mc-2022 /mc-no-5-s-0f-2022/)
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1.4. Petition for Cancellation or Substitution of Payment in relation to the Use of

Properties that Require Ownership Registration as Paid Up Capital

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Verified Petition for Cancellation or Substitution of Payment in relation to the Use of Properties
that require Ownership Registration as Paid-Up Capital

Notarized Board Resolution approving the cancellation or substitution of payment.

Additional Requirements:

Affidavits, documents and other evidence supporting the Petition (2 original copies, 1 photocpy)

w N

*Essential contents of the verified petition shall be in accordance with the 2016 SEC Rules of Procedure.

**For a One Person Corporation (OPC), in lieu of the submission of the notarized copy of the Board
Resolution or Directors’/Trustees’ Certificate, a SOLE DIRECTOR CERTIFICATE shall be required to be
published and submitted.

***Pertinent provisions for the Petition for Cancellation or Substitution of Payment in relation to
the Use of Properties that require Ownership Registration as Paid-Up Capital are provided under
SEC Memorandum Circular No. 14, series of 2013
(https://www.sec.gov.ph/mc-2013/sec-memorandum-circular-no-14-2/)

To be provided by the petitioner.
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE

PAID

1. Copy of the verified petition with | 1. Acknowledge the receipt of the Within a period of not Administrative Assistant
supporting documents shall be verified petition with exceeding three (3) I/
filed electronically by sending a supporting documents. working days from Administrative Officer II
Word  File and Portable 1.1. Record the case to the case S_u_bmiSSion (electronic
Document Format (PDF) to management system (excel filing) of the copy of the Admin e Ass
cprd_petitionforcorrection@se file). verified petition with ministrative Assistant
c.gov.ph with a subject title: supporting documents. o H_/ .
FILING OF PETITION FOR 1.2. Assess the completeness of Administrative Officer II
CORRECTION OF_(INSERT the verified petition with its
NAME OF CORPORATION). supporting documents.

Handling L
1.3. Upon confirmation of the andling Lawyer

completeness of the verified
petition the Client shall also
be advised for the payment

of filing fee in the amount of

PHP 3,060.00. Administrative Assistant

1/

Administrative Officer II




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
2. Upon receipt of the Payment Petition Fee, 15 minutes Administrative Assistant
Assessment Form (PAF), the Client P 3,000.00 II
may proceed to pay the filing fee via:
*Documentary
Electronic System for Payment to Stamp Taxes -
SEC (eSPAYSEC) URL: P30.00
https://espaysec.sec.gov.ph/paym
ent-portal/home **Legal
Research Fee-
1% of the Filing

Fee (P30.00)

3. Physical copies of the original
verified petition with supporting
documents shall be submitted
personally or over the counter at
the SEC ROBINSONS GALLERIA
SATELLITE OFFICE located at
4th Floor, Robinsons Galleria

Ortigas Avenue, Ortigas Center,
Quezon City.

Note: Submission may be done
through any courier via registered
mail (ex. PhilPOST, LBC, JRS, J&T)
addressed to the following:

SEC Company Registration
and Monitoring Department
(CRMD)

1. Upon receipt of the proof of
payment via email, the CAD
shall proceed with the
docketing and raffling of the
Petition for Correction. The
Client shall receive an update
on the requested petition.

a. Notation of the
Petition

b. Forward he verified
Petition and its
attachments with
proof of payment of
the filing fee to
CRMD-Lawyers

Within 1 day from receipt
of Client’s official receipt
or proof of payment.

The case shall be decided
or resolved for a period
not exceeding one (1)
year from the date of
Order submitting the
same for Resolution.

Administrative Assistant
11

17



CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
CORPORATE ADJUDICATION c. Issuance of order or Handling Lawyer/ Chief
DIVISION (CAD) resolu.tion, or Certificate Note: Order of Revival . Counsel/ ASS%St?fmt
. . , of Revival/Dissolution . Director/ Commission En

Receiving Section, Basement of Corporate Existence Banc
2 is subject to the final
7907 Makati Avenue, approval and sign-off of
Barangay Bel-Air, Makati the Commission En Banc
City

Please note that it cannot be done by
availing GRAB, TIKTOK, LALAMOVE,
et,, since a form must be filled out and
signed as proof submission.

Date of filing shall be the date
indicated on the official receipt
issued to the Client upon payment of
the filing fee.

Note: In case of an order directing
the submission of additional
requirements and other directives
deemed necessary for the timely
processing of the verified petition,
the running of the period provided
herein, shall be tolled pending
compliance of the petitioner.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

For documents that have annex/es, a
separate scanned file for each
annex (PDF Format) must be filed
using the prescribed file name. (Ex.
Petition for Correction - Annex “A”;
Petition for Correction - Annex “B”;
and so forth)

TOTAL

PHP 3,060.00

One (1) Year and Six
(6) Days

Filing of Petition is covered by Highly Technical within the context of Section 5 of the Securities Regulation Code, 2015
Implementing Rules and Regulations of the Securities Regulation Code, Section 179 of the Revised Corporation Code, and

SEC 2016 Rules of Procedure.
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2. Two (2) -Party Complaint/Petition

This service details the procedure for applying for a Two-Party Action/Complaint.

Division & Corporate Adjudication Division, Company Registration and Monitoring Department
Department/Office
Classification Highly Technical within the context of Section 5 of the Securities Regulation Code, 2015 Implementing Rules and

Regulations of the Securities Regulation Code, Section 179 of the Revised Corporation Code, and SEC 2016 Rules of
Procedure.

Historically, Section 3 of Republic Act (RA) No. 9485 (“Anti-Red Tape Act of 2007”) states that those performing judicial,
quasi-judicial and legislative functions are excluded from its coverage. When RA No. 9485 was amended by RA No. 11032
(“Ease of Doing Business and Efficient Government Service Delivery Act of 2018”), quasi-judicial function is still deemed
excluded because Section 3 of the latter Act provides that it shall apply to all government offices that provide services
covering business and nonbusiness related transactions as defined in said Act.

“Government Service” is defined in Section 4 of RA No. 11032 as the process or transaction between applicants or
requesting parties and government offices or agencies involving applications for any privilege, right, reward, license,
clearance, permit or authorization, concession, or for any modification, renewal or extension of the enumerated
applications or requests which are acted upon in the ordinary course of business of the agency or office concerned.

Relatively, pertinent provisions under Title XVI of the Revised Corporation Code are quoted as follows:

“Sec. 154. Investigations and Prosecution of Offenses. - The Commission may investigate an alleged violation of this Code,
or of a rule, regulation, or order of the Commission.

XXX XXX XXX

Sec. 158. Administrative Sanctions. - If, after due notice and hearing, the Commission finds that any provision of this Code,
rules or regulations, or any of the Commission’s orders has been violated, the Commission may impose any or all of the
following sanctions, taking into consideration the extent of participation, nature, effects, frequency and seriousness of the
violation:

20




XXX XXX XXX,

Under Sec. 5(1) of the Securities Regulation Code, the Commission has also the power to issue subpoena duces tecum and
summon witnesses to appear in any proceedings of the Commission and in appropriate cases, order the examination,
search and seizure of all documents, papers, files and records, tax returns, and books of accounts of any entity or person
under investigation as may be necessary for the proper disposition of the cases before it, subject to the provisions of
existing laws.

Based on the foregoing provisions, the SEC has inherent quasi-judicial power which authorizes it to hear and decide cases
in the performance of its duty and enforce its decisions in accordance with law.

It must be noted that administrative adjudication, or the authority to hear and decide cases pursuant to the laws
implemented by an administrative agency, DOES NOT involve approval of applications for any privilege, right, reward,
license, clearance, permit or authorization, concession, or for any modification, renewal or extension of the enumerated
applications or requests. As such, administrative adjudication DOES NOT fall within the ambit of Section 3 of RA No. 11032
because it is not the “Government Service” contemplated in Section 4 thereof and is therefore, not subject to the prescribed
processing times for Government Services under Section 9 of the same Act. We note that Section 9 of RA No. 11032 is
entitled “Accessing Government Services”, which clearly applies to “Government Service” as defined in Section 4 thereof (i.e.
applications for any privilege, right, reward, license, clearance, etc.).

Type of Transaction

X Government to Citizen (G2C)
X Government to Business (G2B)
[ IGovernment to Government (G2G)

Type of Service

External Service

Who may avail Target SEC Others, please specify: Registered domestic corporations through their
Clients/Stakeholders/Customers Authorized Representatives
Guidelines During NO

Pandemic

21




2.1. Violation of Right for Inspection and/or Reproduction of Corporate Books and

Records

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Verified Complaint
a. Must pertain to a single corporation only. The consolidation in one (1) petition
involving two (2) or more corporations is not allowed;
b. The Verified Complaint must be signed and verified;
c. Allegations of the unjust refusal to allow to inspect and/or reproduce the Corporate
Books and Records
d. The Verified Complaint is not filed to harass, cause unnecessary delay, or needlessly
increase the cost of regulation and/or litigation.
e. The Verified Complaint is done in good faith.
2. Certification Against Forum Shopping duly signed by the complainant.

3. Affidavit/s and Documents necessary to support the claims relied upon.

*See Section 73 of the Revised Corporation Code and SEC Memorandum Circular No. 25,
Series 0f 2020

To be provided by the Complainant.
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2.2. Revocation of Certificate of Registration

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Verified Petition
a. A Verified Petition must pertain to a single corporation only. The consolidation in
one (1) petition involving two (2) or more corporations is not allowed;
b. The Verified Petition must be signed and verified by the corporation’s duly
authorized representative designated in the Secretary’s Certificate; and
c. Claims and allegations justifying the revocation of the corporation
2. Certificate Against Forum Shopping To be provided by the Petitioner.
Secretary’s Certificate authorizing the filing of the complaint in the case of a Corporation
4. Affidavits and other documentary evidence to support the claims relied upon.

w

*See SEC Memorandum Circular No. 5, Series of 2022, pursuant to Section 138 of the
Revised Corporation Code and Section 6 (i) of P.D. 902-A

2.3. Marking of General Information Sheet (GIS) as Disputed




CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Verified Petition
a. A Verified Petition must pertain to a single corporation only. The consolidation in
one (1) petition involving two (2) or more corporations is not allowed;
b. Allegations on why the Party is disputing the General Information Sheet (“GIS”) of

the Corporation and the specific year/s that the Party is requesting to be marked as
“disputed.”

2. General Information Sheet to be marked as disputed

3. Other Documents to support the claims contained in the Verified Petition

To be provided by the Petitioner.
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2.4.

Disqualification, Investigation, and/or Removal of Directors/Trustees or
Officers of Corporation

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Verified Complaint

a.

@™m0 o

=

Names and addresses of the parties;

Legal basis for the disqualification/removal

Statement of material or relevant facts;

Issues to be resolved;

Reliefs sought which must specifically include the prayer for removal;

Proof of authority of the representative of the juridical person, if applicable;
Documentary evidence, affidavits of witnesses, and other such pieces of evidence
necessary to establish the prima facie truth of the factual allegations therein;

Proof of payment of the filing fee;

Verification and Certification against forum shopping;

To be provided by the Complainant.
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON
PAID RESPONSIBLE
1. Copy of the verified petition with 2. Acknowledge the receipt
supporting documents shall be filed of the verified petition Within a period of not Administrative
electronically by sending a Microsoft Word with supporting exceeding  five  (5) Assistant II
File and Portable Document Format (PDF) documents. working  days  from
via electronic mail to a. Record the case to submission (electronic
cprd_2partycomplaints-petitions@sec. the case filing) of the copy of the
gov.ph (for all other Petitions) with a management verified petition with

subject title: FILING OF PETITION FOR
(Action to be taken)

system (excel file).
Assess the completeness
of the verified petition
with supporting
documents. Upon
confirmation  of the
completeness of the
verified petition with
supporting documents,
the Client shall be issued
a Payment Assessment
Form (PAF) for the
payment of filing fee in
the amount of PHP
3,060.00.

supporting documents.

Handling lawyer
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2. Upon receipt of the Payment Assessment
Form (PAF), the Client may proceed to pay
the filing fee via:

Electronic System for Payment to SEC
(eSPAYSEC) URL:
https://espaysec.sec.gov.ph/payment-port
al/home

Petition Fee,

P 3,000.00

*Documentary
Stamp Taxes -
P30.00

*Legal Research
Fee-

1% of the Filing
Fee (P30.00)

Administrative
Assistant 11
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3. Physical copies of the original verified

1. Upon receipt of the proof

Within one (1) day from

petition with supporting documents shall of payment via email, the receipt of Client’s official Administrative
be submitted personally or over the CAD shall proceed with receipt or proof of Assistant II
counter at the SEC ROBINSONS the docketing and raffling payment.
GALLERIA SATELLITE OFFICE located at of the Verified Petition.
4th Floor, Robinsons Galleria, Ortigas a. Notation of the
Avenue, Ortigas Center, Quezon City. Petition
b. Forward the .. .
o . Administrative
verified  Petition _
and its Assistant I1
i
Note: Submission may be done through any ttach ) th
courier via registered mail (ex. PhilPOST, LBC, 4 acf m?n 5w )
roof of paymen
JRS, J&T) addressed to the following: p ] .p Y
. , of the filing fee to
SEC Company  Registration and ,
o the assigned
Monitoring Department (CRMD) CRMD-L -
CORPORATE ADJUDICATION DIVISION awyers.
(CAD) c. Issuance of order The case shall be CRMD
or resolution decided or resolved for Lawyers/Chief

Receiving Section, Basement 2
7907 Makati Avenue, Barangay Bel-Air,
Makati City

a period not exceeding | Counsel/Assistant
one (1) year from the | Director/Director
date of Order

Please note that it cannot be done by availing submitting the same for

GRAB, TIKTOK, LALAMOVE, etc., since a form must Resolution.
be filled out and signed as proof of submission.

Date of filing shall be the date indicated on the
official receipt issued to the Client upon payment
of the filing fee.
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Note: In case of an order directing the
submission of additional requirements and other
directives deemed necessary for the timely
processing of the verified petition, the running of
the period provided herein, shall be tolled
pending compliance of the petitioner.

For documents that have annex/es, a separate
scanned file for each annex (PDF Format)
must be filed using the prescribed file name. (Ex.
Petition for Correction - Annex “A”; Petition for
Correction - Annex “B”; and so forth)

TOTAL

PHP 3,060.00

One (1) Year and Six
(6) Days

Filing of Petition and/or Complaint is covered by Highly Technical within the context of Section 5 of the Securities Regulation Code, 2015 Implementing

Rules and Regulations of the Securities Regulation Code, Section 179 of the Revised Corporation Code, and SEC 2016 Rules of Procedure.
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1. Request for Certificate of No Derogatory Information

This service details the procedure on request for Certificates of No Derogatory Information.

Division &
Department/Office
Classification

Type of Transaction

Type of Service
Who may avail

Corporate Filing and Records Division, Company Registration and Monitoring Department

Simple (3 days)

[JGovernment to Citizen (G2C)

X Government to Business (G2B)

[ 1Government to Government (G2G)
External Service

Target SEC
Clients/Stakeholders/Customers

Guidelines During Pandemic ' YES

1.

2.

CHECKLIST OF REQUIREMENTS

CLIENT STEPS

Sends email request with
attached requirements at

AGENCY ACTIONS

1. Acknowledges receipt of email
with necessary attachments

cfrd_application02@sec.gov.ph

Waits to process the request

2.1. Receives the digitally
signed Payment
Assessment Form (PAF)

2.2. Prints the Payment
Assessment Form (PAF)

2. Evaluate attachments

2.1. Verifies the status of

corporation through
CIS-URDB.

Others, please specify: All Registered Partnerships, Domestic
Corporations, and Licensed Foreign Corporations

WHERE TO SECURE
FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
None 5 minutes Administrative Assistant II
Certification Fee 7 hours, 25 Administrative Assistant II
- PHP 500 minutes
Documentary
Stamp Tax - PHP
30



CLIENT STEPS

2.3. Pays at the nearest LBP
branch or online payment
through SEC Payment
Portal

Submits the validated Deposit
Slip or electronic Official
Receipt

. Waits to process the request

AGENCY ACTIONS

2.1.1. *If application is
cleared, a digitally
signed Payment
Assessment Form
(PAF) is emailed to
applicant with
instruction to pay at
the nearest LBP
branch or through the
SEC Payment Portal.

2.1.2. *If not cleared in
Certification Issuance
System-Unified
Reference Database
(CIS-URDB), instructs
the applicant to email
the department who
encoded the
infraction.

3. Acknowledge receipt of proof
of payment with instruction to
wait for the releasing
appointment.

4. Prints the submitted SEC
Form 2015-001, monitoring
clearance and proof of
payment

FEES TO BE
PAID

None

PROCESSING
TIME

5 minutes

1 working day

1 working day

PERSON RESPONSIBLE

Administrative Assistant Il

Administrative Assistant II
Frontline Services Assistant

Computer Operator



CLIENT STEPS

5. Goes at the SEC Robinsons
Galleria Satellite Office and
presents the proof of payment
and printed releasing
appointment

6. Receives the Certificate

TOTAL

! NOTE: The 3-days processing time is for one client being served at one time. The time is extended when there are more clients.

AGENCY ACTIONS

4.1. Prints the Certificate of
No Derogatory
Information through the
CIS-URDB.

4.2. Reviews the application
and signs the Certificate
of No Derogatory
Information.

4.3. Transmits the certificate
to the SEC Robinsons
Galleria Satellite Office

4.4. Sends email for releasing
appointment.

. Seals the Certificate of No

Derogatory Information with
the SEC logo

Releases the Certificate of No
Derogatory Information
(CNDI) to the applicant.

FEES TO BE
PAID

None

None

PHP 530.00 per
certificate

PROCESSING
TIME

5 minutes

10 minutes

5 minutes

5 minutes

3 working days?

PERSON RESPONSIBLE

Administrative Officer IV
Assistant Director

Administrative Assistant II

Administrative Assistant II

Outsourced/Third Party

Outsourced/Third Party



2.Request for Affirmative Certification

This service details the procedure on request for Affirmative Certifications.

Division & Corporate Filing and Records Division, Company Registration and Monitoring Department
Department/Office
Classification Simple (3 days)

Type of Transaction

[JGovernment to Citizen (G2C)

[JGovernment to Business (G2B)
Government to Government (G2G)

Type of Service

External Service

Who may avail

Inter-agency or inter-government agency | Others, please specify:

Guidelines During Pandemic

YES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

v/ Signed Letter Request (1 original; 1 photocopy)

Requesting Government Agency

availability of information
in online facilities and
other records.

Certification Fee -
PHP 500

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Sends e-mail request at 1. Acknowledge the email None 5 minutes per request Frontline Service Assistant
cfrd_application01@sec.gov.
ph
2. Waits to process the request | 2. Validates the inquiry, the 20 minutes Frontline Service Assistant




2.1.

2.2.

2.3.

2.4.

