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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.




Vision

By 2049, our driven, highly trained and customer-centric SEC
team and its distinct ability to embrace cutting edge and
innovative technology will have enabled the transformation of

the Philippines into the best business sector and capital market

of choice.

By 2028, 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, sustainable, and informed investor- based capital

market and more empowered business sector considered

among the best in the Southeast Asian region.




Mission

We are the gateway to doing business in the Philippines.
We provide a competitive, secure, and sustainable
environment for fast and easy company registration and
monitoring, efficient capital formation, broad
stakeholders participation, transformation business

innovation, and strong investor protection.




Integrity

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

Core
"

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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Monitoring,
Consolidation

and Analysis

of CS

1.CSM Focal
Persons collect
accomplished
CSM forms
daily.

3.CSM Focal
Persons consolidate
the results to
determine the
overall satisfaction

rating.

2.CSM forms with
complaints are
forwarded to HRAD
CSM Focal Person
for issuance of
Corrective Action
Request (CAR).




Issuance of
Corre.ctlve
Action

Request
(CAR)

1.CSM form rated "1"
(Very dissatisfied) or "2"
(Dissatisfied) and with
recurring negative
remarks or comments,
the CSM informs and
sends a scanned copy of
the form to the HRAD
CSM Focal Person

3.For the SEC
Extension Offices,
the CSM Focal

Persons shall be

responsible for the

issuance of CAR.

2.HRAD prepares
and issues CAR 3
days after receiving
the complaints
from the CSM Focal
Persons. The HRAD

monitors the CARs.
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Contact Us

Website : www.sec.gov.ph
Email : imessagemo@sec.gov.ph

Address : The SEC Headquarters
7907 Makati Avenue, Salcedo Village,
Bel-Air, Makati City, 1209

Phone : 02-5322-7696
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SEC EXTENSION OFFICE - BACOLOD CITY

CITIZEN'S CHARTER
2024, 1ST EDITION

Unit 10 & 11 Redkey Bldg,, cor. Hernaez &
Jocson Streets, Barangay Taculing, Bacolod City



1. Application for Amendment of Articles of Incorporation and/or
By-laws of Domestic Corporations

Office or Division: SEC Bacolod Extension Office (SEC-BCDEO)
Classification: Complex (7 days)
Type of Transaction: G2B - Government to Business
Who may avail: All registered domestic corporations through their Authorized Representatives
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Basic Requirements May secure Checklist of Requirements and sample formats from the
(STOCK OR NON-STOCK CORPORATIONS) Public Assistance Desk or through the Commission’s website at

- 2 sets original in A4 size Bond paper http://www.sec.gov.ph/services-2 /company-2 /amendment

2. Amended Articles of Incorporation/By-laws
3. Directors’ or Trustees’ Certificate

4. Notarized Secretary's Certificate on no pending case of
intra-corporate dispute



http://www.sec.gov.ph/services-2/company-2/amendment/

5. Compliance Monitoring Division (CMD) / EO Monitoring
Clearance

Additional Requirements

1. Clearance from other SEC departments, if applicable

1.1. For Investment company, Financing and Lending
companies, issuers of proprietary or non-proprietary
membership (i.e. golf clubs), listed and public companies and
foundation (1 original copy)

1.2 For Capital Market Institutions (i.e. Exchange, Broker,
Dealer, Investment House (1 original copy)

2. Endorsement from other government agencies, if
applicable

(1 original copy)

If the provision to be amended is the corporate name,
submit:

c/o Bacolod Extension Office

Corporate Governance and Finance Department (CGFD)

Markets and Securities Regulation Department (MSRD)
BUSINESS ACTIVITIES REQUIRING ENDORSEMENTS FROM OTHER
GOVERNMENT AGENCIES

A. Bank, Pawnshop and other Financial Intermediaries with
Quasi-Banking Functions - Bangko Sentral ng Pilipinas

B. Insurance/Mutual Benefit Association/ Health Maintenance
Organization- Insurance Commission

C. Money Changer and Remittance Services- Bangko Sentral ng
Pilipinas




a.Name Verification Slip (1 original)

b. Affidavit of a director, trustees or officer undertaking to
change corporate name. (Not required if already stated in
the Al)

If the provision to be amended is for registered
corporations increasing its foreign equity to more than
4.0%, submit:

a.) F-101
If the provision to be amended is for registered
corporations with more than 40% increasing further the

percentage of such equity, submit:

a.) F-102

Name verification slip may be secured manually through the Public
Assistance Desk

May secure a sample copy from the Public Assistance Desk

May secure copy from the Public Assistance Desk or may download
through SEC Website at
http://www.sec.gov.ph/forms-and-fees/primary-registration

May secure copy from the Public Assistance Desk or may download
through SEC Website at
http://www.sec.gov.ph/forms-and-fees/primary-registration



http://www.sec.gov.ph/forms-and-fees/primary-registration/
http://www.sec.gov.ph/forms-and-fees/primary-registration/

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON
PAID TIME RESPONSIBLE
1. If corporate name
is for amendment
1.1 Fills out Name 1.1 Verifies the
Verification Form corporate name in P100.00 per 15 minutes Name Verifiers
the CORES system proposed JMGMedalla / MLDKing
corporate/
trade name/s
1.1.1. Approves or
denies proposed 5 minutes Name Verifiers
name/s or trade JMGMedalla / MLDKing
name/s, then
informs the client;
If for queuing calls
or emails the client
for the result of the
verification
1.2. If name is Name Verifiers
rejected, registrant JMGMedalla / MLDKing
may appeal for the 1.2. Submits appeal
proposed corporate to the Director 10 minutes

name

Director II
Dir. Respall




2. Pre-processing:
Proceeds to the counter
for presentation of
documentary
requirements

2.1. Fills out
transmittal slip fo
dnts submitted

2. Accepts
documents for
encoding in the
Master List and
assignment to EO
Processors

2.1 Checks
completion of
documents
submitted

2.1.1 For
complete
documentary
requirements:
Processes and
evaluates
documents
submitted then
forwards to Counsel
II/Counsel I for
review