*If Pag-IBIG,
PhilHealth, Social
Security System (SSS),
Bureaus of Internal
Revenue (BIR),
Government Service
Insurance System
(GSIS) and other
profit-making
agencies, issues the
PAF

*For non-profit
agencies, do not issue
a PAF

Routes request to the
Monitoring Division
as well as Licensing
Unit for the
monitoring of the
corporate status

Drafts Certification
Reviews and signs the

Certification

Scans the signed
certification

Documentary Stamp
Tax - PHP 30

1 working day, 6 hours

1 hour

1 working day

5 minutes per
certificate

5 minutes per
certificate

Administrative Assistant II

Frontline Service Assistant
Computer Operator
Administrative Officer IV
Assistant Director, CFRD

Frontline Service Assistant

Frontline Service Assistant




2.5. Uploads the scanned
certificate to the
Document
Verification System to
generate QR Code

2.6. Prints the certificate
with generated QR
Code

2.7. Seals the certification

2.8. Sends email for the
releasing schedule

5 minutes per
certificate

5 minutes per
certificate

10 minutes per request

Frontline Service Assistant

Frontline Service Assistant

Frontline Service Assistant

3. Goes to the CFRD Counter

3.1. Brings the Signed Letter

Receives the letter

3.1. Releases the

None

3 minutes per entity

Frontline Service Assistant

certificate

Request (1 original; 1 Certification 2 minutes per entity Frontline Service Assistant
photocopy)
3.2. Receives the
Certification
TOTAL PHP 530.00 per 3 working days?

2 NOTE: The 3-days processing time is for one client being served at one time. The time is extended when there are more clients.




1

2.

3. Request for Affirmative Certification

This service details the procedure on request for Affirmative Certifications.

Division & Corporate Filing and Records Division, Company Registration and Monitoring Department
Department/Office

Classification Simple (3 days)

Type of Transaction X Government to Citizen (G2C)

[Government to Business (G2B)

[1Government to Government (G2G)
Type of Service External Service
Who may avail General Public Others, please specify:
Guidelines During Pandemic | YES

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accomplished Form for Request for Certification (1 original) Authorized Representative
CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE

PAID TIME
. Sends e-mail request at 1. Acknowledges the email None 5 minutes per Administrative Assistant Il

cfrd_application02@sec.gov.ph and send the request form form
Waits to acknowledge the request 2. Waits for the None 10 minutes per Administrative Assistant II

accomplished request entity

2.1. Receives the form to be filled form

out
2.1. Receives the
accomplished request

2.2. Fills out the request form f
orm



3.

CLIENT STEPS

2.3. Submits the accomplished
request form

Waits to process the request 3.

3.1. Receives the Payment
Assessment Form (PAF)

3.2. Prints the Payment Assessment
Form (PAF)

3.3. Pays the fee at the nearest LBP
branch or online payment
through SEC Payment Portal

3.4. Submits the validated Deposit
Slip or electronic Official
Receipt

AGENCY ACTIONS

2.2. Prepares Payment
Assessment Form
(PAF) for the request

2.3. Sends the Payment
Assessment Form
(PAF)

Waits the email for the
payment

3.1. Acknowledge the
receipt of the payment

3.2. Validates the inquiry,
the availability of
information in online
facilities and other
records.

3.3. Routes request to
other divisions for

verifications.
3.3.1  Verifies
thoroughly the

existence of the
entity

FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
P530.00 per
certificate
5 minutes per Administrative Assistant Il
entity
30 minutes per Administrative Assistant II
entity
1 working day, 5 Administrative Assistant I
hours



CLIENT STEPS

AGENCY ACTIONS

3.4. Drafts Certification

3.5. Reviews and signs the
Certification

3.6. Scans the signed
certification

3.7. Uploads the scanned
certificate in the
Document Verification
System to generate QR
Code

3.8. Prints the certificate
with generated QR
Code

3.9. Seals the certification

3.10. Transmits the
certificate to the SEC
Robinsons Galleria
Satellite Office

FEES TO BE PROCESSING
PAID TIME
1 hour

1 working day, 30
minutes

5 minutes per
certificate

5 minutes per
certificate

5 minutes per
certificate

5 minutes per
certificate

5 minutes

PERSON RESPONSIBLE

Administrative Assistant II

Computer Operator
Administrative Officer IV
Assistant Director, CFRD

Administrative Assistant II

Administrative Assistant II

Administrative Assistant II

Administrative Assistant II

Administrative Assistant II
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CLIENT STEPS AGENCY ACTIONS FEES TO BE

PAID
3.11. Sends email for the
releasing schedule
4. Goes at the SEC Robinsons Galleria @ 4. Validates the documents None
Satellite Office
5. Releases the Certification
4.1. Brings the accomplished
request form, printed
appointment schedule and
proof of payment
4.1.1. Receives the
Certification
TOTAL PHP 530.00

per certificate

PROCESSING
TIME
5 minutes per
request

5 minutes per
entity

5 minutes per
entity

3 working days?

* NOTE: The 3-days processing time is for one client being served at one time. The time is extended when there are more clients.

PERSON RESPONSIBLE

Administrative Assistant II

Outsourced/Third Party

Outsourced/Third Party



4. Request for Certification with or without Secondary License

This service details the procedure on request for Certifications with or without Secondary License.

Division & Corporate Filing and Records Division, Company Registration and Monitoring Department
Department/Office

Classification Simple (3 days)

Type of Transaction [1Government to Citizen (G2C)

[Government to Business (G2B)

Government to Government (G2G)
Type of Service External Service
Who may avail Inter-agency or inter-government agency @ Others, please specify: Other Government Agencies
Guidelines During Pandemic ' YES

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
v/ Signed Letter Request (1 original; 1 photocopy) Requesting Government Agency
CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Sends e-mail request at 1. Acknowledges receipt of the None 5 minutes per form Frontline Service Assistant
cfrd_application01@sec.gov. email
ph
2. Waits to process the request = 2. Validates the inquiry, the None 1 working day, 7 Data Analyst
availability of information in hours Administrative Assistant II
online facilities, and other Monitoring Specialist [

records.



CLIENT STEPS

2.1.

AGENCY ACTIONS

Routes request to the
Monitoring Division as
well as Licensing Unit and
drafts certification, as
necessary

2.1.1. Monitors the

corporate status

2.1.2.  Checks the

2.2.

2.3.

2.4.

2.5.

Secondary License

Prints the Certification

Reviews and signs the
Certification

Scans the signed
certification

Uploads the scanned
certificate to the
Document Verification
System to generate QR
Code

FEES TO BE
PAID

PROCESSING TIME

25 minutes per entity

1 working day

5 minutes per
certificate

5 minutes per

certificate

5 minutes per
certificate

PERSON RESPONSIBLE

Data Analyst

Assistant Director, CFRD

Data Analyst

Data Analyst

Data Analyst

13



CLIENT STEPS AGENCY ACTIONS

2.6. Prints the certificate with
generated QR Code

2.7. Seals the certification

2.8. Sends emalil for the
releasing schedule

3. Goes to the CFRD Counter 3. Receives the letter

3.1. Brings the Signed Letter
Request (1 original; 1
photocopy)

3.1. Releases the Certification

3.2. Receives the
Certification

TOTAL

* NOTE: The 3-days processing time is for one client being served at one time. The time is extended when there are more clients.

FEES TO BE

PAID

None

None

PROCESSING TIME

5 minutes per
certificate

5 minutes per
request

3 minutes per entity

2 minutes per entity

3 working days*

PERSON RESPONSIBLE

Data Analyst

Data Analyst

Data Analyst

Data Analyst
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5.Request for Certification with or without Secondary License

This service details the procedure on request for Certification with or without Secondary License

Division & Corporate Filing and Records Division, Company Registration and Monitoring Department
Department/Office

Classification Simple (3 days)

Type of Transaction X Government to Citizen (G2C)

[Government to Business (G2B)

[1Government to Government (G2G)
Type of Service External Service
Who may avail General Public Others, please specify:
Guidelines During Pandemic ' YES

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accomplished Form for Request for Certification (1 original) Authorized Representative
CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Sends e-mail request at 1. Acknowledges the email None 5 minutes per Administrative Assistant I1
cfrd_application02@sec.gov.ph and send the request form form
2. Waits to acknowledge the request | 2. Waits for the None 10 minutes per Administrative Assistant II
accomplished request entity
form

2.1. Receives the form to be filled
out

2.1. Receives the
accomplished request

2.2. Fills out the request form f
orm
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE

PAID TIME
2.3. Submits the accomplished 2.2. Prepares Payment
request form Assessment Form
(PAF) for the request
2.3. Sends the Payment
Assessment Form
(PAF)
3. Waits to process the request 3. Waits the email for the P530.00 per
payment certificate
3.1. Receives the Payment
Assessment Form (PAF) 3.1 Ackr.lowledge the 5 minutes per Administrative Assistant II
receipt of the payment .
entity
3.2. Prints the Payment Assessment 3.2. Validates the inquiry,
Form (PAF) the availability of 30 minutes per Administrative Assistant II
information in online entity
faciliti d oth
3.2.1. Pays the fee at the raeCClO;éiS and other
nearest LBP branch or '
online payment through
SEC Payment Portal 3.3. Routes request to the
?RMD .Lgcen_sing Unit 1 working day, 5 Administrative Assistant I
t
3.2.2. Submits the Proof of or vertiication as hours
necessary

Payment (validated
Deposit Slip or electronic

Official Receipt) of the 3.4. Drafts Certification o _ _
request 1 hour Administrative Assistant II



CLIENT STEPS

AGENCY ACTIONS

3.5. Reviews and signs the
Certification

3.6. Scans the signed
certification

3.7. Uploads the scanned
certificate to the
Document Verification
System to generate QR
Code

3.8. Prints the certificate
with generated QR
Code

3.9. Seals the certification

3.10. Transmits the
certificate to the SEC
Robinsons Galleria
Satellite Office

3.11.Sends email for the
releasing schedule

FEES TO BE
PAID

PROCESSING
TIME
1 working day, 30
minutes

5 minutes per
certificate

5 minutes per
certificate

5 minutes per
certificate

5 minutes per
certificate

5 minutes

5 minutes per
request

PERSON RESPONSIBLE

Computer Operator
Administrative Officer IV
Assistant Director, CFRD

Administrative Assistant I

Administrative Assistant II

Administrative Assistant II

Administrative Assistant II

Administrative Assistant II

Administrative Assistant II
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CLIENT STEPS

4. Goes at the SEC Robinsons Galleria
Satellite Office

4.1. Brings the Machine validated
PAF, the accomplished request
form, printed appointment
schedule and the Official
Receipt

4.2. Receives the Certification

TOTAL

AGENCY ACTIONS

4. Validates the documents

4.1. Releases the
Certification

PHP 530.00 per certificate

FEES TO BE
PAID
None

3 working
days®

PROCESSING
TIME

5 minutes per
entity

5 minutes per
entity

> NOTE: The 3-days processing time is for one client being served at one time. The time is extended when there are more clients.

PERSON RESPONSIBLE

Outsourced/Third Party

Outsourced/Third Party
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6. Request for Negative Certification

This service details the procedure on request for Negative Certifications.

Division & Corporate Filing and Records Division, Company Registration and Monitoring Department
Department/Office

Classification Simple (3 days)

Type of Transaction [1Government to Citizen (G2C)

[Government to Business (G2B)

Government to Government (G2G)
Type of Service External Service
Who may avail Inter-agency or inter-government agency @ Others, please specify: Other government agencies
Guidelines During Pandemic ' YES

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Signed Letter Request (1 original; 1 photocopy) Requesting Government Agency
CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Sends e-mail request at 1. Acknowledge the email None 5 minutes per Frontline Service Assistant
cfrd_application01@sec.gov form
.ph
2. Waits to process the 2. Validates the inquiry, the 25 minutes Frontline Service Assistant
request availability of

information in online
facilities and other
records.

Certification Fee
- PHP 500
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CLIENT STEPS AGENCY ACTIONS
2.1.1. *If Pag-IBIG,

PhilHealth,
Social Security
System (SSS),
Bureaus of
Internal
Revenue (BIR),
Government
Service
Insurance
System (GSIS)
and other
profit-making
agencies, issues
the PAF

2.1.2. *For
non-profit
agencies, do not
issue a PAF

2.2. Routes request to
other divisions for
verifications

2.2.1.  Verifies
thoroughly the
existence of
the entity

FEES TO BE
PAID
Documentary
Stamp Tax - PHP
30

PROCESSING
TIME

1 working day, 6
hours

1 hour

PERSON RESPONSIBLE

Assistant Computer Operator
Administrative Assistant Il
Data Analyst
Computer Operator
Frontline Service Assistant

Frontline Service Assistant
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CLIENT STEPS

3. Goes to the CFRD Counter

AGENCY ACTIONS

2.3. Drafts Certification

2.4. Reviews and signs
the Certification

2.5. Scans the signed
certification

2.6. Uploads the scanned
certificate to the
Document
Verification System
to generate QR Code

2.7. Prints the certificate
with generated QR
Code

2.8. Seals the
certification

2.9. Sends email for the
releasing schedule

3. Receives the letter

FEES TO BE
PAID

None

PROCESSING
TIME

1 working day

5 minutes per
certificate

5 minutes per
certificate

5 minutes per
certificate

5 minutes per
certificate

5 minutes per
request

3 minutes per
entity

PERSON RESPONSIBLE

Computer Operator
Administrative Officer IV
Assistant Director, CFRD

Frontline Service Assistant

Frontline Service Assistant

Frontline Service Assistant

Frontline Service Assistant

Frontline Service Assistant

Frontline Service Assistant
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING
PAID TIME

3.1. Brings the Signed 3.1. Releases the 2 minutes per
Letter Request (1 Certification entity

original; 1 photocopy)

3.2. Receives the

Certification
6

PHP 530.00 per 3 working days

TOTAL
certificate

® NOTE: The 3-days processing time is for one client being served at one time. The time is extended when there are more clients.

PERSON RESPONSIBLE

Frontline Service Assistant
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7. Request for Negative Certification

This service details the procedure on request for Negative Certifications.

Division & Corporate Filing and Records Division, Company Registration and Monitoring Department
Department/Office

Classification Simple (3 days)

Type of Transaction X Government to Citizen (G2C)

[Government to Business (G2B)

[1Government to Government (G2G)
Type of Service External Service
Who may avail General Public Others, please specify:
Guidelines During Pandemic ' YES

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accomplished Form for Request for Certification (1 original) Authorized Representative
CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Sends e-mail request at 1. Acknowledges the email None 5 minutes per Administrative Assistant Il
cfrd_application02@sec.gov.ph and send the request form form
2. Waits to acknowledge the request | 2. Waits for the None 10 minutes per Administrative Assistant Il
accomplished request entity
form

2.1. Receives the form to be filled
out

2.1. Receives the
accomplished request

2.2. Fills out the request form f
orm
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3.

CLIENT STEPS

2.3. Submits the accomplished
request form

Waits to process the request

3.1. Receives the Payment
Assessment Form (PAF)

3.2. Prints the Payment Assessment
Form (PAF)

3.3. Pays the fee at the nearest LBP
branch or online payment
through SEC Payment Portal

3.4. Submits the Proof of Payment
(validated Deposit Slip &
electronic Official Receipt) of
the request

AGENCY ACTIONS

2.2. Prepares Payment
Assessment Form
(PAF) for the request

2.3. Sends the Payment
Assessment Form
(PAF)

. Waits the email for the

payment

3.1. Acknowledge the
receipt of the payment

3.2. Validates the inquiry,
the availability of
information in online
facilities and other
records.

3.3. Routes request to
other divisions for
verifications and

3.3.1.  Verifies
thoroughly the
existence of the
entity

FEES TO BE PROCESSING
PAID TIME
P530.00 per
certificate

5 minutes per
entity

30 minutes per
entity

1 working day, 5
hours

PERSON RESPONSIBLE

Administrative Assistant II

Administrative Assistant II

Assistant Computer Operator
Administrative Assistant II
Data Analyst
Computer Operator
Frontline Service Assistant

24



CLIENT STEPS

AGENCY ACTIONS

3.4. Drafts Certification

3.5. Reviews and signs the
Certification

3.6. Scans the signed
certification

3.7. Uploads the scanned
certificate in the
Document Verification
System to generate QR
Code

3.8. Prints the certificate
with generated QR
Code

3.9. Seals the certification

3.10. Transmits the
certificate to the SEC
Robinsons Galleria
Satellite Office

FEES TO BE PROCESSING
PAID TIME
1 hour

1 working day, 30
minutes

5 minutes per
certificate

5 minutes per
certificate

5 minutes per
certificate

5 minutes per
certificate

5 minutes

PERSON RESPONSIBLE

Administrative Assistant II

Computer Operator
Administrative Officer IV
Assistant Director, CFRD

Administrative Assistant II

Administrative Assistant I1

Administrative Assistant II

Administrative Assistant II

Administrative Assistant II
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CLIENT STEPS AGENCY ACTIONS FEES TO BE

PAID
3.11.Sends email for the
releasing schedule
4. Goes at the SEC Robinsons Galleria | 4. Validates the documents None
Satellite Office
4.1. Brings the accomplished 4.1 Reletallses Fhe
- Certification
request form, printed
appointment schedule and
proof of payment
4.2. Receives the Certification
TOTAL PHP 530.00 per certificate 3 working
days’

PROCESSING
TIME

5 minutes per
request

5 minutes per
entity

5 minutes per
entity

” NOTE: The 3-days processing time is for one client being served at one time. The time is extended when there are more clients.

PERSON RESPONSIBLE

Administrative Assistant II

Outsourced/Third Party

Outsourced/Third Party
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8. Request for Negative Certification with or without Secondary License

This service details the procedure on request for Negative Certifications with or without Secondary License.

Division &
Department/Office
Classification

Type of Transaction

Simple (3 days)
[1Government to Citizen (G2C)
[Government to Business (G2B)

Government to Government (G2G)

Type of Service External Service
Who may avail

Guidelines During Pandemic ' YES

CHECKLIST OF REQUIREMENTS
Signed Letter Request (1 original; 1 photocopy)

CLIENT STEPS AGENCY ACTIONS

1. Sends e-mail request at
cfrd_application01@sec.gov.ph

1. Acknowledge the email

2. Waits to process the request 2. Validates the inquiry, the
availability of information
in online facilities and

other records.

Inter-agency or inter-government agency

Corporate Filing and Records Division, Company Registration and Monitoring Department

Others, please specify: Other Government Agencies

WHERE TO SECURE
Requesting Government Agency

FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
None 5 minutes per Frontline Service Assistant
form
None 1 working day, 7 Frontline Service Assistant

Administrative Assistant II
Monitoring Specialist I

hours
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CLIENT STEPS

AGENCY ACTIONS

2.1.

2.2.

2.3.

2.4.

2.5.

Routes request to
other divisions for
verifications and
drafts certification, as
necessary

2.1.1. Verifies
thoroughly the
existence of the
entity

2.1.2. Checks the
Secondary
License

Prints the
Certification

Signs the Certification

Scans the signed
certification

Uploads the scanned
certificate in the
Document Verification
System to generate QR
Code

FEES TO BE PAID

PROCESSING
TIME

25 minutes per
entity

1 working day

5 minutes per
certificate

5 minutes per
certificate

PERSON RESPONSIBLE

Data Analyst

Assistant Director, CFRD

Data Analyst

Data Analyst

Data Analyst
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CLIENT STEPS

3. Goes to the CFRD Counter

3.1. Brings the Signed Letter
Request (1 original; 1
photocopy)

3.2. Receives the Certification
TOTAL

AGENCY ACTIONS

2.6. Prints the certificate
with generated QR
Code

2.7. Seals the certification
2.8. Sends email for the

releasing schedule
Receives the letter

3.1. Releases the
Certification

FEES TO BE PAID

None

None

PROCESSING
TIME
5 minutes per
certificate

5 minutes per
certificate

5 minutes per
request

3 minutes per
entity

2 minutes per
entity

3 working days®

8 NOTE: The 3-days processing time is for one client being served at one time. The time is extended when there are more clients.