(Monitoring
period/s
excluded)

2.1.2. If the

None

10 minutes

15 minutes

45 minutes
or
if for queuing:
within 2 days -
simple
within 4 days -
complex

30 minutes

Officer of the Day

Processors
JMPJ]avier / CMRPerez /
YAAoto / MJAAlcantara /
AVCarbajosa / JGMedalla /
MLDKing / JDJuarez

Officer of the Day
JMP]avier / CMRPerez /
YAAoto / MJAAlcantara

Processors:
Administrative
Assistant
Administrative
Assistant I1
Confidential Assistant
11
Information Officer
Securities Specialist I
Securities Specialist 11

Counsel I / Counsel I
Atty. Salvador




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

application is
non- compliant,
the processor
prepares a
checklist of
deficiencies and
sets a date for
further
discussion or
emails the
checklist to the
applican




3. For non-compliant
applications:
Resubmits documents
on the assigned date

3. Processes and
evaluates
compliance of
reviewed
application for
amendment; If
queuing, informs
client to wait for a
text, call or email if
okay to proceed.

3.1. If compliant:
Issues Payment
Assessment Form
(PAF)

None

Filing Fees:
Amendment of
Articles of Inc.
or By-laws:

a. Filing Fee:
P1,000.00

b. Legal
Research
Fee-1% of the
Filing Fee
(P10.00)

¢. Documentary
Stamp Taxes -
P30.00

d. Handling Fee-
P20.00
Amendment by
increasing
foreign equity
FIA forms
(P3,000.00 with
LRF of P30.00
and Handling
Fee-

35 minutes

5 minutes

Processors:
Administrative Assistant
I
Administrative
Assistant I1
Confidential Assistant
III
Information Officer
Securities Specialist I
Securities Specialist I1

Administrative

Assistant 1
YAAto

Administrative

Assistant 11
CMRPerez / MJAAlcantara

Administrative Officer
II
JMP]Javier




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON
PAID TIME RESPONSIBLE
P20.00)

4. Pays the filing fee None As indicated in None Online via eSPAYSEC:
for compliant PAF https://www.sec.gov.ph
applications online or /sec-payment-portal
over-the-counter at
Landbank or OTC at Landbank
5. Proceeds to EO 5. Verifies proof of None 30 minutes Officer of the Day
Counter to present payment and JMPJavier / CMRPerez /
proof of payment receives YAAoto / MjAAlcantara
and documentary documentary
requirements requirements



http://www.sec.gov.ph-online/

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

5.1 If for queuing:
informs client to
wait for a text, call
or email if okay to
claim the approved
application.

6. Waits for the
issuance of signed
Certificate

6. Prepares the
Certificate of
Amended Articles
of Incorporation
and/or By-laws

6.1. Signs the
Certificate of
Amended Articles
of Incorporation
and/or By-Laws

None

30 minutes

10 minutes

Administrative

Assistant I1
CMRPerez / MJAAlcantara

Director 11
Dir. Respall




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

7. Proceeds to the EO 7. Logs and None 10 minutes Officer of the Day
Releasing Section, releases signed JMPJavier / CMRPerez /
signs in the 2 Certificate of YAAoto / M]JAAlcantara
duplicate copies and Amended Articles
in the logbook then of Incorporation
receives the signed and/or By-laws
Certificate of
Amended Articles of
Incorporation and/or
By-Laws
TOTAL Filing Fees: 6 days, 3 hours

Amendment of
Articles of Inc. o
By-laws:

a. Filing Fee:
P1,000.00

b. Legal
Research Fee-
1% of the

and 55 minutes

Maximum 7
days




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

Filing Fee
P10.00

C.
Documentary
Stamp Taxes -
P30.00

d. Handling
Fee- P20.00

Amendment
by increasing
foreign equity
FIA forms
(P3,000.00
with LRF of
P30.00 and
Handling Fee-
P20.00)

2. Application for Amendment of Partnerships

This service details the procedure in applying for amendment of the Articles of Partnerships. As of the moment
Amendments are still processed in Iloilo except whose files were already transferred to Bacolod Extension Office.




Office or Division: SEC Bacolod Extension Office (SEC-BACEQ)

Classification: Complex

Type of Transaction: G2B - Government to Business;G2C- Government to Client

Who may avail: All registered partnerships through their Authorized Representatives
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

May secure Checklist of requirements and sample formats from the
Public Assistance and Complaint Desk, Officer of the Day of the
Extension Office and or through the Commission’s website through URL
1. Cover Sheet; and http://www.sec.gov.ph/services-2/company-2/amendment

Basic Requirements (2 original sets)

2. Amended Articles of Partnership Any of the partner

Additional Requirements

1. If the provision to be amended is the partnership
name, submit:

a. Name Verification Slip (1 original)
Name verification slip may be secured manually through Officer of the
b. Affidavit of a partner to change partnership Day of the Extension Office

name. (Not required if already stated in the AP) (1
original; 3 photocopies)

May secure copy from the Officer of the Day of the Extension Office



http://www.sec.gov.ph/services-2/company-2/amendment/

If the provision to be amended is the change of

partners, submit:

a. Deed of Assignment of partnership interest
and or documents showing withdrawal,
resignation, retirement and death of a
partner (1 original; 3 photocopies)

If provision for amendment is to have foreign
equity of a registered partnership, submit:

a.) F-106

If provision for amendment is to further increase
the foreign equity of a registered partnership,