PERSON RESPONSIBLE

Data Analyst

Data Analyst

Data Analyst

Data Analyst
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9. Request for Plain/Authenticated Copies of Documents for Government Agencies

This service details the procedure on request for plain and/or authenticated copies of documents for Government Agencies.

Division & Corporate Filing and Records Division, Company Registration and Monitoring Department
Department/Office

Classification Simple (3 days)

Type of Transaction [1Government to Citizen (G2C)

[Government to Business (G2B)

Government to Government (G2G)
Type of Service External Service
Who may avail Inter-agency or inter-government agency @ Others, please specify: Other Government Agencies
Guidelines During Pandemic ' YES

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Signed Letter Request (1 original; 1 photocopy) Requesting Government Agency
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Sends e-mail request at 1. Acknowledge the email None 5 minutes per Frontline Service Assistant
cfrd_application01@sec.gov.ph and send the request entity
form
2. Waits to process the request 2. Prepares the requested PHP10.00 per page 1 working day Frontline Service Assistant
documents

2.1.1. *If plain copy,
prints the
documents
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID

2.1.2. **If
authenticated
copy, prints and
stamps the
documents

2.2. Prepares the letter
reply and/or
Payment Assessment
Form(PAF) and
forwards the same
together with the
documents to the
Head of the
Division/Officer-in-C
harge.

PROCESSING
TIME

55 minutes

PERSON RESPONSIBLE

Frontline Service Assistant
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID

2.2.1. *If Pag-1BIG,
PhilHealth, Social
Security System
(SSS), Bureau of
Internal Revenue
(BIR), and
Government
Service
Insurance System
(GSIS) and other
profit-making
agencies, issues
the PAF

2.2.2. *For non-profit
agencies, do not
issue a PAF

2.3.  Signs the letter
reply and/or
documents

3. Receives the transmittal letter = 3. Transmits the signed None
with attached document/s

letter reply with attached
documents

PROCESSING
TIME

7 hours

1 working day

PERSON RESPONSIBLE

Administrative Officer IV
Assistant Director, CFRD

Frontline Service Assistant
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING
TIME
3.1.1. *Ifthe
requesting party
is from Extension
Offices of
Government
Agencies,
transmits by
courier

TOTAL PHP10.00 per page = 3 working days’®

° NOTE: The 3-days processing time is for one client being served at one time. The time is extended when there are more clients.

PERSON RESPONSIBLE
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10. Request for Name Verification for Amendment

This service details the procedure on request for Name Verification for Amendment.

Division & Corporate Filing and Records Division, Company Registration and Monitoring Department
Department/Office

Classification Complex (7 days)

Type of Transaction [1Government to Citizen (G2C)

[Government to Business (G2B)

Government to Government (G2G)
Type of Service External Service
Who may avail General Public Others, please specify:
Guidelines During Pandemic ' YES

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accomplished Form for Request for Certification (1 original) Authorized Representative
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Emails the accomplished Name 1. Approves or denies P100.00 per 7 working days Computer Maintenance Technologist
Verification Form or the proposed name/s or proposed Administrative Assistant II
following information at trade name/s corporate/trade
crmd_amend_name@sec.gov.ph: name/s

1.1. proposed name/s

1.2. name to be amended

1.3. SEC Number

1.4. meaning of acronym (if
applicable)

1.5. name reservation term
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CLIENT STEPS

1.5.1. Ifname is rejected,
registrant may appeal
for the proposed
corporate name

TOTAL

AGENCY ACTIONS FEES TO BE PAID

1.1. Approves or denies

appeal for the

proposed name/s or
trade name/s

P100.00 per
proposed
corporate/trade
name/s

PROCESSING
TIME

7 working days'’

19 NOTE: The 7-days processing time is for one client being served at one time. The time is extended when there are more clients.

PERSON RESPONSIBLE
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1.Application for Amendment of Articles of Incorporation and/or By-laws of
Domestic Corporations

This service details the procedure in applying for amendments of the Articles of Incorporation and/or By-laws of Domestic Stock and

Non-Stock Corporations.

Division & Department/Office

Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification

Complex (7 days)

Type of Transaction

[JGovernment to Citizen (G2C)
Government to Business (G2B)
[JGovernment to Government (G2G)

Type of Service

External Service

Who may avail

Target SEC Clients/Stakeholders/Customers

Others, please specify: All registered domestic corporations through their
Authorized Representatives

Guidelines During Pandemic

NO

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

Basic Requirements

1. Cover Sheet for Amendment

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
https://www.sec.gov.ph/wp-content/uploads/2019/11/Cover Sheet for Amendment.pdf

2. Amended Articles of Incorporation/By-laws

To be provided by the Applicant

3. Directors’ or Trustees Certificate - notarized and signed
by majority of the directors or trustees and the corporate
secretary, certifying (i) the amendment of the Articles of
Incorporation/By-Laws and indicating the amended
provisions, (ii) the vote of the directors or trustees and
stockholders or members, (iii) the date and place of the
stockholders’ or members” meeting; and (iv) the tax
identification number of the signatories which shall be
placed below their printed names

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
https://www.sec.gov.ph/wp-content/uploads/2019/11/Directors_Certificate.pdf

https://www.sec.gov.ph/wp-content/uploads/2019/11/Trustees Certificate.pdf



https://www.sec.gov.ph/wp-content/uploads/2019/11/Cover_Sheet_for_Amendment.pdf
https://www.sec.gov.ph/wp-content/uploads/2019/11/Directors_Certificate.pdf
https://www.sec.gov.ph/wp-content/uploads/2019/11/Trustees_Certificate.pdf

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;

in A4 size bond paper)

WHERE TO SECURE

4. Notarized Secretary's Certificate of no pending case of
intra-corporate dispute

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
https://www.sec.gov.ph/wp-content/uploads/2019/11/Secretarys Certificate NonExistence Corp

Dispute.pdf

5. Monitoring Clearance

Compliance Monitoring Division (CMD) or through cmd amendment monitoring@sec.gov.ph

Additional Requirements, if applicable

1. Clearance from other SEC departments

For Investment company, Financing and Lending

companies, issuers of proprietary or
non-proprietary membership (i.e. golf clubs),
listed and public companies and foundation
For Capital Market Institutions (i.e. Exchange,
Broker, Dealer, Investment House

For Financial Technology (FinTech) related
business activities

o ©C O OO0 O 0o O o0 O

© ©0 O o0 o O©

Operators of payment systems;
Payment Service Providers;

Electronic Money Issuers (EMI);
Non-bank EMIs;

Alternative Credit Scoring Companies;
Online Lending Companies;
Peer-to-peer Lending Companies;
Al/Big Data Companies;

InsurTech Companies (InsurTech Service
Providers);

KYC/Security Companies (KYC Service
Providers);

Digital Banks;

Digital Asset Exchanges;

Virtual Asset Service Providers;
Play-to-Earn Platforms;

E-Commerce Companies;
Crowdfunding Platforms;

Corporate Governance and Finance Department (CGFD)

Markets and Securities Regulation Department (MSRD)
PhiliFintech Innovation Office (PIO)

Enforcement and Investor Protection Department (EIPD)



https://www.sec.gov.ph/wp-content/uploads/2019/11/Secretarys_Certificate_NonExistence_Corp_Dispute.pdf
https://www.sec.gov.ph/wp-content/uploads/2019/11/Secretarys_Certificate_NonExistence_Corp_Dispute.pdf
mailto:cmd_amendment_monitoring@sec.gov.ph

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

o RegTech Companies (RegTech Service
Providers);

o SupTech Companies (SupTech Service
Providers); and

o Digital Advisers/Robo-Advisers.

2. Endorsement from other government agencies
e Bank, Pawnshop and other Financial
Intermediaries with Quasi-Banking Functions,
Money Changer and Remittance Services
e Insurance/Mutual Benefit Association/ Health
Maintenance Organization

Bangko Sentral ng Pilipinas

Insurance Commission

3. Name Verification Slip for amendment of corporate name

Corporate Filing and Records Division or request from crmd amend name@sec.gov.ph

4. Affidavit of a director, trustees or officer undertaking to
change corporate name, if not stated in the Al

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through

https: //www.sec.gov.ph /wp-content/uploads/2019/11/2019 FormsUndertakingtoChangeName.
df

5. F-101, for registered corporations increasing its foreign
equity to more than 40%

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
https://www.sec.gov.ph/wp-content/uploads/2019/11/F-101.doc

6. F-102, for registered corporations with more than 40%
increasing further the percentage of such equity

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through

https://www.sec.gov.ph/wp-content/uploads/2019/11/F-102.doc



mailto:crmd_amend_name@sec.gov.ph
https://www.sec.gov.ph/wp-content/uploads/2019/11/2019_FormsUndertakingtoChangeName.pdf
https://www.sec.gov.ph/wp-content/uploads/2019/11/2019_FormsUndertakingtoChangeName.pdf
https://www.sec.gov.ph/wp-content/uploads/2019/11/F-101.doc
https://www.sec.gov.ph/wp-content/uploads/2019/11/F-102.doc

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

7. Certification of Inward Remittance of Foreign Exchange
showing compliance with the minimum paid-up capital
requirement herein or other proof such as Bank
Certification certifying that such capital investment is
deposited and maintained in a bank in the Philippines, if
a foreign retailer has a minimum paid-up capital of
Twenty-Five Million Pesos (P25,000,000.00)

Authorized Agent Bank / Bangko Sentral ng Pilipinas

8. Authenticated/Apostilled Certificate that the Home State
of the Foreign Retailer provides reciprocity to Filipinos, if
the foreign retailer’s country of origins provides for
reciprocity to Filipinos

Proper official of the Home State of the Foreign Retailer or the Local Embassy/Consulate of the
Home State of the Foreign Retailer

FOR ONE PERSON CORPORATION (OPC) AMENDMENT
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

Basic Requirements

1. Cover Sheet for Amendment

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
https://www.sec.gov.ph/wp-content/uj /11 for Amendment.pdf

: WWW,

2. Notarized Resolution signed by the single stockholder
and corporate secretary

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through Single stockholder and corporate secretary

3. Amended Articles of Incorporation

To be provided by the applicant

4. Notarized Secretary's Certificate of no pending case of
intra-corporate dispute

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
https://www.sec.gov.ph /wp-content/uploads/2019/11 /Secretarys Certificate NonExistence Cor

Dispute.pdf

5. Monitoring Clearance

Compliance Monitoring Division (CMD) or through cmd amendment monitoring@sec.gov.ph

Additional Requirements, if applicable

1. Acceptance Letter for Change of Nominee and Alternate
Nominee, (applicable only if the change of nominee and
alternate nominee will be simultaneously filed with other
provision/s to be amended; if none, no need to file for an
amendment)

Nominee and/or Alternate Nominee or through
https://www.sec.gov.ph/wp-content/uploads/2019/10/2019 Sample-Acceptance-Letter-of-Nomin

ees.docx



https://www.sec.gov.ph/wp-content/uploads/2019/11/Cover_Sheet_for_Amendment.pdf
https://www.sec.gov.ph/wp-content/uploads/2019/11/Secretarys_Certificate_NonExistence_Corp_Dispute.pdf
https://www.sec.gov.ph/wp-content/uploads/2019/11/Secretarys_Certificate_NonExistence_Corp_Dispute.pdf
mailto:cmd_amendment_monitoring@sec.gov.ph
https://www.sec.gov.ph/wp-content/uploads/2019/10/2019_Sample-Acceptance-Letter-of-Nominees.docx
https://www.sec.gov.ph/wp-content/uploads/2019/10/2019_Sample-Acceptance-Letter-of-Nominees.docx

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;

in A4 size bond paper)

WHERE TO SECURE

2. Certificate Authorizing Registration, if the Single
Stockholder will be amended/changed

Bureau of Internal Revenue

3. Deed of Assignment from the previous Single
Stockholder, if the shares will be transfer to the new
Single Stockholder

Single Stockholder

4. C(Clearance from other SEC departments, if applicable
For Financial Technology (FinTech) related
business activities

o

O 0O O 0O O O O O O

O O O 0O O 0O O

O

Operators of payment systems;
Payment Service Providers;
Electronic Money Issuers (EMI);
Non-bank EMIs;

Alternative Credit Scoring Companies;
Online Lending Companies;
Peer-to-peer Lending Companies;
Al/Big Data Companies;

InsurTech Companies (InsurTech Service
Providers);

KYC/Security Companies (KYC Service
Providers);

Digital Banks;

Digital Asset Exchanges;

Virtual Asset Service Providers;
Play-to-Earn Platforms;

E-Commerce Companies;
Crowdfunding Platforms;

RegTech Companies (RegTech Service
Providers);

SupTech Companies (SupTech Service
Providers); and

Digital Advisers/Robo-Advisers

PhiliFintech Innovation Office (PI0), for business activities applicable to OPC pursuant to Section 14,
SEC MC No. 7, Series of 2019.

Enforcement and Investor Protection Department (EIPD)

5. Name Verification Slip, for amendment of corporate

name

Corporate Filing and Records Division or request from crmd amend name@sec.gov.ph



mailto:crmd_amend_name@sec.gov.ph

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;

in A4 size bond paper)

WHERE TO SECURE

6. Affidavit of a director, trustees or officer undertaking to
change corporate name, if not stated in the Al

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through

https://www.sec.gov.ph /wp-content/uploads/2019/11/2019 FormsUndertakingtoChangeName.p
df

CLIENT STEPS AGENCY ACTIONS
1. Submits the application to 1. Verifies
crmd_emer_amend1@sec.g completeness of
ov.ph amendment
requirements

1.1.1.1f documents

are complete,
accepts
application for
assignment to
CPRD
processors

1.1.2.1f documents

are incomplete,
returns
application for
compliance

FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
None 5 minutes per Email Handler
application For Amendment of Domestic Corporations

and Partnerships



https://www.sec.gov.ph/wp-content/uploads/2019/11/2019_FormsUndertakingtoChangeName.pdf
https://www.sec.gov.ph/wp-content/uploads/2019/11/2019_FormsUndertakingtoChangeName.pdf
mailto:crmd_emer_amend1@sec.gov.ph
mailto:crmd_emer_amend1@sec.gov.ph

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

2. Waits for the email from the | 2. Processes and None 1 working day & CPRD Amendment Processors
assigned CPRD processor evaluates 7 hours per application
application for
amendment

2.1.1.If compliant,
issues Payment
Assessment
Form (PAF)

2.1.2.If
non-compliant,
issues a
checklist for
compliance
3. Pays thru the filing fee through | 3. Issues the Official Refer to this link for the Refer to Financial Management Department
SEC-accredited landbank Receipt and filing fee:
branches or through eSPAYSEC machine-validated
Payment https://www.sec.gov.ph/m
Assessment Form c-2017/mc-no-03-s-2017-
consolidated-schedule-of-f
ees-and-charges/

4. Submits the documentary 4. Receives and None 5 minutes per CRMD Receiving Staff
requirements with proof of verifies application
payment to the CRMD Receiving documentary
Counter through the company’s requirements and
representatives or through a proof of payment
courier of their choice (e.g. JRS,
LBC, J&T, etc.) 15 minutes Computer Operator

10


https://espaysec.sec.gov.ph/payment-portal/home
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/

5.

CLIENT STEPS

Issuance of signed Certificate

AGENCY ACTIONS
4.1. Retrieves and
prints the

source
documents in
the system and
forwards the
application to
the Support
Staff

5. Prepares and
generates the
Certificate of
Amended Articles of
Incorporation
and/or By-laws

5.1. Reviews the
application and
signs the
Certificate of
Amended
Articles of
Incorporation
and/or By-laws

5.2. Encodes signed
Certificate of
Amended
Articles of
Incorporation
and/or By-laws

FEES TO BE PAID

None

None

None

PROCESSING TIME

5 minutes per
application

5 working days

15 minutes per
application

PERSON RESPONSIBLE

CPRD Staff for Printing of Amendment
Certificate

Approving Officer

Data Analyst

11



CLIENT STEPS
6. Receives the email appointment
from CRMD

7. Proceeds to CRMD Releasing
Section for presentment of the
original proof of payment or
arranges the delivery of the
Certificate through preferred
courier and receives the signed
Certificate of Amended Articles
of Incorporation and/or
By-laws

TOTAL

6.

AGENCY ACTIONS

FEES TO BE PAID
Sends appointment

through email

indicating the date

of release of the

Certificate

Releases signed None
Certificate of

Amended Articles of

Incorporation

and/or By-laws

Refer to this link for the
total filing fee:

https://www.sec.gov.ph/
mc-2017/mc-no-03-s-20
17-consoli -sch 1
e-of-fees-and-charges/

PROCESSING TIME
5 minutes

5 minutes per
application

7 working days

PERSON RESPONSIBLE
Email Handler for the Appointment

CRMD Releasing
Staff

12


https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/

2.Application for Amendment of License of Foreign and Multinational

Corporations

This service details the procedure in applying for amendment of SEC License of foreign branch offices, representative offices, regional

operating headquarters, and regional/area headquarters.