May secure copy from the Officer of the Day of the Extension Office

Assignee and Assignor Partners

May secure copy from the Officer of the Day of the Extension Office
or may download through SEC Website at

http://www.sec.gov.ph/forms-and-fees/primary-registration/

submit: . . i
May secure copy from the Officer of the Day of the Extension Office
a.) F-107 or may download through SEC Website at
' http://www.sec.gov.ph/forms-and-fees/primary-registration
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE

TIME

1. If partnership name is for
amendment:

15 minutes



http://www.sec.gov.ph/forms-and-fees/primary-registration/
http://www.sec.gov.ph/forms-and-fees/primary-registration/

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1.1 Fills out Name 1.1. Verifies the P 100.00 per Name Verifiers
Verification Form partnership name proposed JMGMedalla / MLDKing
in the CORES partnership/trade
name/s
5 minutes
1.1.1. Approves or Name Verifiers
denies proposed JMGMedalla / MLDKing
name/s or trade
name/s; If for queuing
calls or emails the
client for the result of
the verification
1.2. If name is rejected, 1.2. Submits appeal to Name Verlflers_
registrant may appeal for the the Director IMGMedalla / MLDKing
proposed partnership name
10 minutes

1.2.1. Approves or
denies appeal, if
approved informs the
client to proceed with
the submission of
documentary
requirements

Director Il
Dir. Respall




2. For pre-processing:
Proceeds to Counter for

presentment of documentary

requirements

2.1. Fills out transmittal slip

for documents submitted

2. Accepts documents for
encoding in the Master List
and assignment to EO
Processors

2.1 Checks completion of
documents submitted

2.1.1 For complete
documentary requirements:
Processes and evaluates
documents submitted then
forwards to Counsel
II/Counsel I for review

(Monitoring period/s
excluded)

2.1.2. If the application is
non- compliant, the
processor prepares a
checkKlist of deficiencies
and sets a date for
further discussion or
emails the checklist to
the applicant

None

10 minutes

15 minutes

45 minutes
or
If for queuing:
within 2 days -
simple
within 4 days -
complex

20 minutes

Officer of the Day

Processors
JMPJavier / CMRPerez /
YAAoto / MJAAlcantara /

AVCarbajosa / JGMedalla /
MLDKing / JDJuarez

Officer of the Day
JMPJavier / CMRPerez /
YAAoto / MJAAlcantara

Processors:
Administrative Assistant I
Administrative Assistant II

Confidential Assistant 111
Information Officer
Securities Specialist I
Securities Specialist 11

Counsel II / Counsel I
Atty. Salvador




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
2.1.2. If application is for 30 minutes Processors:

compliance, processor
prepares checklist of
deficiencies and sets a
date for discussion or
emails the checklist to
the applicant.

Administrative Assistant II
Confidential Assistant I11
Information Officer
Securities Specialist 1
Securities Specialist 11




3. For non-compliant
applications: resubmits
application on the assigned
date

3. Processes and

evaluates compliance of
reviewed application for

amendment; if queuing,

informs client to wait for

a text, call or email if
okay to proceed.

3.1. If compliant:
Issues Payment
Assessment Form
(PAF)

Filing Fees:
Amendment of
Articles Partnership:
P2,050.00 (*+**4***)

*Amended Articles
of Partnership
**Documentary
Stamp Taxes - P30.00
***Legal Research
Fee-1% of the Filing
Fee for amendment
(P20.00)
**k+ Amendment
with
partnership/trade
names, with
additional P100.00
per reserved
corporate/trade
name/s

25 minutes

5 minutes

Administrative Assistant II
Confidential Assistant I11
Information Officer
Securities Specialist 1
Securities Specialist I1

Administrative Assistant I
YAAoto

Administrative Assistant II
CMRPerez / MJAAlcantara

Administrative Officer II
JMPJavier




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

k**:xAmendment with
Deed of Assignment of
Partner’s Interest -
P2,000.00 per Deed
*xxrkxAmendment of
Partnership with
Increase in Capital -
1/5 of 1% of the
Partnership’s Capital
but not less than
P2,000.00
fEREEx* Amendment by
increasing foreign
equity FIA forms
(P3,000.00 with LRF
of P30.00)




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
4. Pays the filing fee for 4.None None None
compliant applications online Online via eSPAYSEC:
or over-the-counter at https://www.sec.gov.ph/sec
Landbank -payment-portal
or OTC at Landbank
5. Proceeds to EO counter to 5. Verifies proof of payment None 30 minutes Officer of the day
present proof payment and receives documentary JMPJavier / CMRPerez /
and documentary requirements and. YAAoto / MjAAlcantara
requirements
6. Waits for the issuance of 6. Prepares the Certificate of None 15 minutes Administrative Assistant I1
signed Certificate Amended Articles of CMRPerez / MJAAlcantara
Partnership

6.1. Signs the Certificate 10 minutes Director II

of Amended Atty Respall

Articles of Partnership
7. Presents original receiptto | 7. Logs and releases signed None 10 minutes Officer of the day
the Releasing Unit, signs in the | Certificate of Amended JMPJavier / CMRPerez /
2 duplicate copies and in the Articles of Partnership YAAoto / M]AAlcantara
logbook then receives the
signed Certificate of Amended
Articles of Partnership

TOTAL Filing Fees: 6 days, 3 hours

and 55 minutes



http://www.sec.gov.ph-online/

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

Amendment of
Articles Partnership:
P2,050.00 (*+**4***)
*Amended Articles of

Partnership

**Documentary

Stamp Taxes - P30.00
***Legal Research
Fee-

1% of the Filing Fee
for amendment
(P20.00)

**** Amendment
with
partnership/trade
names, with
additional P100.00
per reserved
corporate/trade
name/s
**xr*Amendment
with Deed of
Assignment of
Partner’s Interest -
P2,000.00 per Deed




CLIENT STEPS

AGENCY ACTIONS FEES TO BE PAID PROCESSING
TIME

PERSON RESPONSIBLE

*xxxkkAmendment of
Partnership with
Increase in Capital -
1/5 of 1% of the
Partnership’s Capital
but not less than
P2,000.00
*FrxrkkxAmendment
by increasing foreign
equity FIA forms
(P3,000.00 with LRF
of P30.00)

3. Increase of Capital Stock by way of Cash

This service details the procedure on application for increase of capital stock by way of Cash only.