Division & Department/Office | Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification Complex (7 days)

Type of Transaction [JGovernment to Citizen (G2C)
Government to Business (G2B)

[JGovernment to Government (G2G)

Type of Service External Service

Who may avail Target SEC Clients/Stakeholders/Customers Others, please specify: All licensed foreign and multinational corporations through
their Authorized Representatives

Guidelines During Pandemic NO

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

Basic Requirements

1. Cover Sheet for Amendment

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
http://www.sec.gov.ph/services-2 /company-2/amendment

2. Petition for Amendment/Conversion of license

Resident Agent or any authorized representative of the Foreign or Multinational Corporation

3. Authenticated/Apostilled copy of the Board Resolution
approving the amendments/conversion

Board members of the parent company

4. Monitoring Clearance

Compliance Monitoring Division (CMD) or through cmd_foreign_monitoring@sec.gov.ph

Additional Requirements, if applicable

1. Clearance from other SEC departments, if applicable

Corporate Governance and Finance Department (CGFD)

13



http://www.sec.gov.ph/services-2/company-2/amendment/

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

e For Investment company, Financing and Lending
companies, issuers of proprietary or non-proprietary
membership (i.e. golf clubs), listed and public
companies and foundation

e For Capital Market Institutions (i.e. Exchange, Broker,
Dealer, Investment House

e For Financial Technology (FinTech) related business
activities

* Operators of payment systems;

= Payment Service Providers;

= Electronic Money Issuers (EMI);

= Non-bank EMIs;

=  Alternative Credit Scoring Companies;

* Online Lending Companies;

= Peer-to-peer Lending Companies;

= Al/Big Data Companies;

* InsurTech Companies (InsurTech Service
Providers);

= KYC/Security Companies (KYC Service
Providers);

= Digital Banks;

= Digital Asset Exchanges;

»  Virtual Asset Service Providers;

» Play-to-Earn Platforms;

= E-Commerce Companies;

* Crowdfunding Platforms;

* RegTech Companies (RegTech Service
Providers);

» SupTech Companies (SupTech Service
Providers); and

» Digital Advisers/Robo-Advisers

Markets and Securities Regulation Department (MSRD)

PhiliFintech Innovation Office (P10)

Enforcement and Investor Protection Department (EIPD)

2. Endorsement from other government agencies

Bangko Sentral ng Pilipinas

14




CHECKLIST OF REQUIREMENTS WHERE TO SECURE
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

e Bank, Pawnshop and other Financial Intermediaries
with Quasi-Banking Functions, Money Changer and Insurance Commission
Remittance Services

e Insurance/Mutual Benefit Association/ Health
Maintenance Organization

3. Name Verification Slip, for amendment of corporate name Corporate Filing and Records Division or request from crmd amend name@sec.gov.ph

4. Affidavit of a resident agent, director, trustees or duly Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
authorized officer undertaking to change corporate name, if download through
not stated in any of the submitted forms https://www.sec.gov.ph /wp-content/uploads/2019/11/2019 FormsUndertakingtoChangeNa

me.pdf
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submits the application to 1. Verifies completeness None 5 minutes per Email Handler
crmd amend foreign@sec.gov.ph of amendment application For Amendment of Foreign Corporations
requirements

1.1.1.If documents are
complete, accepts
documents for
assignment to
CPRD processors

1.1.2.If documents are
incomplete,
returns
documents to
clients for

compliance
2. Waits for the email from the 2. Processes and None 1 working day & 7 CPRD Amendment Processors
assigned CPRD processor evaluates application hours per
for amendment application

15



mailto:crmd_amend_name@sec.gov.ph
https://www.sec.gov.ph/wp-content/uploads/2019/11/2019_FormsUndertakingtoChangeName.pdf
https://www.sec.gov.ph/wp-content/uploads/2019/11/2019_FormsUndertakingtoChangeName.pdf
mailto:crmd_amend_foreign@ssec.gov.ph

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

2.1.1.1f complete and
compliant, issues
Payment
Assessment Form

2.1.2.1f non-compliant,
issues a checklist
for compliance

Pays filing fee through

SEC-accredited landbank branches

or through eSPAYSEC

Issues the Official
Receipt and
machine-validated
Payment Assessment
Form

Refer to this link for the
filing fee:

https://www.sec.gov.ph/

mc-2017/mc-no-03-s-20
17-consolidated-schedul
e-of-fees-and-charges/

Refer to Financial Management Department

Submits the documentary Receives and verifies None 5 minutes per CRMD Receiving Staff
requirements with proof of documentary application
payment to the CRMD Receiving requirements and
Counter through the company’s proofs of payment
representatives or through a
courier of their choice (e.g. JRS, 4.1. Retrieves and
LBC, J&T, etc.) prints the source
documents in the
system and
forwards the
application to the 15 minutes Computer Operator
Support Staff
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https://espaysec.sec.gov.ph/payment-portal/home
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

5.

Issuance of signed Certificate

Prepares and
generates the
Certificate of
Amended License of
Foreign or
Multinational
Corporations

5.1. Reviews the
application and
signs the
Certificate of
Amended License
of Foreign or
Multinational
Corporations

5.2. Encodes signed
Certificate of
Amended License
of Foreign or
Multinational
Corporations

None

None

None

10 minutes per
application

5 working days

15 minutes per
application

CPRD Staff for Printing of Amendment
Certificate

Approving Officer

Data Analyst

Receives the email appointment

from CRMD

Sends appointment
through email
indicating the date of
release of the
Certificate

5 minutes

Email Handler for the Appointment

Proceeds to CRMD Releasing
Section for presentment of the
original proof of payment and

Releases signed
Certificate of
Amended License of

receives the signed Certificate of Foreign or
Amended License of Foreign or Multinational
Multinational Corporations Corporations

None

5 minutes per
application

CRMD Releasing
Staff

17




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
TOTAL Refer to this link for the 7 working days
total filing fee:

https://www.sec.gov.ph
/mc-2017 /mc-no-03-s-
2017-consolidated-sch

es/

18



https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/

3.Application for Amendment of Partnerships

This service details the procedure in applying for amendment of the Articles of Partnerships.

Division & Department/Office Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification Complex (7 days)

Type of Transaction [1Government to Citizen (G2C)
Government to Business (G2B)
[L]Government to Government (G2G)

Type of Service External Service
Who may avail Target SEC Clients/Stakeholders/Customers Others, please specify: All registered domestic corporations through their
Authorized Representatives
Guidelines During Pandemic NO
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)
Basic Requirements
1. Cover Sheet for Amendment Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
https://www.sec.gov.ph/wp-content/uploads/2019/11/Cover_Sheet for Amendment.pdf
2. Amended Articles of Partnership To be provided by the Applicant

Additional Requirements, if applicable

1. Clearance from other SEC departments, if applicable
e For Financial Technology (FinTech) related business PhiliFintech Innovation Office (PI0)
activities
= Operators of payment systems; Enforcement and Investor Protection Department (EIPD)
* Payment Service Providers;
» Electronic Money Issuers (EMI);
= Non-bank EMIs;
= Alternative Credit Scoring Companies;
*  Online Lending Companies;
» Peer-to-peer Lending Companies;
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

* Al/Big Data Companies;

* InsurTech Companies (InsurTech Service
Providers);

= KYC/Security Companies (KYC Service
Providers);

= Digital Banks;

= Digital Asset Exchanges;

= Virtual Asset Service Providers;

» Play-to-Earn Platforms;

= E-Commerce Companies;

* Crowdfunding Platforms;

* RegTech Companies (RegTech Service
Providers);

» SupTech Companies (SupTech Service
Providers); and

» Digital Advisers/Robo-Advisers

Endorsement from other government agencies

e Money Changer and Remittance Services Bangko Sentral ng Pilipinas
e [nsurance Insurance Commission
Name Verification Slip, for amendment of the partnership Corporate Filing and Records Division or request from crmd amend name@sec.gov.ph
name
Undertaking of the Partner to change partnership name, if Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
not stated in the AP download through
https://www.sec.gov.ph/wp-content/uploads/2019/11/2019 FormsUndertakingtoChangeNa
me.pdf
Deed of Assignment of partnership interest and or To be provided by the Applicant

documents showing withdrawal, resignation, retirement and
death of a partner, if the provision to be amended is the
change of partners
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https://www.sec.gov.ph/wp-content/uploads/2019/11/2019_FormsUndertakingtoChangeName.pdf

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)
6. F-106, if the provision for amendment is to have foreign Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
equity of a registered partnership download through
https://www.sec.gov.ph/wp-content/uploads/2019/11/F-106.doc
7. F-107, if provision for amendment is to further increase the Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
foreign equity of a registered partnership download through
https://www.sec.gov.ph/wp-content/uploads/2019/11/F-107.doc
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submits the application to 1. Verifies completeness of None 5 minutes per Email Handler
crmd emer amend1@sec.gov.p amendment requirements application For Amendment of Domestic Corporations
h and Partnerships

1.1.1.If documents are
complete, accepts
documents for
assignment to CPRD
processors

1.1.2.*If documents are
incomplete, returns
documents to clients
for compliance

2. Waits for the email from the 2. Processes and evaluates None 1 working day, 7 CPRD Amendment Processors
assigned CPRD processor application for amendment hours, and 25
minutes per
2.1.1.1f complete and application
compliant, issues
Payment Assessment
Form

2.1.2.1f non-compliant,
issues a checklist for
compliance
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3.

5.

6. Receives the email appointment

CLIENT STEPS
Pays the filing fee through
SEC-accredited landbank

branches or through eSPAYSEC

Submits the documentary
requirements with proof of

payment to the CRMD Receiving
Counter through the company’s

representatives or through a

courier of their choice (e.g. JRS,

LBC, J&T, etc.)

Issuance of signed Certificate

from CRMD

5.

6.

AGENCY ACTIONS
Issues the Official Receipt
and machine-validated
Payment Assessment Form

Receives and verifies
documentary requirements
and proofs of payment

4.1. Retrieves and prints the
source documents in
the system and
forwards the
application to the
Support Staff

Prepares and generates the

Certificate of Amended

Articles of Partnership

5.1. Reviews the application
and signs the Certificate
of Amended Articles of
Partnership

5.2. Encodes signed
Certificate of Amended
Articles of Partnership

Sends appointment through

email indicating the date of

release of the Certificate

FEES TO BE PAID
Refer to this link for
the filing fee:

https://www.sec.gov.

ph/mc-2017/mc-no-0

3-s-2017-consolidate

d-charges/

None

None

None

None

None

None

PROCESSING TIME

5 minutes per
application

15 minutes per
application

5 minutes per
application

5 working days per
application

15 minutes per
application

5 minutes

PERSON RESPONSIBLE
Refer to Financial Management Department

CRMD Receiving Staff

Computer Operator

CPRD Staff for Printing of Amendment
Certificate

Approving Officer

Data Analyst

Email Handler for the Appointment
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CLIENT STEPS

7. Proceeds to CRMD Releasing
Section for presentment of the
original proof of payment and
receives the signed Certificate
of Amended Articles of
Partnership

TOTAL

AGENCY ACTIONS
7. Releases signed Certificate
of Amended Articles of
Partnership

FEES TO BE PAID
None

Refer to this link for
the total filing fee:

https://www.sec.gov

.ph/mc-2017 /mc-no
-03-s-2017-consolid

ated-schedule-of-fee

s-and-charges/

PROCESSING TIME
5 minutes per
application

7 working days

PERSON RESPONSIBLE
CRMD Releasing
Staff
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4. Application for Conversion of One Person Corporation (OPC) to Ordinary Stock
Corporation (0SC)

This service details the procedure in applying for conversion of One Person Corporation (OPC) to Ordinary Stock Corporation (0SC).

Division & Department/Office

Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification

Highly Technical (20 days)

Type of Transaction

[JGovernment to Citizen (G2C)
Government to Business (G2B)
[1Government to Government (G2G)

Type of Service

External Service

Who may avail

Target SEC Clients/Stakeholders/Customers

Others, please specify: All registered domestic corporations through their
Authorized Representatives

Guidelines During Pandemic

NO

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

Basic Requirements

1. Cover Sheet for Amendment

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
https://www.sec.gov.ph/wp-content/uploads/2019/11/Cover Sheet for Amendment.pdf

2. Notice of Conversion of a One Person Corporation to
Ordinary Stock Corporation in the form prescribed by the

Commission

e Signed by the holder of shares of the outstanding
shares of the capital stock;

e Signed by the Corporation’s Corporate Secretary
e Filed with the Commission within sixty (60) days
from such transfer of shares in accordance to

Sections 8 to 10 of SEC MC No. 27, series of 2020

https://www.sec.gov.ph/mc-2020/mc-no-27-s-2020/

3. Original or Certified True Copy of the documents
effecting the transfer/s of full title/ownership of shares:

To be provided by the Applicant
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CHECKLIST OF REQUIREMENTS

(2 sets of original documents, 2 sets of photocopies;

in A4 size bond paper)

WHERE TO SECURE

Subscription contracts, deeds of assignment, or
any legal document declaring the legal heirs of
the single stockholders

4. Certificate Authorizing Registration/Tax Clearance

Bureau of Internal Revenue

5. Articles of Incorporation and By-laws of an OSC filed in
accordance with the requirements provided under
Section 14 of the RCC, which shall comply with and/or
contain the following:

Duly prepared, signed and acknowledged or
authenticated by the stockholders who voted for
their adoption, and by the corporation’s
treasurer;

Must clearly state that signatories voluntarily
agreed to convert OPC to OSC in the following
manner:

“KNOW ALL MEN BY THESE PRESENTS:

The undersigned stockholder/s, of legal age,

voluntarily agreed to convert a one person
corporation (OPC) to Ordinary Stock Corporation
(OSC) under the laws of the Republic of the
Philippines and certify the following.
Provision/article indicating the name/s and
address of the original incorporator of the OPC
Provisions/articles reflecting the number of
directors, their names and addresses, as well as
their subscription and payment details, and;
Other details particular to an OSC shall likewise
be indicated in accordance with the provisions of
the RCC and guidelines that the Commission has
issued and/or may hereafter issue

Section 14 of the Revised Corporation Code of the Philippines (RCC)
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CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

e The following shall likewise be added as a new
Article in the Articles of Incorporation of the
Ordinary Stock Corporation (0SC)

“Upon issuance by the Securities and

Exchange Commission of the Certificate of Filing of
Amended Articles of Incorporation and of By-laws
of this corporation, reflecting its conversion into an
Ordinary Stock Corporation (0SC), the attached
Articles of Incorporation of the One Person
Corporation (OPC) shall be deemed superseded.”

6. Copy of the latest Articles of Incorporation of the OPC
shall be attached to the Articles of Incorporation of the
Ordinary Stock Corporation (0SC)

To be provided by the Applicant

7. Notarized Secretary’s Certificate of No Intra corporate
Dispute

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR

download through

https://www.sec.gov.ph/wp-content/uploads/2019/11/Secretarys_Certificate NonExistence Corp

Dispute.pdf

Additional Requirements, if applicable

1. Name Reservation Slip, for amendment of corporate
name

Corporate Filing and Records Division or request from crmd amend name@sec.gov.ph

2. Monitoring Clearance

Compliance Monitoring Division (CMD) or through cmd amendment monitoring@sec.gov.ph

3. Clearance from other SEC departments, if applicable

e For Investment company, Financing and Lending
companies, issuers of proprietary or
non-proprietary membership (i.e. golf clubs),
listed and public companies and foundation

e For Capital Market Institutions (i.e. Exchange,
Broker, Dealer, Investment House

e For Financial Technology (FinTech) related
business activities

0 __Operators of payment systems;

Corporate Governance and Finance Department (CGFD)

Markets and Securities Regulation Department (MSRD)
PhiliFintech Innovation Office (PIO)

Enforcement and Investor Protection Department (EIPD)
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

Payment Service Providers;

Electronic Money Issuers (EMI);

Non-bank EMIs;

Alternative Credit Scoring Companies;

Online Lending Companies;

Peer-to-peer Lending Companies;

Al/Big Data Companies;

InsurTech Companies (InsurTech Service

Providers);

KYC/Security Companies (KYC Service

Providers);

Digital Banks;

Digital Asset Exchanges;

Virtual Asset Service Providers;

Play-to-Earn Platforms;

E-Commerce Companies;

Crowdfunding Platforms;

RegTech Companies (RegTech Service

Providers);

o SupTech Companies (SupTech Service
Providers); and

o Digital Advisers/Robo-Advisers

@] © O OO0 o o0 o0 O

©C O O o0 o o o

8. Endorsement clearance from appropriate Government Bangko Sentral ng Pilipinas - Bank, Pawnshop and other Financial Intermediaries with
agencies Quasi-Banking Functions, Money Changer and Remittance Services
Insurance Commission - Insurance/Mutual Benefit Association/ Health Maintenance Organization

Undertaking to Change Corporate Name duly executed Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
under oath by the director of the OSC, if not yetincluded | download through
in the Articles of Incorporation : e

NP WWW o0

df
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CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

10. Undertaking to Assume All Liabilities of the OPC, duly
executed under oath by all stockholders of the OSC, if not
yet included in the Articles of Incorporation.

To be provided by the Applicant

CLIENT STEPS AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME PERSON RESPONSIBLE

1. Submits the application to 1. Verifies
crmd emer amend1@sec.gov.p completeness of
h amendment
requirements

1.1.1.If documents are
complete,
accepts
documents for
assignment to
CPRD processors

1.1.2.If documents are
incomplete,
return
documents to
clients for
compliance

None

5 minutes per Email Handler
application For Amendment of Domestic Corporations
and Partnerships

2. Waits for the email from the 2. Processes and
assigned CPRD processor evaluates

application for

amendment

2.1. If compliant,
issues Payment
Assessment

Form

None

9 working day & CPRD Amendment Processors
7 hours per
application
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
2.2. If non-compliant,
issues a checklist for
compliance
Pays the filing fee through 3. Issues the Official Refer to this link for the Refer to Financial Management Department
SEC-accredited landbank Receipt and filing fee:
branches or through eSPAYSEC machine-validated
Payment https: //www.sec.gov.ph/mc
Assessment Form -2017/mc-n0-03-s-2017-co
nsolidated-schedule-of-fees
-and-charges/
Submits the documentary 4. Receives and None 5 minutes per CRMD Receiving Staff
requirements with proof of verifies application
payment to the CRMD Receiving documentary
Counter through the company’s requirements and
representatives or through a proofs of payment
courier of their choice (e.g. JRS,
LBC, J&T, etc.) 4.1. Retrieves and 15 minutes
prints the
source
documents in Computer Operator
the system and
forwards the
application to
the Support
Staff
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

5.

Issuance of signed Certificate

5.

Prepares and
generates the
Certificate of
Amended Articles of
Incorporation
and/or By-laws

5.1. Reviews the
application and
signs the
Certificate of
Amended
Articles of
Incorporation
and/or By-laws

5.2. Encodes signed
Certificate of
Amended
Articles of
Incorporation
and/or By-laws

None

None

None

5 minutes per
application

10 working days

15 minutes per
application

CRMD Receiving Staff

Approving Officer

Data Analyst

Receives the email appointment

from CRMD

Sends appointment
through email
indicating the date
of release of the
Certificate

None

5 minutes

Email Handler for the Appointment

Proceeds to CRMD Releasing

Section for presentment of the
original proof of payment and
receives the signed Certificate

Releases signed
Certificate of
Amended Articles of
Incorporation
and/or By-laws

None

5 minutes per
application

CRMD Releasing
Staff

TOTAL

Refer to this link for the
total filing fee:

20 working days
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

https: //www.sec.gov.ph

mc-2017/mc-no-03-s-201

7-consolidated-schedule-

of-fees-and-charges/
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5.Application for Conversion of Ordinary Stock Corporation (0SC) to One Person
Corporation (OPC)

This service details the procedure for applying for conversion of Ordinary Stock Corporation (OSC) to One Person Corporation (OPC)

Division & Department/Office Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification Highly Technical (20 days)

Type of Transaction LJGovernment to Citizen (G2C)
Government to Business (G2B)
[JGovernment to Government (G2G)

Type of Service External Service
Who may avail Target SEC Clients/Stakeholders/Customers Others, please specify: All registered domestic corporations through their
Authorized Representatives
Guidelines During Pandemic NO
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)
Basic Requirements
1. Cover Sheet for Amendment Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR

download through
https://www.sec.gov.ph/wp-content/uploads/2019/11/Cover Sheet for Amendment.pdf

2. Notice of Conversion of an Ordinary Stock Corporation to | https://www.sec.gov.ph/mc-2020/mc-no-27-s-2020/
a One Person Corporation in the form prescribed by the
Commission

e Signed by the single stockholder who has
acquired all the outstanding shares of the capital
stock of an ordinary corporation;

e Signed by the Corporation’s Corporate Secretary

3. Original or Certified True Copy of the documents To be provided by the Applicant
effecting the transfer/s of full title/ownership of shares:
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e Deeds of Assignment or any legal document
transferring the shares to the single stockholder
and if applicable,

e Certified True Copy of Proof of Authority to act on
behalf of the trustee/estate

4. Certificate Authorizing Registration/Fax€learanee Bureau of Internal Revenue
5. Notarized Secretary’s Certificate of No Intra corporate Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR

Dispute download through

https://www.sec.gov.ph/wp-content/uploads/2019/11/Secretarys Certificate NonExistence Cor
Dispute.pdf

6. Articles of Incorporation of an OPC (with sample form at | Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR

the SEC Website) download through

e Must be duly prepared, signed and acknowledged | https://www.sec.gov.p

or authenticated by the single stockholder and by | rson-corporation-opc/
the corporation’s Treasurer

e Provision/article indicating the name/s and
address/es of the original incorporator/s of the
0sc

e Provision/articles on the number of directors,
their payment details were modified to reflect the
name, address, subscription and payment details
of the single stockholder in the form prescribed
by the Commission

e Other details particular to an OPC indicated in MC
No. 07, Series of 2019.