Office or Division:

SEC Bacolod Extension Office (SEC-BACEO)

Classification:

Highly Technical

Type of Transaction:

G2B - Government to Business

Who may avail:

Corporations duly registered at Securities and Exchange Commission




CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Basic requirements (2 sets original in A4 size)

1.

2.

Cover sheet

Signed and notarized Director’s Certificate
with documentary stamps on one original
set

Signed and notarized Secretary’s
Certificate on non-existence of
intra-corporate dispute with documentary
stamps on one original set

Signed and notarized Application for
Increase of Capital Stock

Signed and Notarized Treasurer’s Affidavit
with documentary stamps on one original
set

List of stockholders of record as of date of
meeting approving the increase, indicating
their nationalities and their respective
subscribed and paid-up capital on the
present authorized capital stock certified
under oath by the corporate secretary with
documentary stamps on one original set

May secure Checklist of requirements and sample formats from the Public
Assistance Desk or through the Commission’s website through URL
http://www.sec.gov.ph/wp-content/uploads/2015/07 /Cover Sheet for Ame

ndment.pdf

Downloadable at SEC website through the following URL:
http://www.sec.gov.ph/wp-content/uploads/2015/07 /Secretarys_Certificate
_NonExistence_Corp_Dispute.pdf

No Prescribed format. To be prepared by the Company in accordance with the
Revised Corporation Code (Sections 15 and 37)

To be provided by the applicant

Public Assistance or Downloadable at SEC website through the following URL:
http://www.sec.gov.ph/wp-content/uploads/2015/07 /Secretarys Certificate

Waiver Pre emptive Rights./pdf



http://www.sec.gov.ph/wp-content/uploads/2015/07/Cover_Sheet_for_Amendment.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/07/Cover_Sheet_for_Amendment.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys_Certificate_NonExistence_Corp_Dispute.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys_Certificate_NonExistence_Corp_Dispute.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys_Certificate_Waiver_Pre_emptive_Rights./pdf
http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys_Certificate_Waiver_Pre_emptive_Rights./pdf

c. Signed and notarized Secretary’s
Certificate on waiver of pre-emptive rights
of non-subscribing shareholders with
documentary stamps on one original set

A. Bank, Pawnshop and other Financial Intermediaries with Quasi-Banking

5. Amended Articles of Incorporation Functions - Bangko Sentral ng Pilipinas

B. Insurance/Mutual Benefit Association/ Health Maintenance Organization-

Insurance Commission

Additional Requirements C. Money Changer and Remittance Services- Bangko Sentral ng Pilipinas

1. Endorsement from other government

agencies, if applicable (1 original) May secure copy from the Public Assistance Desk or may download from SEC

Website at http: //www.sec.gov.ph /forms-and-fees/primary-registration/

2. If the provision to be amended is for For guidance, refer to Memprandum Circular No..6 series' of 2008
registered corporations increasing its foreign dow.nloadable at SEC website through the following URL:
equity to more than 40%, submit: F-101 ?tt ://www.sec.gov.ph/wp-content/uploads/2015/11/sec-memo-06s2008.pd

signed and notarized with documentar =
8 y For guidance, refer to Memorandum Circular No. 6 series of 2012

stamps on one original set

3. If the provision to be amended is for
registered corporations with more than 40%
increasing further the percentage of such
equity, submit: F-102 signed and notarized
with documentary stamps on one original set

4. Special Audit Report



http://www.sec.gov.ph/forms-and-fees/primary-registration/
http://www.sec.gov.ph/wp-content/uploads/2015/11/sec-memo-06s2008.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/11/sec-memo-06s2008.pdf

5.

a. For companies with secondary licenses
b. Where payment to subscription to the

increase is more than P50,000,000.00
otherwise, Subscription contract
executed under oath among
stockholder/s, treasurer and president
for the corporation, stating the number
of additional shares subscribed to and
paid for with documentary stamps on
one original set

Note: Per Memorandum Circular No. 11 Series
of 2016

For RURAL BANKS:

a) Notarized Certification on payment for
subscriptions to be signed by majority of the
rural bank’s Board of Directors in
accordance with the form required by BSP
b) list of stockholders of record showing
their respective subscribed and paid-up
amount before and after the increase and the
list of subscribers to the increase with their
respective subscription and payment as
presented and approved by BSP annexed to
the notarized certification

Bangko Sentral ng Pilipinas




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Submits application for 1. Accepts documents for None 5 minutes Officer of the Day
Increase of Capital Stock encoding in the Master JMPJavier / CMRPerez /
List and assignment to EO YAAoto / MJAAlcantara
Processors
1.1. Fills out transmittal slip 1.1. Verifies 15 minutes Securitlvi[(ésM S(}i)e“cialist !
for documents submitted completeness of .l povecara
Securities Specialist 11
docu.mentary JDJuarez
requirements.
1.1.1. If documents are 15 minutes

complete: Accepts
documents, prepares
Routing Slip, informs
client to wait for a
text, call or email if
okay to proceed.




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1.1.2. Processes and 1lhour Securities Specialist 1

evaluates documents
submitted then
forwards the
documents for legal
review

Reviews and evaluates
application

(Monitoring period/s
excluded)

1.1.3. If application is
for NOT complete or
for compliance,
processor prepares a
checklist of
deficiencies

if for queuing:
within 10-17 days

30 minutes

JMGMedalla

Securities Specialist 11
JDJuarez

Counsel I1 /1
Atty. Salvador

Securities Specialist 1
JMGMedalla
Securities Specialist 11
JDJuarez




2. For incomplete and

non-compliant applications:

Re-submit complete or
corrected documents

2. Reviews re-submission

2.1. If for queuing
informs client to wait
for a text, call or email.

2.2. If application is
compliant, the
processor forwards the
application for final
review

Reviews and evaluates
application

2.3. Issues Payment
Assessment Form (PAF)

None

For the amendment:

a. Amended Articles
of Incorporation -
P1,000.00

b. LRF P 10.00

c. Handling Fee P
20.00

d. Documentary
Stamp Tax P 30.00

For the increase:
For corporation
with par value

1hour
if for queuing:
within 10-17 days

5 minutes

Securities Specialist I
JMGMedalla

Securities Specialist 11
JDJuare

Counsel I1 / 1
Atty. Salvador

Administrative Assistant I
YAAoto

Administrative Assistant II
CMRPerez / MJAAlcantara

Administrative Officer 11
JMP]Javier




a.1/5 of 1% of the
increase in capital
stock but not less
than P3,000.00 or
the subscription
price of the
subscribed capital
stock, whichever is
higher

For corporation
without par value

a.1/5 of 1% of the
increase in capital
stock computed at
P100.00 per share
but not less than
P3,000.00 or the
issue value of the
subscribed capital
stock, whichever is
higher

b. Legal Research
Fee -equivalent to
1% of the
computed filing fee
for Increase of
Capital Stock but
not less than
P10.00

c. Documentary
Stamp tax

P 60.00




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

d. Handling Fee

P 20.00

For Corporations
with FIA
Application -
Additional P3,060,
inclusive of LRF of
P30.00 and DST of
P30.00

3. Pays the filing fee online or
through Landbank

None

As indicated in PAF

None

Online via eSPAYSEC:
https://www.sec.gov.ph/sec-pay
ment-portal

or OTC at Landbank




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

4. Proceeds to EO Counter to
present proof of payment and

documentary requirements

4. Verifies proof of
payment and receives
documentary
requirements.

4.1 Forwards
documents for printing of
Certificates

If for queueing, informs
client to wait for a text,
call or email once
approved application is
ready for pick up

None

30 minutes
If for queuing:
Within 1 day

Securities Specialist 1
JGMedalla
Securities Specialist 11
JDJuarez

5. Waits for the issuance of
signed Certificate.

5. Prepares the
Certificates for Increase
of Authorized Capital
Stock and Amended
Articles of Incorporation

5.1. Signs the Certificates
for Increase of
Authorized Capital Stock
and Amended Articles of
Incorporation.

None

30 minutes

10 minutes

Administrative Assistant II
CMRPerez / MJAAlcantara

Director 11
Atty Respall




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
6. Presents receipt to the 6. Logs and releases None 15 minutes Officer of the day
Releasing Unit, signs the signed Certificates for JMPJavier / CMRPerez /
YAAoto / MJAAlcantara

logbook and 2 duplicate
copies; Receives the approved
Certificates for Increase of
Authorized Capital Stock and
Amended Articles of
Incorporation

Increase of Authorized
Capital Stock and
Amended Articles of
Incorporation




TOTAL

For the amendment:

a. Amended Articles of Incorporation -
P1,000.00

b. LRF P 10.00

c. Handling Fee P 20.00

d. Documentary Stamp Tax P 30.00

For the Increase:

For corporation with par value

a. 1/5 of 1% of the increase in capital stock but
not less than P3,000.00 or the subscription
price of the subscribed capital stock, whichever
is higher

For corporation without par value

a. 1/5 of 1% of the increase in capital stock
computed at P100.00 per share but not less
than P3,000.00 or the issue value of the
subscribed capital stock, whichever is higher

b. Legal Research Fee -equivalent to 1% of the
computed filing fee for Increase of Capital Stock
but not less than P10.00

c. Documentary Stamp tax of P60.00

d. Handling Fee - P 20.00

For Corporations with FIA Application -
Additional P3,060, inclusive of LRF of P30.00
and DST of P30.00

18 days, 4
hours and 35
minutes
Maximum 20
Days




4. Increase of Capital Stock through payment other than cash

This service details the procedure on application for increase of capital stock by way:
Conversion of advances/liabilities to equity
Stock Dividends

Land, building / condominium units

Untitled Lands

Inventories / Furnitures / Personal Properties
Heavy equipment and machinery

Shares of stock

Motor Vehicle

. Seavessel / aircraft

10. Intangibles

11. Net assets

O ONO U WN

Office or Division: SEC Bacolod Extension Office (SEC-BACEO)

Classification: Highly Technical

Type of Transaction: G2B - Government to Business

Who may avail: Corporations duly registered at Securities and Exchange Commission

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE




Basic requirements (2 sets original in A4 size bond paper)
1. Cover sheet

2. Signed and notarized Director’s Certificate with documentary
stamps on one original set

3. Signed and notarized Secretary’s Certificate on non-
existence of intra-corporate dispute with documentary
stamps on one original set

4. Signed and notarized Application for Increase of Capital
Stock
a. Signed and Notarized Treasurer’s Affidavit with
documentary stamps on one original set

b. List of stockholders of record as of date of meeting
approving the increase, indicating their nationalities and
their respective subscribed and paid-up capital on the
present authorized capital stock certified under oath by
the corporate secretary with documentary stamps on one
original set

c. Signed and notarized Secretary’s Certificate on waiver of
pre-emptive rights of non-subscribing shareholders with

documentary stamps on one original set

5. Amended Articles of Incorporation

May secure Checklist of requirements and sample formats from the
Public Assistance Desk or through the Commission’s website
through URL

http://www.sec.gov.ph /wp-content/uploads/2015/07 /Cover She

et for Amendment.pdf

Downloadable at SEC website through the following URL:
http://www.sec.gov.ph/wp-content/uploads/2015/07 /Secretarys
_Certificate_NonExistence_Corp_Dispute.pdf