e Must contain the following as a new Article in the
Articles of Incorporation of the One Person
Corporation:

“Upon issuance by the Securities and
Exchange Commission of the Certificate of Filing of Amended
Articles of Incorporation, reflecting its conversion into a One
Person Corporation, the attached Articles of Incorporation of the
Ordinary
Stock Corporation shall be deemed superseded
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7. Copy of the latest Articles of Incorporation of the
Ordinary Stock Corporation (0SC)

To be provided by the Applicant

8. Letter of acceptance of appointment by Nominee and

Alternate Nominee https://www.sec.gov.ph/wp-content/uploads/2019/10/2019 Sample-Acceptance-Letter-of-Nomi
nees.docx

Nominee and/or Alternate Nominee or through

9. Self-appointed Treasurer’s Bond, if applicable

To be provided by the Applicant

10. Name Reservation Slip, for amendment of corporate

name

Corporate Filing and Records Division or request from crmd amend name@sec.gov.ph

11. Monitoring Clearance

Compliance Monitoring Division (CMD) or request from cmd_amendment monitoring@sec.gov.ph |

Additional Requirements, if applicable

1. Clearance from other SEC departments, if applicable

o ©C O OO0 OO0 0O o O

© O 00 o o0 oo

0

For Financial Technology (FinTech) related
business activities

Operators of payment systems;

Payment Service Providers;

Electronic Money Issuers (EMI);
Non-bank EMIs;

Alternative Credit Scoring Companies;
Online Lending Companies;

Peer-to-peer Lending Companies;

Al/Big Data Companies;

InsurTech Companies (InsurTech Service
Providers);

KYC/Security Companies (KYC Service
Providers);

Digital Banks;

Digital Asset Exchanges;

Virtual Asset Service Providers;
Play-to-Earn Platforms;

E-Commerce Companies;

Crowdfunding Platforms;

RegTech Companies (RegTech Service Providers);
SupTech Companies (SupTech Service Providers);

and
Digital Advisers/Robo-Advisers

Corporate Governance and Finance Department (CGFD)

Markets and Securities Regulation Department (MSRD)
PhiliFintech Innovation Office (PIO)

Enforcement and Investor Protection Department (EIPD)

4. Endorsement from other government agencies
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e [nsurance Bangko Sentral ng Pilipinas
e Health Maintenance Organization

Insurance Commission

5. Undertaking to Change Corporate Name duly executed Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
under oath by the Single Stockholder of the sole download through
remaining director, If not yet included in the Articles of https://www.sec.go
Incorporation df

6. Undertaking to Assume All Liabilities of the OCS, duly To be provided by the Applicant

executed under oath by the single stockholder of the OPC,
if not yet included in the Articles of Incorporation.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submits the application to 1. Verifies None 5 minutes per Email Handler
crmd emer amend1@sec.gov.ph completeness of application For Amendment of Domestic Corporations
amendment and Partnerships
requirements

1.1. If documents are
complete, accepts
documents for
assignment to CPRD
processors

1.2. If documents are
incomplete, return
documents to clients for

compliance
2. Waits for the email from the 2. Processes and None 9 working day & CPRD Amendment Processors
assigned CPRD processor evaluates 7 hours, and 5 minutes
application for per application
amendment
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

2.1.1 If compliant,
issues Payment
Assessment Form

3.1.1.If non-compliant,
issues a checklist
for compliance

Pays through, SEC-accredited 4. Issues the Official Refer to this link for the Refer to Financial Management Department
landbank branches or through Receipt and filing fee:
eSPAYSEC machine-validated

Payment https://www.sec.gov.ph/mc

Assessment Form -2017/mc-n0-03-s-2017-co

nsolidated-schedule-of-fees

-and-charges/

Submits the documentary 8. Receives and None 5 minutes per CRMD Receiving Staff
requirements with proof of verifies application
payment to the CRMD Receiving documentary
Counter through the company’s requirements and
representatives or through a proofs of payment
courier of their choice (e.g. JRS, 15 minutes minutes Computer Operator
LBC, J&T, etc.) 4.1. Retrieves and
prints the
source

documents in
the system and
forwards the
application to
the Support
Staff
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

9. Issuance of signed Certificate

6.

Prepares and
generates the
Certificate of
Amended Articles of
Incorporation
and/or By-laws

6.1. Reviews the
application and
signs the
Certificate of
Amended
Articles of
Incorporation
and/or By-laws

6.2. 5.3. Encodes
signed
Certificate of
Amended
Articles of
Incorporation
and/or By-laws

None

None

None

5 minutes per
application

10 working days

15 minutes per
application

CRMD Receiving Staff

Approving Officer

Data Analyst

10. Receives the email appointment
from CRMD

Sends appointment
through email
indicating the date
of release of the
Certificate

5 minutes

Email Handler for the Appointment

11. Proceeds to CRMD Releasing
Section for presentment of the
original proof of payment and
receives the signed Certificate

Releases signed
Certificate of
Amended Articles of
Incorporation
and/or By-laws

None

5 minutes per
application

CRMD Releasing
Staff

TOTAL

Refer to this link for the
total filing fee:

20 working days

37




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

https://www.sec.gov.ph

mc-2017/mc-no-03-s-201

7-consolidated-schedule-

of-fees-and-charges/
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6.Application for Dissolution of Partnerships

This service details the procedure in applying for the dissolution of partnerships.

Division & Department/Office Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification Complex (7 days)

Type of Transaction [1Government to Citizen (G2C)
Government to Business (G2B)
[L]Government to Government (G2G)

Type of Service External Service
Who may avail Target SEC Clients/Stakeholders/Customers Others, please specify: All registered partnerships through their Authorized
Representatives
Guidelines During Pandemic NO
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

Basic Requirements

11. Cover Sheet for Amendment Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR

download through
https://www.sec.gov.ph/wp-content/uploads/2019/11/Cover_Sheet for Amendment.pdf

12. Articles of Dissolution or Affidavit of Dissolution To be provided by the Applicant

13. BIR Tax Clearance Bureau of Internal Revenue
Additional Requirements, if applicable

14. Endorsement from other government agencies

e Money Changer and Remittance Services Bangko Sentral ng Pilipinas
e [nsurance Insurance Commission
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Submits the application to 1. Verifies completeness None 5 minutes per Email Handler

crmd emer amend1@sec.gov.p of dissolution application For Amendment of Domestic Corporations

h requirements and Partnerships
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1.1.1.If documents
are
complete,
accepts
documents
for
assignment
to CPRD
processors

1.1.2.If documents
are
incomplete,
returns
documents
to clients for
compliance

2. Waits for the email from the 2. Processes and None 1 working day, 7 CPRD Processors
assigned CPRD processor evaluates application hours and 5 minutes
for amendment per application

2.1.1.1f complete
and
compliant,
issues
Payment
Assessment
Form

2.1.2.1f
non-complia
nt, issues a
checklist for
compliance




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

Pays the filing fee through
SEC-accredited landbank
branches or through eSPAYSEC

Issues the Official
Receipt and
machine-validated
Payment Assessment
Form

Refer to this link for the
filing fee:

https://www.sec.gov.ph/mc
-2017/mc-no-03-s-2017-co
nsolidated-schedule-of-fees

-and-charges/

Submits the documentary
requirements with proof of
payment to the CRMD Receiving
Counter through the company’s
representatives or through a
courier of their choice (e.g. JRS,
LBC, J&T, etc.)

Receives and verifies
documentary
requirements and
proofs of payment

4.1. Retrieves and
prints the source
documents in the
system and
forwards the
application to the
Support Staff

Refer to Financial Management
Department

None

None

5 minutes

15 minutes

CRMD Receiving Staff

Computer Operator

Issuance of signed Certificate

Prepares and
generates the
Certificate of
Dissolution of
Partnership

5.1. Reviews the
application and
signs the
Certificate of
Dissolution of
Partnership

5.2. Encodes signed
Certificate of
Dissolution of
Partnership

None

None

None

5 minutes

5 working days

15 minutes per
application

CPRD Staff for Printing of Amendment
Certificate

Approving Officer

Data Analyst
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
6. Receives the email appointment Sends appointment 5 minutes Email Handler for the Appointment
from CRMD through email
indicating the date of
release of the
Certificate
7. Proceeds to CRMD Releasing Releases signed None 5 minutes per

CRMD Releasing

Section for presentment of the Certificate of application Staff
original proof of payment and Dissolution of
receives the signed Certificate Partnership
of Dissolution of Partnership
TOTAL Refer to this link for the 7 working days

total filing fee:

https://www.sec.gov.ph

mc-2017/mc-no-03-s-201

7-consolidated-schedule-

of-fees-and-charges/
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7.Application for Increase of Capital Stock for One Person Corporation via Cash

This service details the procedure in applying for increase of capital stock for One Person Corporation via Cash

Division & Department/Office Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification Highly Technical (20 days)

Type of Transaction [1Government to Citizen (G2C)
Government to Business (G2B)
[L]Government to Government (G2G)

Type of Service External Service

Who may avail Target SEC Clients/Stakeholders/Customers Others, please specify: All registered domestic corporations through their
Authorized Representatives

Guidelines During Pandemic NO

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

Basic Requirements

1. Cover Sheet for Amendment

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through

https://www.sec.gov.ph/wp-content/uploads/2019/11/Cover_Sheet for Amendment.pdf

2. Amended Articles of Incorporation

To be provided by the Applicant

3. Notarized Secretary's Certificate of no pending case of
intra-corporate dispute

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through

https: //www.sec.gov.ph /wp-content/uploads/2019/11/Secretarys Certificate NonExistence Cor
Dispute.pdf

4. Monitoring Clearance

Compliance Monitoring Division (CMD) or request from cmd amendment monitoring@sec.gov.ph

5. Treasurer’s Affidavit
e certifying the amount of subscribed and paid-up
capital; and
e indicating the mode of payment

To be provided by the Applicant
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6. Subscription Contract (with bank deposit slip
/Acknowledgment Receipt signed by the Treasurer/Bank
Statement) signed by the President/Director and the
Corporate Secretary

To be provided by the Applicant

7. OPC Resolution
e indicating the name of OPC;
e Signed by the Sole Stockholder and Corporate
Secretary;
e indicating the proposed amendments; and
e date of resolution.

Single Stockholder and Corporate Secretary

8. Certificate of Increase of Capital Stock

Public Assistance Counter/Desk
https://www.sec.gov.ph/wp-content/uploads/2022/03/2022SECForm_CERTIFICATE-OF-INCREAS
E-OF-AUTHORIZED-CAPITAL-STOCK-OF-OPC.docx

Additional Requirements, if applicable

1. Registration under Foreign Investments Act (FIA), if the
foreign equity increased to more than 40%

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through through
https://www.sec.gov.ph/wp-content/uploads/2019/11/SEC Form _No.F-100.pdf

o Endorsement from other SEC
departments/offices:
o For Financial Technology (FinTech) related
business activities
= Operators of payment systems;
= Payment Service Providers;
» Electronic Money Issuers (EMI);
= Non-bank EMIs;
= Alternative Credit Scoring Companies;
* Online Lending Companies;
= Peer-to-peer Lending Companies;
= Al/Big Data Companies;
* InsurTech Companies (InsurTech Service
Providers);
» KYC/Security Companies (KYC Service
Providers);
= Digital Banks;
= Digital Asset Exchanges;
= Virtual Asset Service Providers;

PhiliFintech Innovation Office (PIO), for business activities applicable to OPC pursuant to Section 14
of SEC Memorandum Circular No. 7, Series of 2019

Enforcement and Investor Protection Department (EIPD)

44



https://www.sec.gov.ph/wp-content/uploads/2019/11/SEC_Form_No.F-100.pdf

= Play-to-Earn Platforms;

= E-Commerce Companies;

*  Crowdfunding Platforms;

= RegTech Companies (RegTech Service
Providers);

* SupTech Companies (SupTech Service
Providers); and

= Digital Advisers/Robo-Advisers

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

1. Submits the application to 1. Verifies None 5 minutes per Email Handler
crmd emer amend1@sec.gov.p completeness of application For Amendment of Domestic Corporations
h amendment and Partnerships
requirements

1.1.1.If
documents
are
complete,
accepts
documents
for
assignment
to CPRD
processors
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1.1.2.If
documents
are
incomplete,
return
documents
to clients
for
compliance

2. Waits for the email from the
assigned CPRD processor

Processes and
evaluates
application for
amendment

2.1.1.1If
compliant,
forwards
the
application
to the
Reviewing
Officer

2.1.2.1f
non-compli
ant, issues
a checklist
for
compliance

2.2. Reviews the
application

None

9 working day &
7 hours, and 5
minutes

2 working days

CPRD Amendment Processors

CPRD Reviewing Officer
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

2.2.1.If
compliant,
returns
back to the
Processor
for
issuance of
PAF

2.2.2.If
non-compli
ant, returns
back to the
Processor
for
compliance

Pays the filing fee through
SEC-accredited landbank

branches or through eSPAYSEC

3.

Issues the Official
Receipt and
machine-validated
Payment Assessment
Form

Refer to this link for the
filing fee:

https://www.sec.gov.ph/mc

-2017/mc-no-03-s-2017-co
nsolidated-schedule-of-fees
-and-charges/

Refer to Financial Management Department

Submits the documentary
requirements with proof of

payment to the CRMD Receiving
Counter through the company’s

representatives or through a

courier of their choice (e.g. JRS,

LBC, J&T, etc.)

Receives and verifies
documentary
requirements and
proofs of payment

None

5 minutes per
application

15 minutes

CRMD Receiving Staff

Computer Operator
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

4.1. Retrieves and
prints the
source
documents in

the system and

forwards the
application to
the Support
Staff

5.

Issuance of signed Certificate

Prepares and
generates the
Certificate of

Amended Articles of

Incorporation
and/or By-laws

5.1. Reviews the

application and

signs the
Certificate, if
approved

5.2. Encodes signed

Certificate of
Amended
Articles of
Incorporation

and/or By-laws

None

None

None

5 minutes per
application

10 working days

15 minutes per
application

CPRD Staff for Printing of Amendment
Certificate

Approving Officer

Data Analyst

6. Receives the email appointment

from CRMD

Sends appointment

through email

indicating the date of

release of the
Certificate

None

5 minutes

Email Handler for the Appointment
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
7. Proceeds to CRMD Releasing Releases signed None 5 minutes per CRMD Releasing
Section for presentment of the Certificate of application Staff
original proof of payment and Amended Articles of
receives the signed Certificates Incorporation
and/or By-laws
TOTAL Refer to this link for the 20 working days

total filing fee:

https://www.sec.gov.ph

mc-2017/mc-no-03-s-201

7-consolidated-schedule-

of-fees-and-charges/

49



https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/

8.Application for Withdrawal of License of Foreign or Multinational Corporations

This service details the procedure in applying for withdrawal of SEC License of foreign branch offices, representative offices, regional
operating headquarters, and regional /area headquarters.

Division & Department/Office

Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification

Highly Technical (20 days)

Type of Transaction

LJGovernment to Citizen (G2C)
Government to Business (G2B)
[1Government to Government (G2G)

Type of Service

External Service

Who may avail

Target SEC Clients/Stakeholders/Customers

Others, please specify: All licensed foreign and multinational corporations through
their Authorized Representatives

Guidelines During Pandemic

NO

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

Basic Requirements

1. Cover Sheet

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through

https://www.sec.gov.ph/wp-content/uploads/2019/11/Cover Sheet for Amendment.pdf

2. Petition for Withdrawal of License

To be provided by the Applicant

3. Authenticated/Apostilled copy of the Board Resolution
authorizing the withdrawal of license

To be provided by the Applicant

4. Audited Financial Statements (AFS)
e as of the last fiscal year of operation or latest filed
e stamped received by the BIR and SEC

To be provided by the Applicant

List of creditors, if any, and their consent, OR notarized
certification as to non-existence of creditors (Note: to be
verified against the AFS)

Applicant Foreign or Multinational Corporation

Original license issued by SEC

Applicant Foreign or Multinational Corporation
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https://www.sec.gov.ph/wp-content/uploads/2019/11/Cover_Sheet_for_Amendment.pdf

7. Publisher's affidavit evidencing the publication of the notice
of withdrawal (once a week for three [3] consecutive weeks )

Applicant Foreign or Multinational Corporation; Newspaper publisher of general circulation

8. Endorsement/Clearance from the Board of Investments (for
RHQ and ROHQ)

Board of Investments (BOI)

9. Tax Clearance

Bureau of Internal Revenue (BIR)

Additional Requirements, if applicable

1. Clearance from other SEC departments, if applicable

e For Investment company, Financing and Lending
companies, issuers of proprietary or non-proprietary
membership (i.e. golf clubs), listed and public
companies and foundation

e For Capital Market Institutions (i.e. Exchange, Broker,
Dealer, Investment House

e For Financial Technology (FinTech) related business
activities

(]

] © ©0 0O o0 o o0 o o

© O O o0 o o o

Operators of payment systems;
Payment Service Providers;

Electronic Money Issuers (EMI);
Non-bank EMIs;

Alternative Credit Scoring Companies;
Online Lending Companies;
Peer-to-peer Lending Companies;
Al/Big Data Companies;

InsurTech Companies (InsurTech Service
Providers);

KYC/Security Companies (KYC Service
Providers);

Digital Banks;

Digital Asset Exchanges;

Virtual Asset Service Providers;
Play-to-Earn Platforms;

E-Commerce Companies;
Crowdfunding Platforms;

RegTech Companies (RegTech Service
Providers);

Corporate Governance and Finance Department (CGFD)

Markets and Securities Regulation Department (MSRD)
PhiliFintech Innovation Office (PIO)

Enforcement and Investor Protection Department (EIPD)
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o SupTech Companies (SupTech Service

Providers); and

o Digital Advisers/Robo-Advisers

2. Endorsement from other government agencies

e Bank, Pawnshop and other Financial Intermediaries

with Quasi-Banking Functions, Money Changer and

Remittance Services

e [nsurance/Mutaal-BenefitAsseeiation/Health

Maintenance Organization

Bangko Sentral ng Pilipinas
Insurance Commission

Board of Investments (for Regional or Area Headquarters and Regional Operating Headquarters)

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submits the application to 1. Verifies completeness None 5 minutes per Email Handler
crmd amend foreign@sec.gov.p of requirements for the application For Amendment of Foreign Corporations

h

Withdrawal of SEC
License

1.1.1.If documents
are complete,
accepts
documents
for
assignment to
CPRD
processors

1.1.2.1If documents
are
incomplete,
returns
documents to
clients for
compliance
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

2. Waits for the email from the
assigned CPRD processor

Processes and
evaluates application
for the Withdrawal of
SEC License

2.1.1.1f complete
and
compliant,
submits for
final review
of the
Financial
Analysis and
Audit
Division
(FAAD) and
issues
Payment
Assessment
Form

2.1.2.1f
non-complian
t, issues a
checklist for
compliance

2.2. Reviews the
application

2.2.1.1f compliant,
returns back
to the CPRD
Processor for
issuance of
PAF

None

None

6 working days, 7
hours and 5 minutes
per application

5 working days

CPRD Foreign Amendment Processors

FAAD Specialists
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

2.2.2.1f
non-complian
t, returns
back to the
CPRD
Processor for
compliance

Pays-the filing fee through
SEC-accredited landbank

branches or through eSPAYSEC

Issues the Official
Receipt and
machine-validated
Payment Assessment
Form

Refer to this link for the
filing fee:

https://www.sec.gov.ph/m

c-2017/mc-no-03-s-2017-
consolidated-schedule-of-f
ees-and-charges/

Refer to Financial Management Department

Submits the documentary
requirements with proof of

payment to the CRMD Receiving
Counter through the company’s

representatives or through a

courier of their choice (e.g. JRS,

LBC, J&T, etc.)

Receives and verifies
documentary
requirements and
proofs of payment

4.1. Retrieves and
prints the source
documents in the
system and
forwards the
application to the
Support Staff

None

None

5 minutes per
application

15 minutes

CRMD Receiving Staff

Computer Operator
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

5.

Issuance of signed Certificate

Prepares and
generates the
Certificate of
Withdrawal of License
of Foreign
Corporations and
Multinational
Corporations

5.1. Reviews the
application and
signs the
Certificate of
Withdrawal of
License of Foreign
Corporations and
Multinational
Corporations

5.2. Encodes signed
Certificate of
Withdrawal of
License of Foreign
Corporations and
Multinational
Corporations

None

None

None

5 minutes per
application

8 working days

15 minutes per
application

CPRD Staff for Printing of Amendment
Certificate

Approving Officer

Data Analyst

6. Receives the email appointment

from CRMD

Sends appointment
through email
indicating the date of
release of the
Certificate

5 minutes

Email Handler for the Appointment
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

7. Proceeds to CRMD Releasing Releases signed None 5 minutes per CRMD Releasing

Section for presentment of the Certificate of application Staff

original proof of payment and Withdrawal of License

receives the signed Certificate of of Foreign

Withdrawal of License of Corporations and

Foreign Corporations and Multinational

Multinational Corporations Corporations
TOTAL Refer to this link for the 20 working days

total filing fee:

https://www.sec.gov.ph

mc-2017/mc-no-03-s-20
17-consolidated-schedul

e-of-fees-and-charges/
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9.Applications for Appointment/Substitution of Resident Agent of Foreign or
Multinational Corporations

This service details the procedure in applying for the appointment/substitution of resident agent of foreign branch offices, representative
offices, regional operating headquarters and regional/area headquarters.

Division & Department/Office

Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification

Complex (7 days)

Type of Transaction

[JGovernment to Citizen (G2C)
Government to Business (G2B)
[1Government to Government (G2G)

Type of Service

External Service

Who may avail

Target SEC Clients/Stakeholders/Customers

Others, please specify: All licensed foreign and multinational corporations
through their Authorized Representatives

Guidelines During Pandemic

NO

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

Basic Requirements

1. Cover Sheet

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
https://www.sec.gov.ph/wp-content/uploads/2019/11/Cover Sheet for Amendment.pdf

2. Petition for Change of Resident Agent (RA)

To be provided by the Applicant

3. Authenticated copy of the Board Resolution approving the
change/appointment of RA

To be provided by the Applicant

4. Monitoring Clearance

Compliance Monitoring Division (CMD) or request from

cmd amendment monitoring@sec.gov.ph
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submits the application to Verifies completeness of None 5 minutes per Email Handler
crmd amend foreign@sec.g requirements for the application For Amendment of Foreign Corporations
ov.ph Appointment/Substitution of
Resident Agent
1.1.1.If documents are
complete, accepts
documents for
assignment to CPRD
processors
1.1.2.If documents are
incomplete, returns
documents to clients
for compliance
2. Waits for the email from the Processes and evaluates None 1 working day & CPRD Foreign Amendment Processors

assigned CPRD processor

application for the
Appointment/Substitution of
Resident Agent

2.1.1.1f complete and
compliant, issues
Payment
Assessment Form

2.1.2.If non-compliant,
issues a checklist for
compliance

7 hours and 5 minutes
per application

3. Pays the filing fee through
SEC-accredited landbank
branches or through

‘ eSPAYSEC

Issues the Official Receipt and
machine-validated Payment
Assessment Form

Refer to this link
for the filing fee:

Refer to Financial Management Department
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

https://www.sec.
ov.ph/mc-2017/m

c-n0-03-s-2017-co

nsolidated-schedu
le-of-fees-and-cha

rges/
Submits the documentary Receives and verifies None 5 minutes per CRMD Receiving Staff
requirements with proof of documentary requirements application
payment to the CRMD and proofs of payment
Receiving Counter through
the company’s 4.1. Retrieves and prints the None 15 minutes per Computer Operator
representatives or through a source documents in the application
courier of their choice (e.g. system and forwards the
JRS, LBC, J&T, etc.) application to the
Support Staff
Issuance of signed Prepares and generates the None 5 minutes per CPRD Staff for Printing of Amendment
Certificate Certificate of application Certificate
Appointment/Substitution of
Resident Agent of Foreign or
Multinational Corporations
5.1. Reviews the application
and signs the Certificate None 5 working days per Approving Officer
of Certificate of application
Appointment/Substitutio
n of Resident Agent of
Foreign or Multinational
Corporations
5.2. Encodes signed
Certificate of Data Analyst
Appointment/Substitutio None 15 minutes

n of Resident Agent of
Foreign or Multinational
Corporations
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

6. 6. Receives the email Sends appointment through 5 minutes Email Handler for the Appointment

appointment from CRMD email indicating the date of

release of the Certificate

7. Proceeds to CRMD Releasing Releases signed Certificate of None 5 minutes per CRMD Releasing

Section for presentment of Appointment/Substitution of Staff

the original proof of Resident Agent of Foreign or

payment and receives the Multinational Corporations

signed Certificate of

Appointment/Substitution

of Resident Agent of Foreign

or Multinational

Corporation
TOTAL Refer to this link 7 working days

for the total filing
fee:

https://www.sec.
gov.ph/mc-2017/
mc-no-03-s-2017
-consolidated-sc
hedule-of-fees-a
nd-charges/
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10. Application for Enabling Resolution

This service details the procedure in applying for Enabling Resolution.

Division & Department/Office Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification Complex (7 days)

Type of Transaction [1Government to Citizen (G2C)
Government to Business (G2B)
[L]Government to Government (G2G)

Type of Service External Service

Who may avail Target SEC Clients/ Stakeholders/Customers | Others, please specify: All registered domestic corporations through their
Authorized Representatives

Guidelines During Pandemic NO

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

Basic Requirements

1. Cover Sheet

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through

https://www.sec.gov.ph/wp-content/uploads/2019/11/Cover_Sheet for Amendment.pdf

2. Enabling Resolution

To be provided by the Applicant

3. Notarized Secretary's Certificate of no pending case of
intra-corporate dispute

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through

https: //www.sec.gov.ph /wp-content/uploads/2019/11/Secretarys Certificate NonExistence Cor
Dispute.pdf

4. List of stockholders certified under oath by the Corporate
Secretary showing the present capital structure of the
Company (Names of stockholders, nationality, no. of
shares and amount subscribed, amount of paid-up
capital)

To be provided by the Applicant

5. Monitoring Clearance

Compliance Monitoring Division (CMD) or request from c¢cmd amendment monitoring@sec.gov.ph

8. Clearance from other SEC departments
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e For Investment company, Financing and Lending
companies, issuers of proprietary or Corporate Governance and Finance Department (CGFD)
non-proprietary membership (i.e. golf clubs),
listed and public companies and foundation

e For Capital Market Institutions (i.e. Exchange,

Broker, Dealer, Investment House Markets and Securities Regulation Department (MSRD)
e For Financial Technology (FinTech) related
business activities PhiliFintech Innovation Office (PIO)

8.1. Operators of payment systems;

8.2. Payment Service Providers;

8.3. Electronic Money Issuers (EMI);

8.4. Non-bank EMIs;

8.5. Alternative Credit Scoring Companies;

8.6. Online Lending Companies;

8.7. Peer-to-peer Lending Companies;

8.8. Al/Big Data Companies;

8.9. InsurTech Companies (InsurTech Service Providers);

8.10. KYC/Security Companies (KYC Service Providers);

8.11. Digital Banks;

8.12. Digital Asset Exchanges;

8.13. Virtual Asset Service Providers;

8.14. Play-to-Earn Platforms;

8.15. E-Commerce Companies;

8.16. Crowdfunding Platforms;

8.17. RegTech Companies (RegTech Service Providers);

8.18. SupTech Companies (SupTech Service Providers);
and

8.19. Digital Advisers/Robo-Advisers.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Submits the application to 1. Verifies completeness None 5 minutes per Email Handler
crmd emer amend1@sec.gov.p | of amendment application For Amendment of Domestic Corporations
h requirements and Partnerships
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1.1.1 If
documents are
complete, accepts
application for
assignment to CPRD
processors

1.1.2 If documents
are incomplete,
returns application
for compliance

2. Waits for the email from the
assigned CPRD processor

Processes and
evaluates
application for
Enabling Resolution

3.1.1.If
compliant,
issues
Payment
Assessment
Form (PAF)

3.1.2.1f
non-compli
ant, issues
a checklist
for
compliance

None

1 working day &
7 hours and 5
minutes per
application

CPRD Amendment Processors

3. Pays the filing fee through
SEC-accredited landbank

branches or through eSPAYSEC

Issues the Official
Receipt and
machine-validated
Payment Assessment
Form

Refer to this link for the

filing fee:

Refer to Financial Management Department
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

https://www.sec.gov.ph/mc
-2017/mc-no-03-s-2017-co
nsolidated-schedule-of-fees

-and-charges/

Submits the documentary
requirements with proof of
payment to the CRMD Receiving
Counter through the company’s
representatives or through a
courier of their choice (e.g. JRS,
LBC, J&T, etc.)

Receives and verifies
documentary
requirements and
proof of payment

4.1.

Retrieves and
prints the
source
documents in
the system and
forwards the
application to
the Support
Staff

None

5 minutes per
application

15 minutes

CRMD Receiving Staff

Computer Operator

5.

Issuance of signed Certificate

Prepares and
generates the
Enabling Certificate.

5.1.

5.2.

Reviews the
application and
signs the
Enabling
Certificate
Encodes signed
Enabling
Certificate

None

None

None

5 minutes per
application

5 working days

15 minutes per
application

CPRD Staff for Printing of Enabling Certificate

Approving Officer

Data Analyst
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
6. Receives the email appointment Sends appointment 5 minutes Email Handler for the Appointment
from CRMD through email
indicating the date of
release of the
Certificate
7. Proceeds to CRMD Releasing Releases signed None 5 minutes per CRMD Releasing
Section for presentment of the Enabling Certificate. application Staff
original proof of payment or
arranges the delivery of the
Certificate through preferred
courier and receives the signed
Certificate of Amended Articles
of Incorporation and/or
By-laws
TOTAL Refer to this link for the 7 working days

total filing fee:

https://www.sec.gov.ph/
mc-2017/mc-no-03-s-201

7-consoli -sch le-
of-fees-and-charges/

65



https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/

11. Application for FIA Amendment from Export Market Enterprise to Domestic

Market Enterprise

This service details the procedure in applying for FIA amendment from Export Market Enterprise to Domestic Market Enterprise.

Division & Department/Office Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification Complex (7 days)

Type of Transaction LJGovernment to Citizen (G2C)
Government to Business (G2B)
[JGovernment to Government (G2G)

Type of Service External Service

Who may avail Target SEC Clients/Stakeholders/Customers Others, please specify: All registered domestic corporations through their
Authorized Representatives

Guidelines During Pandemic NO

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

Basic Requirements

1. Cover Sheet for Amendment

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
https://www.sec.gov.ph /wp-content/uploads/2019/11/Cover Sheet for Amendment.pdf

2. Amended FIA Form

To be provided by the Applicant

3. Notarized Secretary's Certificate of no pending case of
intra-corporate dispute

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
https://www.sec.gov.ph/wp-content/uploads/2019/11 /Secretarys_Certificate NonExistence Cor

Dispute.pdf

4. Monitoring Clearance

Compliance Monitoring Division (CMD) or request from c¢md amendment monitoring@sec.gov.ph
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Submits the application to 1. Verifies completeness None 5 minutes per Email Handler
crmd emer amend1@sec.g | of amendment application For Amendment email
ov.ph requirements

1.1.2 If
documents
are
complete,
accepts
application
for
assignment
to CPRD
processors

1.1.2If
documents are
incomplete,
returns
application for
compliance

2. Waits for the email from the | 2. Processes and None 1 working day & CPRD Amendment Processors
assigned CPRD processor evaluates application for 7 hours and 5

amendment minutes per

application

i.  If compliant,
issues Payment
Assessment Form
(PAF)

ii. If non-compliant,
issues a checklist
for compliance
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
3. Pays the filing fee through 3. Issues the Official Refer to this link for the Refer to Financial Management Department
SEC-accredited landbank Receipt and filing fee:
branches or through machine-validated
eSPAYSEC Payment https: //www.sec.gov.ph/mc

Assessment Form

-2017/mc-no-03-s-2017-co
nsolidated-schedule-of-fees

-and-charges/
4. Submits the documentary 4. Receives and None 5 minutes per CRMD Receiving Staff
requirements with proof of verifies application
payment to the CRMD Receiving documentary
Counter through the company’s requirements and
representatives or through a proof of payment
courier of their choice (e.g. JRS, LBC,
J&T, etc.) a. Retrieves 15 minutes per Computer Operator
and prints application
the source
documents in
the system
and forwards
the
application
to the
Support Staff
5. Issuance of signed Certificate 5. Prepares and None 5 minutes per CPRD Staff for Printing of Certificate of

generates the
Certificate of
Amended FIA from
Export Market
Enterprise to
Domestic Market
Enterprise.

application

Amended FIA from Export Market Enterprise
to Domestic Market Enterprise.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

a. Reviews the
application
and signs the
Certificate of
Amended
FIA from
Export
Market
Enterprise to
Domestic
Market
Enterprise

b. Encodes
signed
Certificate of
Amended
FIA from
Export
Market
Enterprise to
Domestic
Market
Enterprise

None

None

5 working days

15 minutes per
application

Approving Officer

Data Analyst

6. Receives the email
appointment from CRMD

6. Sends appointment
through email
indicating the date
of release of the
Certificate

5 minutes

Email Handler for the Appointment
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
7. Proceeds to CRMD Releasing 7. Releases signed None 5 minutes per CRMD Releasing
Section for presentment of the Certificate of application Staff
original proof of payment or Amended FIA from
arranges the delivery of the Export Market
Certificate through preferred Enterprise to
courier and receives the Domestic Market
signed Certificate of Amended Enterprises
Articles of Incorporation
and/or By-laws
TOTAL Refer to this link for the 7 working days

total filing fee:

https://www.sec.gov.ph

mc-2017/mc-no-03-s-201

7-consolidated-schedule-

of-fees-and-charges/
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12. Application for FIA amendment from Domestic Market Enterprise to Export
Market Enterprise

This service details the procedure in applying for FIA amendment from Export Market Enterprise to Domestic Market Enterprise and vice
versa.

Division & Department/Office | Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification Complex (7 days)

Type of Transaction [JGovernment to Citizen (G2C)
Government to Business (G2B)
[1Government to Government (G2G)

Type of Service External Service
Who may avail Target SEC Clients/Stakeholders/Customers Others, please specify: All registered domestic corporations through their
Authorized Representatives
Guidelines During Pandemic NO
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)
Basic Requirements
1. Cover Sheet for Amendment Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
https: //www.sec.gov.ph /wp-content/uploads/2019/11/Cover Sheet for Amendment.pdf
2. Amended FIA Form To be provided by the Applicant
3. Notarized Secretary's Certificate of no pending case of Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
intra-corporate dispute download through
https: //www.sec.gov.ph /wp-content/uploads/2019/11/Secretarys Certificate NonExistence Cor
Dispute.pdf
4. Monitoring Clearance Compliance Monitoring Division (CMD) or request from c¢md amendment monitoring@sec.gov.ph
Additional Requirements, if applicable
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5. Audited Financial Statements as of the last fiscal year,
stamped received by SEC and BIR

To be provided by the Applicant

6. Latestapproved Amended Articles of Incorporation and
By-Laws

To be provided by the Applicant

CLIENT STEPS AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submits the application to 1. Verifies completeness

crmd emer amend1@sec.gov.ph | of amendment

requirements

1.1.2 If
documents
are
complete,
accepts
application
for
assignment
to CPRD
processors

1.1.3If
documents are
incomplete,
returns
application for
compliance

None

5 minutes per
application

Email Handler
For Amendment email

2. Waits for the email from the 2. Processes and
assigned CPRD processor evaluates

application for

amendment

None

1 working day &
7 hours and 5
minutes per
application

CPRD Amendment Processors
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

i.  If compliant,
issues Payment
Assessment
Form (PAF)

ii. If
non-compliant,
issues a
checKlist for
compliance

3. Pays the filing fee through 3. Issues the Refer to this link for the Refer to Financial Management Department
SEC-accredited landbank Official Receipt filing fee:
branches or through and
eSPAYSEC machine-validate | https://www.sec.gov.ph/mc

d Payment -2017/mc-n0-03-s-2017-co

Assessment nsolidated-schedule-of-fees

Form -and-charges/

4. Submits the documentary 4. Receives and None 5 minutes per CRMD Receiving Staff
requirements with proof of verifies application
payment to the CRMD documentary
Receiving Counter through requirements
the company’s and proof of
representatives or through a payment
courier of their choice (e.g.
JRS, LBC, J&T, etc.) a. Retrieves 15 minutes Computer Operator

and prints

the source
documents in
the system
and forwards
the
application
to the

Support Staff
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

5.

Issuance of signed
Certificate

5. Prepares and
generates the

Certificate of

Amended FIA
from Domestic

Market

Enterprise to
Export Market
Enterprises

a.

Reviews the
application
and signs the
Certificate of
Amended FIA
from
Domestic
Market
Enterprise to
Export
Market
Enterprises
Encodes
signed
Certificate of
Amended FIA
from
Domestic
Market
Enterprise to
Export
Market
Enterprises

None

None

None

5 minutes per
application

5 working days

15 minutes per
application

5. CPRD Staff for Printing of Certificate of
Amended FIA from Domestic Market
Enterprise to Export Market
Enterprises

Approving Officer

Data Analyst
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
6. Receives the email 6. Sends 5 minutes Email Handler for the Appointment
appointment from CRMD appointment
through email
indicating the
date of release of
the Certificate of
Amended FIA
from Domestic
Market
Enterprise to
Export Market
Enterprises
7. Proceeds to CRMD Releases signed None 5 minutes per CRMD Releasing
Releasing Section for Certificate of application Staff
presentment of the original Amended FIA
proof of payment or from Domestic
arranges the delivery of the Market
Certificate through Enterprise to
preferred courier and Export Market
receives the signed Enterprises
Certificate of Amended
Articles of Incorporation
and/or By-laws
TOTAL Refer to this link for the 7 working days

total filing fee:

https://www.sec.gov.ph
mc-2017/mc-no-03-s-201

7-consolidated-schedule-
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13. Conversion of License of Foreign Corporations and Multinational Corporations
(Branch Office to Representative Office and vice versa)

This service details the procedure in applying for conversion of SEC License of foreign offices to representative offices and vice versa.