No Prescribed format. To be prepared by the Company in
accordance with the Revised Corporation Code (Sections 15 and
37)

To be provided by the applicant

EO Public Assistance or Downloadable at SEC website through the
following URL:
http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys

Certificate Waiver Pre emptive Rights.pdf



http://www.sec.gov.ph/wp-content/uploads/2015/07/Cover_Sheet_for_Amendment.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/07/Cover_Sheet_for_Amendment.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys_Certificate_NonExistence_Corp_Dispute.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys_Certificate_NonExistence_Corp_Dispute.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys_Certificate_Waiver_Pre_emptive_Rights.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys_Certificate_Waiver_Pre_emptive_Rights.pdf

Additional Requirements

1.

2.

Endorsement from other government agencies, if
applicable (1 original)

If the provision to be amended is for registered
corporations increasing its foreign equity to more than
40%, submit: F-101 signed and notarized with
documentary stamps on one original set

If the provision to be amended is for registered
corporations with more than 40% increasing further the
percentage of such equity, submit: F-102 signed and
notarized with documentary stamps on one original set

Note: Per Memorandum Circular No. 11 Series of 2016

6. For RURAL BANKS:

a) Notarized Certification on payment for subscriptions to
be signed by majority of the rural bank’s Board of
Directors in accordance with the form required by BSP

b) list of stockholders of record showing their respective
subscribed and paid-up amount before and after the
increase and the list of subscribers to the increase with
their respective subscription and payment as presented
and approved by BSP annexed to the notarized
certification

A. Bank, Pawnshop and other Financial Intermediaries with
Quasi-Banking Functions - Bangko Sentral ng Pilipinas

B. Insurance/Mutual Benefit Association/ Health Maintenance
Organization- Insurance Commission

C. Money Changer and Remittance Services- Bangko Sentral ng
Pilipinas

May secure copy from the Public Assistance Desk or may download
from SEC Website at
http://www.sec.gov.ph/forms-and-fees/primary-registration

Bangko Sentral ng Pilipinas



http://www.sec.gov.ph/forms-and-fees/primary-registration/

ADDITIONAL REQUIREMENTS
depending on the mode of payment

7. Conversion of Advances / Liabilities to Equity

7.1 Audited Financial Statements (AFS) as of the last fiscal
year stamped received by BIR and SEC (if the advances are
already reflected therein)

To be provided by the Applicant.

7.2 Areport to be rendered by an Independent CPA on the
verification of the advances to be converted to equity, if not
reflected in AFS

For guidance, refer to Memorandum Circular No. 6 series of 2008
downloadable at SEC website through the following URL:
http://www.sec.gov.ph /wp-content/uploads/2015/11/sec-memo-

06s2008.pdf

7.3 Deed of Assignment of advances / liabilities

To be provided by the Applicant.

8. Stock Dividends

8.1 List of stockholders entitled to stock dividend with
their respective outstanding shares and the allocation
of stock dividend certified by the corporate secretary

To be provided by the Applicant.

8.2 Audited Financial Statements as of the last fiscal year
received by BIR and SEC

To be provided by the Applicant.



http://www.sec.gov.ph/wp-content/uploads/2015/11/sec-memo-06s2008.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/11/sec-memo-06s2008.pdf

8.3 Secretary’s Certificate that on the basis of the
computation of the Finance Officer, the allocation of
stock dividends as indicated in the Certificate of
Increase is in proportion to the shareholdings of
stockholders as of date of meeting approving the
dividend declaration or as of record date and the
treatment of resulting fractional shares, if any, are
true and correct

To be provided by the Applicant.

8.4 Secretary’s Certificate on the Board'’s resolution to
reverse the appropriated retained earnings

To be provided by the Applicant.

8.5 Reconciliation of Retained Earnings

Refer to Memorandum Circular No. 11 Series of 2008 downloadable
at SEC website through the following URL:

http://www.sec.gov.ph/wp-content/uploads/2015/11 /sec-memo-
11s2008.pdf

9. Land, buildings / condominium units

9.1 Detailed schedule of property showing the registered
owner, location, area, TCT/CCT no., tax declaration
number and the basis of transfer value (market value,
assessed value or zonal value) certified by the
company accountant

To be provided by the Applicant.

9.2 Copy of TCT/CCT and tax declaration sheet certified by
Register of Deeds and Assessor’s Office, respectively

To be provided by the Applicant.



http://www.sec.gov.ph/wp-content/uploads/2015/11/sec-memo-11s2008.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/11/sec-memo-11s2008.pdf

9.3 Latest zonal valuation certified by BIR, if transfer value
is based on zonal value

To be provided by the Applicant.

9.4 Appraisal report by a licensed real estate appraiser, if
transfer value is based on appraised value (not more
than 6 month old)

To be provided by the Applicant.

9.5 Deed of Assignment

To be provided by the Applicant.

9.6 If property is mortgaged, submit mortgagee/creditor’s
certification on the outstanding loan balance and
his/her written consent to the transfer of property

To be provided by the Applicant.

9.7 For assignment of buildings where assignor is not the
owner of the land, submit the lease contract on the
land and consent of the land owner to the transfer

To be provided by the Applicant.