Division & Department/Office

Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification Highly Technical (20 days)

Type of Transaction

LJGovernment to Citizen (G2C)
Government to Business (G2B)
[JGovernment to Government (G2G)

Type of Service External Service

Who may avail

Target SEC Clients/Stakeholders/Customers

Others, please specify: All licensed foreign and multinational corporations through
their Authorized Representatives

Guidelines During Pandemic NO

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

Basic Requirements

1. Cover Sheet

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR

download through

https://www.sec.gov.ph /wp-content/uploads/2019/11/Cover Sheet for Amendment.pdf

2. Petition for Conversion of License

To be provided by the Applicant

3. Authenticated/Apostilled copy of the Board Resolution
authorizing the withdrawal of license

To be provided by the Applicant

4. Audited Financial Statements (AFS)
e as of the last fiscal year of operation or latest filed
e stamped received by the BIR and SEC

To be provided by the Applicant

5. Original license issued by SEC
6.

Applicant Foreign or Multinational Corporation

Additional Requirements, if applicable
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1. Clearance from other SEC departments, if applicable
e For Investment company, Financing and Lending
companies, issuers of proprietary or non-proprietary
membership (i.e. golf clubs), listed and public
companies and foundation
e For Capital Market Institutions (i.e. Exchange, Broker,
Dealer, Investment House

Corporate Governance and Finance Department (CGFD)

Markets and Securities Regulation Department (MSRD)

PhiliFintech Innovation Office

2. Endorsement from other government agencies
e Bank, Pawnshop and other Financial Intermediaries
with Quasi-Banking Functions, Money Changer and
Remittance Services
e Insurance/Mutual Benefit Association/ Health
Maintenance Organization

Bangko Sentral ng Pilipinas
Insurance Commission

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submits the application to 1. Verifies completeness None 5 minutes per Email Handler
crmd_amend_foreign@sec.gov.p of requirements for the application For Amendment of Foreign Corporations
h Conversion of SEC
License

1.1.1.If documents
are complete,
accepts
documents
for
assignment to
CPRD
processors
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1.1.2.1f documents

are
incomplete,
returns
documents to
clients for
compliance

2. Waits for the email from the
assigned CPRD processor

Processes and
evaluates application
for the Conversion of
SEC License

2.1.1.1f complete

and
compliant,
submits for
final review
of the
Financial
Analysis and
Audit
Division
(FAAD) and
issues
Payment
Assessment
Form

2.1.2.1f

non-complian
t, issues a
checklist for
compliance

None

None

6 working days &
7 hours and 5
minutes per
application

5 working days

CPRD Foreign Amendment Processors

FAAD Specialists
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

2.2. Reviews the
application

2.2.1.1f compliant,
returns back
to the CPRD
Processor for
issuance of
PAF

2.2.2.1f
non-complian
t, returns
back to the
CPRD
Processor for
compliance

Pays the filing fee through

Issues the Official

Refer to this link for the

Refer to Financial Management Department

SEC-accredited landbank Receipt and filing fee:
branches or through eSPAYSEC machine-validated
Payment Assessment https://www.sec.gov.ph/m
Form c-2017/mc-no-03-s-2017-
consolidated-schedule-of-f
ees-and-charges/
Submits the documentary Receives and verifies None 5 minutes per CRMD Receiving Staff

requirements with proof of

documentary

application

payment to the CRMD Receiving
Counter through the company’s
representatives or through a
courier of their choice (e.g. JRS,
LBC, J&T, etc.)

requirements and
proofs of payment
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

4.1. Retrieves and

prints the source
documents in the
system and
forwards the
application to the
Support Staff

None

15 minutes

Computer Operator

5.

Issuance of signed Certificate

Prepares and
generates the
Certificate of
Conversion of License
of Foreign
Corporations and
Multinational
Corporations

5.1.

5.2.

Reviews the
application and
signs the
Certificate of
Conversion of
License of Foreign
Corporations and
Multinational
Corporations

Encodes signed
Certificate of
Conversion of
License of Foreign
Corporations and
Multinational
Corporations

None

None

None

5 minutes per
application

8 working days

15 minutes per
application

CPRD Staff for Printing of Certificate of
Conversion of License of Foreign
Corporations and Multinational
Corporations

Approving Officer

Data Analyst
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
6. Receives the email appointment Sends appointment 5 minutes Email Handler for the Appointment
from CRMD through email
indicating the date of
release of the
Certificate
7. Proceeds to CRMD Releasing Releases signed None 5 minutes per CRMD Releasing
Section for presentment of the Certificate of application Staff
original proof of payment and Conversion of License
receives the signed Certificate of of Foreign
Conversion of License of Foreign Corporations and
Corporations and Multinational Multinational
Corporations Corporations
TOTAL Refer to this link for the 20 working days

total filing fee:

https: //www.sec.gov.ph

mc-2017/mc-no-03-s-20
17-consolidated-schedul
e-of-fees-and-charges/
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14. Conversion of License of Foreign Corporations and Multinational Corporations
(Regional Headquarter to Regional Operating Headquarter and vice versa)

This service details the procedure in applying for conversion of SEC License of foreign regional operating headquarters and regional/area

headquarters.

Division & Department/Office

Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification

Complex (7 days)

Type of Transaction

[JGovernment to Citizen (G2C)
Government to Business (G2B)
[1Government to Government (G2G)

Type of Service

External Service

Who may avail

Target SEC Clients/Stakeholders/Customers

Others, please specify: All licensed foreign and multinational corporations through
their Authorized Representatives

Guidelines During Pandemic

NO

CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

Basic Requirements

1. Cover Sheet

Request sample form from Public Assistance Email (crmd_publicassistance@sec.gov.ph) OR
download through
https://www.sec.gov.ph /wp-content/uploads/2019/11/Cover Sheet for Amendment.pdf

2. Petition for Conversion of License

To be provided by the Applicant

3. Authenticated/Apostilled copy of the Board Resolution
authorizing the withdrawal of license

To be provided by the Applicant

4. Audited Financial Statements (AFS)
e as of the last fiscal year of operation or latest filed
e stamped received by the BIR and SEC

To be provided by the Applicant

5. Original license issued by SEC

Applicant Foreign or Multinational Corporation

6. Endorsement/Clearance from the Board of Investments (for

RHQ and ROHQ)

Board of Investments (BOI)
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submits the application to Verifies None 5 minutes per Email Handler
crmd amend foreign@sec.gov.p completeness of application For Amendment of Foreign Corporations

h

requirements for
the Conversion of
SEC License

1.1.1.If
document
s are
complete,
accepts
document
s for
assignmen
tto CPRD
processors

1.1.2.If
document
s are
incomplet
e, returns
document
s to clients
for
complianc
e

83



mailto:crmd_amend_foreign@ssec.gov.ph
mailto:crmd_amend_foreign@ssec.gov.ph

CLIENT STEPS
2. Waits for the email from the
assigned CPRD processor

3. Pays thru the filing fee through;
SEC-accredited landbank
branches or through eSPAYSE

4. Submits the documentary
requirements with proof of
payment to the CRMD Receiving
Counter through the company’s
representatives or through a
courier of their choice (e.g. JRS,
LBC, J&T, etc.)

2.

3.

AGENCY ACTIONS
Processes and
evaluates
application for
amendment

2.1.1.If
compliant,
issues
Payment

Assessmen

t Form
(PAF)

2.1.2.If

non-compl
iant,
issues a
checklist
for
complianc
e

Issues the Official

Receipt and

machine-validated

Payment

Assessment Form

Receives and
verifies
documentary
requirements and
proof of payment

FEES TO BE PAID
None

Refer to this link for the
filing fee:

https://www.sec.gov.ph/m

c-2017/mc-no-03-s-2017-

consolidated-schedule-of-f

ees-and-charges/

None

PROCESSING TIME
35 minutes per
application

1 working day &
7 hours and 5 minutes
per application

PERSON RESPONSIBLE
CPRD Amendment Processors

Refer to Financial Management Department

CRMD Receiving Staff
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5.

CLIENT STEPS

Issuance of signed Certificate

AGENCY ACTIONS
4.1. Retrieves and
prints the

source
documents in
the system and
forwards the
application to
the Support
Staff

5. Prepares and
generates the
Certificate of
Conversion of
License of Foreign
Corporations and
Multinational
Corporations

5.1. Reviews the
application and
signs the
Certificate of
Conversion of
License of
Foreign
Corporations
and
Multinational
Corporations

FEES TO BE PAID

None

None

PROCESSING TIME

15 minutes

5 minutes per
application

5 working days

PERSON RESPONSIBLE
Computer Operator

6. CPRD Staff for Printing of Certificate of
Conversion of License of Foreign
Corporations and Multinational
Corporations

Approving Officer
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CLIENT STEPS

6. Receives the email appointment
from CRMD

7. Proceeds to CRMD Releasing
Section for presentment of the
original proof of payment and
receives the signed Certificate
of Conversion of License of
Foreign Corporations and
Multinational Corporations

TOTAL

7.

AGENCY ACTIONS

5.2. Encodes signed
Certificate of
Conversion of
License of
Foreign
Corporations
and
Multinational
Corporations

Sends appointment

through email

indicating the date
of release of the

Certificate

Releases signed

Certificate of

Conversion of

License of Foreign

Corporations and

Multinational

Corporations

FEES TO BE PAID
None

None

Refer to this link for the
total filing fee:

https://www.sec.gov.ph

mc-2017/mc-no-03-s-20

17-consolidated-schedul
e-of-fees-and-charges/

PROCESSING TIME
15 minutes per
application

5 minutes

5 minutes per
application

7 working days

PERSON RESPONSIBLE
Data Analyst

Email Handler for the Appointment

CRMD Releasing
Staff
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15. Licensing of Foreign Corporations through the ESPARC (Electronic Simplified
Processing of Application for Registration of Company)

The Electronic Simplified Processing of Application for Registration of Company (SEC - ESPARC) is a facility to cater application for
registration of One Person Corporation (OPC), Domestic corporations (stock and non-stock) with 2 or more incorporators who may either be
natural person, partnership, association or corporations, singly or jointly with others but not more than fifteen (15) in number, partnerships
and foreign corporations. The system allows the applicant or his duly appointed representative to submit the proposed company name and
input details of the articles of incorporation, articles of partnerships and application for license to do business in the Philippines for review
of the Commission.

The following are the various company type to choose form:

e Foreign Stock Corporation
o Branch Office
o Representative Office
o Regional Operating Headquarters

e Foreign Non-stock Corporation
o Branch Office
o Representative Office
o Regional or Area Headquarters
o Foundation

Division & Department/Office Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification Highly Technical (20 days)

Type of Transaction Government to Citizen (G2C)
Government to Business (G2B)
[JGovernment to Government (G2G)

Type of Service External Service
Who may avail Target SEC Clients/Stakeholders/Customers | Others, please specify: All natural and juridical persons and their representatives
Guidelines During Pandemic NO

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
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(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

For Foreign Branch and Representative Office

Basic Requirements

1. Cover Sheet for Registration

System-generated

2. Signed & notarized Application Form
o F-103 for stock branch office;
o F-104 for stock representative office;
o F-108 for non-stock branch/representative office,
including foundations

System-generated

3. Authenticated copy of the Board Resolution

o Authorizing the establishment of
Branch/Representative Office in the Philippines

o Designating the Resident Agent to whom summons
and other legal processes may be served in behalf of
the foreign corporation; and

o Stipulating that in the absence of such Agent or upon
cessation of its business in the Philippines, any
summons or legal processes may be served to SEC as
if the same is made upon the corporation at its home
office

Parent Company

4. Authenticated/Apostilled copy of the Articles of
Incorporation/Partnership/Association with an English
translation thereof if in foreign language other than English

Parent Company/ Philippine Embassy/Consulate

5. Financial Statements (FS)

e For those whose home country REQUIRES Audited FS
(AFS), the applicant shall submit financial statements
compliant with the following:

o For the immediately preceding year at the
time of filing of application, audited by an
independent Certified Public Accountant of
the home country *Authenticated before the
Philippine Consulate/Embassy

o Ifthe date of the AFS exceeds the one-year
requirement, the applicant shall submit

Parent Company
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m  Authenticated AFS that are available
as of date of filing of the application;
AND
m Authenticated Unaudited FS (AUFS)
as of date not exceeding one (1) year
immediately prior to the filing of the
application signed by an officer of the
foreign corporation
e For those whose home country does NOT REQUIRE
AFS, the applicant shall submit financial statements:
o Authenticated Unaudited FS as of the date not
exceeding one (1) year immediately prior to
the filing of the application; and
o Authenticated Certification signed under oath
by an officer of a responsible regulatory
institution or by the applicant’s legal counsel
that the applicant is not required to prepare
and submit AFS, with citation of the law for
verification purposes

Compliance with Financial Ratios
6. Stock Branch Office

Ratio Formula Benchmark
Value
Solvency Total assets/total liabilities | 1:1
Liquidity Current assets/current 1:1
liabilities
Debt to Total liabilities/equity 3:1
Equity

7. Stock Representative Office/Non-Stock Branch
Office/Non-Stock Representative Office

Ratio Formula Benchmark

Value

Solvency Total assets/total liabilities | 1:1
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Additional Requirements

1. Affidavit of Undertaking to change corporate name, if not https: //www.sec.gov.ph /wp-content/uploads/2019/11/2019 FormsUndertakingtoChangeName
stated in the Application Form .pdf

2. If Resident Agent is not the signatory in the Application Resident Agent
Form,

Resident’s Agent Acceptance of Appointment
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3. Clearance from other SEC departments, if applicable

For Investment company, Financing and Lending

companies, issuers of proprietary or non-proprietary

membership (i.e. golf clubs), listed and public
companies and foundation

For Capital Market Institutions (i.e. Exchange, Broker,

Dealer, Investment House

For Financial Technology (FinTech) related business

activities

o Operators of payment systems;
Payment Service Providers;
Electronic Money Issuers (EMI);
Non-bank EMIs;
Alternative Credit Scoring Companies;
Online Lending Companies;
Peer-to-peer Lending Companies;
Al/Big Data Companies;
InsurTech Companies (InsurTech Service
Providers);
KYC/Security Companies (KYC Service
Providers);
Digital Banks;
Digital Asset Exchanges;
Virtual Asset Service Providers;
Play-to-Earn Platforms;
E-Commerce Companies;
Crowdfunding Platforms;
RegTech Companies (RegTech Service
Providers);
o SupTech Companies (SupTech Service

Providers); and

o Digital Advisers/Robo-Advisers

@] © O OO0 o o0 o0 o

© O O 0 o o o

Corporate Governance and Finance Department (CGFD)

Markets and Securities Regulation Department (MSRD)
PhiliFintech Innovation Office (PI0O)

Enforcement and Investor Protection Department (EIPD)
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4. Ifapplicable, Endorsement/Clearance from other
government agencies, if applicable

Bangko Sentral ng Pilipinas - Bank, Pawnshop and other Financial Intermediaries with
Quasi-Banking Functions, Money Changer and Remittance Services

Insurance Commission - Insurance/Mutual Benefit Association/ Health Maintenance
Organization

For Stock Branch/Representative Office

less than P1,000,000.00

1. Notarized proof of Inward Remittance such as bank Banks
certificate of inward remittance or credit advances

For Non-Stock Branch/Representative Office Foundation

1. Notarized Certificate of Bank Deposit of the amount of not Banks

2. Statement of Willingness to allow the Commission to conduct
an audit

For Regional/Area Headquarters (RH Regional Operatin

| Headquarters (ROHQ)

Basic Requirements

1. Cover Sheet for Registration

System-generated

2. Signed & Notarized Application Form

System-generated

3. Certification from the Philippine Consulate/Embassy or the
Philippine Commercial Office or from the equivalent office of
the Philippine DTI in the applicant’s home country that said
foreign firm is an entity engaged in international trade with
affiliates, subsidiaries, or branch offices in the Asia Pacific
Region and other foreign markets; in case the Certification is
issued by the equivalent office of the DTI, the same shall be
authenticated by the Philippine Consulate/Embassy

Philippine Consulate/Embassy or the Philippine Commercial Office or from the equivalent office
of the Philippine DTI

4. Authenticated Certification from principal officer of the
foreign entity to the effect that the said foreign entity has
been authorized by its board of directors or governing body
to establish its RHQ/ROHQ

Principal Officer

Additional Requirements

1. Affidavit of Undertaking to change corporate name, if not
stated in the Application Form,

http://www.sec.gov.ph/forms-and-fees/primary-registration/

2. Endorsement

Board of Investments

3. Clearance from other SEC departments, if applicable
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o Dbusiness activities

(o]
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Operators of payment systems;
Payment Service Providers;
Electronic Money Issuers (EMI);
Non-bank EMIs;

Alternative Credit Scoring Companies;
Online Lending Companies;
Peer-to-peer Lending Companies;
Al/Big Data Companies;

InsurTech Companies (InsurTech Service
Providers);

KYC/Security Companies (KYC Service
Providers);

Digital Banks;

Digital Asset Exchanges;

Virtual Asset Service Providers;
Play-to-Earn Platforms;

E-Commerce Companies;
Crowdfunding Platforms;

RegTech Companies (RegTech Service
Providers);

SupTech Companies (SupTech Service
Providers); and

Digital Advisers/Robo-Advisers

PhiliFintech Innovation Office (PIO)

Enforcement and Investor Protection Department (EIPD)

CLIENT STEPS

1. Access ESPARC (Electronic
Simplified Processing of

Application for

Registration of Company) Series of 2019

through

https://esparc.sec.gov.ph/

name/s

AGENCY ACTIONS

1. Verifies and reserves the proposed
company name in accordance with
SEC Memorandum Circular No. 13,

1.1.1.Approves the proposed

FEES TO BE PAID

None

PROCESSIN
G TIME
None

PERSON RESPONSIBLE
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CLIENT STEPS

Wiaits for the processing
result in the provided
email

2.1.1.If company name
and/or trade
name is
disapproved, files
an appeal once
the application is
returned to his
ESPARC account

2.2. If compliant,
applicant uploads the
signed and notarized
licensing documents

AGENCY ACTIONS FEES TO BE PAID

1.1.2.1f corporate name and/or
trade name/s is/are not
compliant,corporate name
is disapproved

2. Approves or disapproves proposed None
company name and/or trade
name/s in accordance with SEC
Memorandum Circular No. 13,
Series of 2019

2.1. Pre-processes all corporate
information submitted

2.1.1.If corporate information is
non-compliant or
incomplete, the application
is returned to the
applicant’s ESPARC
account together with the
result of the reservation of
corporate name and/or
trade name/s,

2.1.2.1f compliant, forwards to
the same to FAAD

2.2. Reviews the application

2.2.1.If non-compliant, returns
to the processor

PROCESSIN
G TIME

1 working
day, 7 hours,
& 40 minutes

6 working
days

7 working
days

PERSON RESPONSIBLE

ESPARC and OneSEC Name Verifier

ESPARC and OneSEC Processors

FAAD Specialists
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CLIENT STEPS

3. Pays the assessed license
fee attached in the email
notification

4. Submits the documentary
requirements with proof
of payment to the CRMD
Receiving Counter through
the company’s
representatives or through
a courier of their choice
(e.g-JRS, LBC, J&T, etc.)

3.

4.

AGENCY ACTIONS

2.2.2.1f compliant, CPRD
Processor issues the
Payment Assessment Form
(PAF)

For online payment, this link is
embedded in the system:
https://espaysec.sec.gov.ph/payme
nt-portal/home (please see
payment gateways on ESPARC)
through Electronic System for
Payment to SEC (ESPAYSEC)

3.1. For payment gateways,
download the PAF sent and
proceed to pay

Officially receives and stamps the
hard copies of the registration
application and forwards to the
Corporate Filing and Records
Division (CFRD) for generation of
the Certificate

FEES TO BE PAID

Refer to this link for the
filing fee:

https://www.sec.gov.ph/mc
-2017/mc-no-03-s-2017-co
nsolidated-schedule-of-fees

-and-charges/

None

PROCESSIN
G TIME

5 minutes

1 minute

PERSON RESPONSIBLE

System-generated

Refer to Financial Management
Department and Landbank

CRMD Receiving Staff
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CLIENT STEPS

5. Issuance of the signed
License

6. Receives the email
appointment from CRMD

7. Proceeds to CRMD
Releasing Section for
presentment of the
original proof of payment
or arranges the delivery of
the Certificate through
preferred courier and
receives the signed
Certificate

TOTAL

AGENCY ACTIONS

Generates the Certificate and None
forwards the same with the

submitted proof of payment and

documentary requirements to the

authorized signatory

5.1. Reviews the application
5.1.1.Signs the Certificate; or

5.1.2.Returns the application for
compliance

Sends appointment through email

indicating the date of release of the

Certificate

Enters company name in the None
Masterlist and releases the

Certificate together with

registration application then stamps

release the official receipt

Refer to this link for the
total filing fee:

https://www.sec.gov.ph

mc-2017/mc-no-03-s-201

7-consolidated-schedule-

of-fees-and-charges/

FEES TO BE PAID

PROCESSIN
G TIME
4 Minutes

5 working
days

5 minutes

5 minutes

20 working
days

PERSON RESPONSIBLE

CPRD Staff for Printing of Registration
Certificate”

Director

Email Handler for the Appointment

CRMD Releasing
Staff
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16. Public Assistance Email

This service details the assistance such as but not limited to advice, counseling, etc. rendered to clients on their concerns and queries

pertaining to SEC matters.

Division & Department/Office

Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification

Simple (3 days)

Type of Transaction

Government to Citizen (G2C)
Government to Business (G2B)
[1Government to Government (G2G)

Type of Service

External Service

Who may avail

General Public

| Others, please specify:

Guidelines During Pandemic NO
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None None
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME

1. Submits the inquiry, concerns, 1. Receives the email query of None 1 minute Public Assistance Email Handlers

and/or complaint through client in

crmd publicassistance@sec.gov.p crmd_publicassistance@sec.g

h ov.ph

2. Receives the email response of
CRMD Public Assistance Team

2. Renders advice depending on
the nature of the
concern/query;

2.1. Sends the requested
checklist of
requirements, guidelines,
or sample forms;

45 minutes

Public Assistance Email Handlers
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

2.2.

2.3.

Refers to the appropriate
division/unit of the
CRMD or another SEC
Department; and/or

Endorses written
complaint to the Office of
the CRMD Director and
advises the party to
expect feedback within
five (5) working days.

TOTAL

None

46 minutes
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17.

Registration of Corporations through OneSEC (One day Submission and

E-registration of Companies) (FOR STOCK CORPORATIONS ONLY)

The system aims to promote promptness, reliability and efficiency. However, the registrant has to conform with the following conditions
within a period of one day:

A.
B.

meo

Qo

N p—
-

The company classification is “All Filipino”;

The proposed corporate name must comply to the following: (a) has a name descriptor according to its industry classification; (b) does
not contain any Trade Name/s ; and (c) not subject to any Letter of Appeal for reconsideration; and (d) in explicit form (any set or
group of letters does not contain any acronym or meaning);

The primary purpose or the main activity is predetermined and is not subject to any modification/correction;

The corporate term of existence is perpetual;

The incorporator/s, members of the Board of Directors and subscribers are Natural Person/s, of legal age and resident/s of the
Philippines;

The applicant corporation is not located in any of the economic zones;

The share type classification contains the following : (a) Common Shares; (b) with Par Value and (c) Amount of par value is not less
than P1.00 and in non-decimal currency;

The Mode of Payment for the subscription of shares is CASH;

The registration fees are paid immediately after the application through the SEC Payment Portal;

The applicant corporation is not required to secure clearance/endorsement from any Department of SEC and/or other government
agency/ies;

None of the incorporators, stockholders/members, directors/trustees, beneficial owners, and officers of the applicant corporation
have been convicted of or have pending criminal or administrative case of felony or misdemeanor involving investment or
investment-related business, fraud, false statements or omissions, wrongful taking of property, bribery, forgery, counterfeiting or
extortion, or other felonies;

None of the incorporators, stockholders/members, directors/trustees, beneficial owners, and officers of the applicant corporation are
included in pertinent sanctions list circularized by the Bangko Sentral ng Pilipinas (BSP), the Anti-Money Laundering Council (AMLC),
the Anti-Terrorism Council (ATC), and other domestic and/or international entities or organizations, such as the Office of Foreign
Assets Control (OFAC) of the U.S Department of Treasury and the United Nations Sanctions List;

. The SEC office chosen shall be the only office where the hard copies of the registration application such as the Digital Certificate of

Incorporation, proof of payment of the registration fees and originally signed and notarized copies of the Articles of Incorporation and
By-laws shall be accepted.
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Furthermore, the predetermined primary purpose or main business activity in the registration application shall be exclusive and shall be
subject to the following list of industry classification only, to wit:

1. Agriculture

18. Telecommunications

2. Fishery 19. Gas station
3. Electric generation 20. Travel agency
4. Hotel 21. Restaurant

5. Printing and Publishing

22. Mining

6. Activities of a holding company

23. Security agency

7. Hospital

24. Recruitment

8. Wholesale trading of goods

25. Arrastre and Stevedoring services

9. Retail trading of goods

26. Film production

10. Wholesale and retail trading of goods

27. Logistics

11. Construction

28. IT/ software applications

12. Advertising

29. Sea transportation

13 Real estate

30. Air Transportation

14. Management consultancy

31. Cargo consolidator

15. Land transportation

32. Non-Vessel Operating Common Carrier

16. Courier services

33. Schools

17. Business process outsourcing

Division & Department/Office

Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification

Complex (7 days)

Type of Transaction

Government to Citizen (G2C)
Government to Business (G2B)
[1Government to Government (G2G)

Type of Service

External Service

Who may avail

Target SEC Clients/Stakeholders/Customers

Others, please specify: All Natural and Juridical persons and their

representatives

Guidelines During Pandemic NO
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CHECKLIST OF REQUIREMENTS
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)

WHERE TO SECURE

Basic Requirements

1. Cover Sheet for Registration

System-generated

2. Articles of Incorporation (Filipino) reflecting the

0 corporate name;

0 business activity;

o principal office address;

o—names, nationality, residences and Tax Identification
Numbers (TIN) of Filipino incorporators/single
incorporator, nominee and alternate nominee.
capital structure);
name of treasurer and TIN;
Undertaking to change company name;
Printed names and Signatures of the single
stockholder, nominee and alternate nominee;
o Notarization/Authentication

© © O ©

System-generated

3. By-Laws
For One Person Corporations, no by-laws required.

System-generated

CLIENT STEPS AGENCY ACTIONS

FEES TO BE PAID

PROCESSIN
G TIME

PERSON RESPONSIBLE

1. Access ESPARC (Electronic 1. System issues the
Simplified Processing of Payment Assessment
Application for Registration of Form (PAF)
Company) through
https://esparc.sec.gov.ph/

None

9 minutes ESPARC and OneSEC Name Verifiers
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https://esparc.sec.gov.ph/

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSIN PERSON RESPONSIBLE
G TIME
1.1. *System validations
embedded in the
system such as
guidelines on the
approval or
disapproval of the
proposed company
name in accordance
with SEC
Memorandum
Circular No. 13, Series
0f 2019 and such
other existing laws,
rules and regulations
1. Pays the assessed registration fee 2. System validates payment Refer to this link for the 5 minutes
online and receives the Digital copy filing fee:
of the Certificate of Incorporation in
the email provided in the system https://www.sec.gov.ph/mc
through eSPAYSEC -2017/mc-no-03-s-2017-co
nsolidated-schedule-of-fees
-and-charges/
2. Generates and prints the Digital
Certificate
Remarks: To secure the original copy of
the Certificate, clients shall submit four
(4) sets of originally signed documentary
requirements with original proof of
payment within one (1) year from the
date of issuance of the Digital Certificate
TOTAL Refer to this link for the 14 minutes

total filing fee:
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https://espaysec.sec.gov.ph/payment-portal/home
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
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https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSIN
G TIME

PERSON RESPONSIBLE

https://www.sec.gov.ph

mc-2017/mc-no-03-s-201

7-consolidated-schedule-

of-fees-and-charges/
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https://www.sec.gov.ph/mc-2017/mc-no-03-s-2017-consolidated-schedule-of-fees-and-charges/
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18. Registration of Corporations through the ESPARC (Electronic Simplified
Processing of Application for Registration of Company) except Licensing of Foreign
Corporations, Registration of Partnerships, and Licensing of Lending and
Financing Companies

The Electronic Simplified Processing of Application for Registration of Company (SEC - ESPARC) is a facility to cater application for
registration of One Person Corporation (OPC), Domestic corporations (stock and non-stock) with 2 or more incorporators who may either be
natural person, partnership, association or corporations, singly or jointly with others but not more than fifteen (15) in number, partnerships
and foreign corporations. The system allows the applicant or his duly appointed representative to submit the proposed company name and
input details of the articles of incorporation, articles of partnerships and application for license to do business in the Philippines for review
of the Commission.

The following are the various company type to choose form:

e Stock Corporation
o All Filipino or with foreign equity participation
o One Person Corporation
o Corporation with 2 to 15 incorporators
o Lending & Financing Companies

e Non-stock Corporation
o All Filipino or with foreign equity participation
Corporation Sole
Foundation
Federation
Microfinance
Religious Aggregate
Condominium Corporation
Non-stock/Non-profit

© © © © © © ©
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Division & Department/Office | Corporate & Partnership Registration Division, Company Registration and Monitoring Department

Classification Complex (7 days)

Type of Transaction Government to Citizen (G2C)
Government to Business (G2B)
[JGovernment to Government (G2G)

Type of Service External Service
Who may avail Target SEC Clients/Stakeholders/Customers | Others, please specify: All natural and juridical persons and their representatives
Guidelines During Pandemic NO

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

FOR STOCK AND NON-STOCK DOMESTIC CORPORATIONS
EXCEPT ONE PERSON CORPORATION
(2 sets of original documents, 2 sets of photocopies;

in A4 size bond paper)
Basic Requirements
1. Cover Sheet for Registration System-generated
2. Articles of Incorporation (AI) reflecting the: System-generated

0 corporate name;

0 business activity;

o principal office address;

0 names, nationality, residences and Tax Identification
Numbers (TIN) of Filipino or foreign incorporators,
directors, stockholders including corporate
subscribers, the foreign incorporators, directors and
stockholders may also state their passport numbers;
capital structure (for-stock corporation);

name of treasurer and TIN;

Undertaking to change company name;

Printed names and Signatures of incorporators;

o Notarization/Authentication

© © O ©

3. By-Laws, for stock and non-stock corporation (except for System-generated
Corporation Sole)

Additional Requirements, if applicable
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Foreign Investments Act (FIA) Application Form (F-100),if System Generated

more than 40% foreign equity for stock corporation https: //www.sec.gov.ph /wp-conten 1 2019/11/SEC Form No.F-1

Joint Affidavit of Undertaking to Change Name, in case not https://www.sec.gov.ph /wp-content/uploads/2019/11/2019 FormsUndertakingtoChangeNa
incorporated in the Articles of Incorporation) me.pdf

Affidavit of Relinquishment, in case the treasurer is a Foreign Treasurer/To be provided by the applicant

foreigner and the business activity of the registrant is a
partly-nationalized activity

Authenticated /Apostilled Articles of Incorporation and Parent Company of the Foreign Corporation and Philippine Embassy/Consulate
By-Laws and supporting documents, if the same were
executed in a foreign jurisdiction

Endorsement/Clearance from other government agencies, if | Bangko Sentral ng Pilipinas - Bank, Pawnshop and other Financial Intermediaries with
applicable Quasi-Banking Functions, Money Changer and Remittance Services

Insurance Commission - Insurance/Mutual Benefit Association/ Health Maintenance
Organization

Clearance from other SEC departments, if applicable

e For Investment company, Financing and Lending Corporate Governance and Finance Department (CGFD)

companies, issuers of proprietary or non-proprietary
membership (i.e. golf clubs), listed and public

companies and foundation Markets and Securities Regulation Department (MSRD)
e For Capital Market Institutions (i.e. Exchange, Broker,

Dealer, Investment House PhiliFintech Innovation Office (PIO)
e For Financial Technology (FinTech) related business

activities Enforcement and Investor Protection Department (EIPD)

o Operators of payment systems;

Payment Service Providers;

Electronic Money Issuers (EMI);

Non-bank EMIs;

Alternative Credit Scoring Companies;

Online Lending Companies;

Peer-to-peer Lending Companies;

Al/Big Data Companies;

InsurTech Companies (InsurTech Service

Providers);

o KYC/Security Companies (KYC Service
Providers);

o Digital Banks;

© O OO0 o o0 o0 O
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https://www.sec.gov.ph/wp-content/uploads/2019/11/SEC_Form_No.F-100.pdf
https://www.sec.gov.ph/wp-content/uploads/2019/11/2019_FormsUndertakingtoChangeName.pdf
https://www.sec.gov.ph/wp-content/uploads/2019/11/2019_FormsUndertakingtoChangeName.pdf

Digital Asset Exchanges;

Virtual Asset Service Providers;

Play-to-Earn Platforms;

E-Commerce Companies;

Crowdfunding Platforms;

RegTech Companies (RegTech Service

Providers);

o SupTech Companies (SupTech Service
Providers); and

o Digital Advisers/Robo-Advisers

© O ©0 O o O

7.

Authenticated/Apostilled (if executed in a foreign
jurisdiction) Board Resolution/Directors’/Trustees’
Certificate or Secretary’s Certificate (if incorporator/s is/are
juridical entity/ies)

Incorporator (Juridical Entity)/ Philippine Embassy/Consulate

If the Incorporator is a Juridical Entity

Board Resolution of the Juridical Entity allowing it to invest on the said Corporation.

8.

Certificate of Incorporation and Articles of Incorporation or
latest General Information Sheet (GIS) of Filipino corporate
subscriber/s

SEC-Registered Domestic Corporation

Proof of existence/registration of foreign corporate
subscriber/s

Foreign Corporation abroad

10.

For non-stock religious aggregate:

o Affidavit of Affirmation/Verification by the chief
priest, rabbi, minister, or presiding elder, (not
required if already part of the Articles of
Incorporation)

System-generated / Public Assistance and Complaint Desk

11.

For foundation:

o Notarized certificate of bank deposit of the
contribution, which shall not be less than
P1,000,000.00

o Statement of Willingness to allow the Commission to
conduct an audit

Banks

System-generated / Notary Public

12.

For federation
o List of Member-Associations certified by the
Corporate Secretary and attested by the President

President and Corporate Secretary
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13. For confederation President and Corporate Secretary
o List of Member-Federations certified by the Corporate
Secretary and attested by the President

14. For condominium corporation/association

o Notarized Copy of the Master Deed with primary Condominium Developer and Register of Deeds
entry of the Register of Deeds
o Certification that there is no existing similar System-generated / Applicant Condominium Corporation/Association to be executed by the
condominium association within the condominium Corporate Secretary
project
FOR ONE PERSON CORPORATION WHERE TO SECURE
(2 sets of original documents, 2 sets of photocopies;
in A4 size bond paper)
Basic Requirements
1. Cover Sheet for Registration System-generated
2. Articles of Incorporation (Filipino and non-Filipino) reflecting | System-generated
the:
0 corporate name;
0 business activity;
o principal office address;
0 names, nationality, residences and Tax Identification

Numbers (TIN) of Filipino or foreign single
incorporator, nominee and alternate nominee. The
foreign single incorporator may state his passport
number;

capital structure);

name of treasurer and TIN;

Undertaking to change company name;

Printed names and Signatures of the single
stockholder, nominee and alternate nominee; and/or
o Notarization/Authentication.

© © O ©

3. Letter of Acceptance of the Nominee and Alternate Nominee System-generated
Additional Requirements, if applicable
1. Foreign Investments Act Form 100 (for stock corporations System-Generated

with 100% foreign equity) whose paid-up capital is CASH
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2. Proof of Authority if single stockholder is a trustee,
administrator, executor, guardian, conservator, custodian, or
other person exercising fiduciary duties

To be provided by the applicant

3. Clearance from other SEC departments:
e For Financial Technology (FinTech) related business
activities
o Operators of payment systems;
Payment Service Providers;
Electronic Money Issuers (EMI);
Non-bank EMIs;
Alternative Credit Scoring Companies;
Online Lending Companies;
Peer-to-peer Lending Companies;
Al/Big Data Companies;
InsurTech Companies (InsurTech Service
Providers);
KYC/Security Companies (KYC Service Providers);
Digital Banks;
Digital Asset Exchanges;
Virtual Asset Service Providers;
Play-to-Earn Platforms;
E-Commerce Companies;
Crowdfunding Platforms;
RegTech Companies (RegTech Service Providers);
SupTech Companies (SupTech Service Providers);
and
o Digital Advisers/Robo-Advisers

© O OO0 o o0 OO0
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PhiFintech Innovation Office (PIO)

Enforcement and Investor Protection Department (EIPD)

4. Endorsement from other government agencies
o Bank, Pawnshop and other Financial Intermediaries
with Quasi-Banking Functions, Money Changer and
Remittance Services
o Insurance/ Health Maintenance Organization

Bangko Sentral ng Pilipinas

Insurance Commission
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Access ESPARC (Electronic System receives submitted None None
Simplified Processing of application
Application for Registration of
Company) through
https://esparc.sec.gov.ph/
Waits for the processing result Approves or disapproves None 2 working days ESPARC and OneSEC Name Verifiers

sent in the provided email

2.1.1.If company name
and/or trade name is
disapproved, files an
appeal once the
application is returned
to his ESPARC account

proposed company name
and/or trade name/s in
accordance with SEC
Memorandum Circular No.
13, Series of 2019

2.1. Pre-processes all
corporate information
submitted

2.1.1.If corporate
information is
non-compliant or
incomplete, the
application is
returned to the
applicant’s ESPARC
account together
with the result of
the reservation of
corporate name
and/or trade
name/s,

4 working days, 7 hours
and 54 minutes

ESPARC and OneSEC Processors
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https://esparc.sec.gov.ph/

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
2.1.2.1f compliant, CPRD
2.2. If compliant, applicant processor prepares
uploads the signed and Payment
notarized registration Assessment Form
documents (PAF)
3. Pays the assessed registration For online payment, this link 5 minutes System-generated
fee attached in the email is embedded in the system: Refer to this link for
notification through https://espaysec.sec.gov.ph/ | the filing fee:
SEC-accredited landbank payment-portal/home
branches or through eSPAYSEC (please see payment https://www.sec.go
gateways on ESPARC) v.ph/mc-2017/mc-n
through Electronic System 0-03-s5-2017-consoli
for Payment to SEC dated-schedule-of-f
(ESPAYSEC) ees-and-charges/
3.1. For SEC payment
gateways, download the Refer to Financial Management
PAF sent and proceed to Department and Lan