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING

TIME

PERSON RESPONSIBLE




1. Submits application for
Increase of Capital Stock

1.1 Fills out transmittal slip
for documents submitted

1. Accepts documents for
encoding in the MasterList
and assignment to EO
Processors

1.1. Verifies completeness
of documentary
requirements

1.1.1. If documents are
complete: Accepts
documents, prepares
Routing Slip, informs
client to wait for a call or
e-mail if ok to proceed

1.1.2. Processes and
evaluates documents
submitted then forwards
the documents for legal
review

1.1.3 Reviews and
evaluates application

(Monitoring period/s
excluded)

None

None

5 minutes

30 minutes

15 minutes

2 hours or
if for queuing:
within 17 days

Officer of the day

JMPJavier / CMRPerez /
YAAoto / MJAAlcantara

Securities Specialist 1
JGMedalla

Securities Specialist 11
JDJuarez

Securities Specialist I
JGMedalla

Securities Specialist I
JDJuarez

Counsel II / Counsel I
Atty. Salvador




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1.1.3. If application is NOT 30 minutes Securities Specialist I
complete or for JGMedalla
compliance, processor Securities Specialist I1
prepares a checklist of JDJuarez
deficiencies
2. For incomplete and 2. Reviews resubmission None 2 hours or Securities Specialist I
non-compliant applications: if for queuing: JGMedalla
Re-submits complete and within 17 days Securities Specialist 11
JDJuarez

corrected documents

2.1. If for queuing
informs client to wait
for a text, call or email

2.2. If application is
compliant, the
processor forwards the
application for final
review

2.3 Reviews and
evaluates application

Counsel I / Counsel I
Atty. Salvador




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
2.3. Issues Payment For the 5 minutes
Assessment Form (PAF) amendment: Administrative Assistant I

a. Amended
Articles of
Incorporation -
P1,000.00

b. LRF P 10.00

c. Handling Fee P
20.00

d. Documentary
Stamp Tax P 30.00

For the increase:
For corporation
with par value
a.1/5 of 1% of the
increase in capital
stock but not less
than P3,000.00 or
the subscription
price of the
subscribed capital
stock, whichever is
higher
For corporation
without par value

YAAoto

Administrative Assistant II
CMRPerez / MJAAlcantara

Administrative Officer II

JMPJavier




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

a.1/5 of 1% of the
increase in capital
stock computed at
P100.00 per share
but not less than
P3,000.00 or the
issue value of the
subscribed capital
stock, whichever is
higher
b. Legal Research
Fee -equivalent to

filing fee for
Increase of Capital
Stock but not less
than P10.00
c. Documentary
Stamp tax
P 60.00
d. Handling Fee P
20.00
For Corporations
with FIA
Application -
Additional P3,060,
inclusive of LRF of
P30.00 and DST of
P30.00

1% of the computed




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
3. Pays the filing fees for None As indicated in PAF None Online via eSPAYSEC:
online or through Landbank https://www.sec.gov.ph/sec-pay
ment-portal
or OTC at Landbank
4. Proceeds to EO Counter to | 4. Verifies proof of None 30 minutes
present proof of payment payment and receives If for queuing: Securities Specialist I
and documentary documentary Within 1 day JGMedalla
requirements requirements; Securities Specialist II
JDJuarez
4.1 Forwards
documents for printing
of Certificates
If for queueing, informs
client to wait for a text, call
or email once approved
application is ready for
pick up
5. Waits for the issuance of 5. Prepares the Certificate None 30 minutes Administrative Assistant I1
signed Certificate for Increase of Authorized CMRPerez / MJAAlcantara
Capital Stock and
Amended Articles of
Incorporation
10 minutes Director II

Atty. Respall




CLIENT STEPS

AGENCY ACTIONS FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

5.1. Signs the Certificate
for Increase of Authorized
Capital Stock and
Amended Articles of
Incorporation

6. Proceeds to the Releasing
Unit, signs the logbook and 2

duplicate copies; Receives the

approved Certificate for
Increase of Authorized
Capital Stock and Amended
Articles of Incorporation

6. Logs and releases None
signed Certificate for
Increase of Authorized
Capital Stock and
Amended Articles of

Incorporation

15 minutes

Officer of the Day
JMP]avier / CMRPerez /
YAAoto / MJAAlcantara

TOTAL

For the amendment:

a. Amended Articles of Incorporation P1,000.00
b. LRF

P 10.00

c. Handling Fee P 20.00

d. Documentary Stamp Tax

P 30.00

For the increase:

For corporation with par value

a. 1/5 of 1% of the increase in capital stock but
not less than P3,000.00 or the subscription price
of the subscribed capital stock, whichever is
higher

18 days, 5 hours
and 25 minutes
or
Maximum 20 days




CLIENT STEPS

AGENCY ACTIONS FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

For corporation without par value

a. 1/5 of 1% of the increase in capital stock
computed at P100.00 per share but not less than
P3,000.00 or the issue value of the subscribed
capital stock, whichever is higher

b. Legal Research Fee -equivalent to 1% of the
computed filing fee for Increase of Capital Stock
but not less than P10.00

c. Documentary Stamp tax o

P 60.00

d. Handling of Fee- P 20.00

For Corporations with FIA Application -
Additional P3,060, inclusive of LRF of P30.00
and DST of P30.00




5. Issuance of Certificates of No Derogatory Information

This service details the procedure on Issuance of Certificates of No Derogatory Information

Office or Division:

SEC Bacolod Extension Office

Classification: Simple

Type of Transaction:

G2B - Government to Business

Who may avail:

All Registered Partnerships, Domestic Corporations, and Licensed Foreign Corporations

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

SEC FORM 2015-001 (1 Original)
Monitoring Clearance (1 photocopy)
* Primary Licenses
* Lending
* Foundation

For Corporations with Secondary Licenses, attach the
Articles of Incorporation or latest Amended Articles of
Incorporation, if any

For Partnerships, attach the Articles of Partnership or
latest Amended Articles of Partnership, if any

SECEO
SECEO
CGFD
CGFD

Corporate Secretary or at www.secexpress.ph

Corporate Secretary or at www.secexpress.ph



http://www.secexpress.ph
http://www.secexpress.ph

compliance with SEC
reports and other SEC
requirements; Verifies
the status of corporation
through CIS-URDB

b. If application is
cleared issues Payment
Assessment Form

No Derogatory Fee:
P 500.00
Documentary Stamp
Tax P 30.00

If for queuing:
Within 2 days

For Foundations,
Lending and
Financing -
Maximum 20 days

5 minutes

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

1. Fills out request form 1. Provide Request Form for None 5 minutes Officer of the Day
the Certification JMPJavier / CMRPerez /
YAAoto / MJAAlcantara

2. Waits for the 2.Receives request with None 5 minutes Officer of the Day
processing of request documentary requirements JMPJavier / CMRPerez /
YAAoto / MJAAlcantara

2.1. Monitoring of 2 hours

Administrative Officer II
JMPJavier

Administrative Assistant I
YAAoto
Administrative Assistant II

CMRPerez / MJAAlcantara
Administrative Officer II
JMP]Javier




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
c. If not cleared, issues a 20 minutes
checklist for compliance Administrative Officer II
JMP]Javier
3. Pays the filing fee for None None None
online or through Online_via eSPAYSEC:
Landbank https://www.sec.gov.ph/sec-paym
ent-portal
or OTC at Landbank
4. Presents proof of 4. Process No Derogatory None 10 minutes Administrative Officer II
payment Request through the JMPJavier
CIS-URDB.
4.1. Signs the Certificate of 5 minutes Director I
No Derogatory Information. Atty Respall
4.2. Seals the Certificate of o . ]
No Derogatory Information 5 minutes Administrative Officer II

with the SEC logo

JMP]Javier




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
5. Receives the 5. Releases the Certificate of None 5 minutes Administrative Officer II

certification No Derogatory Information JMPJavier
(CNDI) to the applicant.
or
Officer of the day
JMPJavier / CMRPerez /
YAAoto / MJAAlcantara
TOTAL No Derogatory Fee: 2 days 3 hours

P 500.00
Documentary Stamp
Tax P 30.00

Maximum 3 days

For Foundations,
Lending and
Financing -
Maximum 20 days




6. Issuance of Certification as to Status of a Registered Corporation

This service details the procedure on Issuance of Certification as to Status of a Registered Corporation.

Office or Division: SEC Bacolod Extension Office (SEC-BACEO)

Classification: Simple

Type of Transaction: G2B - Government to Business

Who may avail: All Registered Partnerships, Domestic Corporations, and Licensed Foreign Corporations
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Monitoring Clearance SECEO




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
. Fills out form for request 1. Receives request, None 30 minutes Administrative Officer I1

(FOI form) with attached
government issued ID of the
requesting
party/representative

checks status of entity in
the SEC database, and
retrieves the corporate file.

1.1. If available, issues
Payment Assessment
Form

1.2. If corporate files are
not available, informs
client to wait for
notification within 3

days

1.3 Processor emails
Head Office for
confirmation of
Status

a. Certification
Fee P 500.00
b. Documentary
Stamp Tax
P30.00

None

If for queuing:
Maximum 3 days

5 minutes

10 minutes

JMP]Javier

Administrative Assistant I
YAAoto
Administrative Assistant II

CMRPerez / MJAAlcantara

Administrative Officer II
JMP]Javier

Administrative Officer II
JMP]Javier

or

Officer of the Day
JMPJavier / CMRPerez /
YAAoto / MJAAlcantara




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
2. Pays the filing fee online or None None None
https://www.sec.gov.ph/sec-pay
ment-portal
or OTC at Landbank
3.Presents the proof of 3. Prints the Certification None 15 minutes Administrative Officer II
payment and forwards certification JMPJavier
and corporate records to
the Office of the Director
. 5 minutes Director 11
1.1. Signs the Atty Respall
certification
4, Releases signed None 10 minutes Administrative Officer II

4. Proceeds to the Releasing
Unit; signs in the logbook

Certification as to Status

JMP]Javier
Officer of the day
JMPJavier / CMRPerez /
YAAoto / MJAAlcantara

TOTAL

a. Certification Fee P

500.00

b. Documentary Stamp

Tax P 30.00

2 days, 1 hour
and 15 minutes
Maximum 3 days




7. Issuance of Plain/Authenticated Copies of Documents

This service details the procedure on request for plain and/or authenticated copies of documents on file with the
Commission.

Office or Division: SEC Bacolod Extension Office (SEC-BACEO)
Classification: Simple
Type of Transaction: G2B - Government to Business; G2C - Government to Citizen
Who may avail: All Government Agencies
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. FOI form (1 copy) May secure copy from the Public Assistance Desk

2. Photocopy of any government issued ID (1 copy) To be provided by Applicant




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

1. Fills out form for 1. Receives request, 30 minutes Officer of the Day
request (FOI form) with checks availability of If for queuing: JMPJavier / CMRPerez /
attached government requested documents Maximum 3 days YAAoto / MJAAlcantara
issued ID of the requesting in database and
party/representative corporate records

available

5 minutes .. . .
1.1. If available. Issues For CTC/set: Administrative Assistant I
y Articles of YAAoto
Payment Assessment Incorporation- P Administrative Assistant II
Form (PAF) CMRPerez / MjAAlcantara

1.2. If corporate files
are not available
informs client to
wait for a
notification
within 3 days

1.3 Processor emails
Head Office for
the document/s
requested

2000.00
By-Laws- P 2000.00
Articles of
Partnership
P 2000.00
Amended Articles of
Incorporation- P
2000.00
Amended By-Laws
-P 2000.00
Amended Articles of
Partnership
-P 2000.00
Increase in Capital
Stock-P 2000.00
GIS- P 2000.00
FS- number of pages
P100.00 plus service

Administrative Officer 11
JMP]Javier




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

fee P 50.00
Certificate of
Registration- P

100.00
and Documentary
Stamp
Tax-P30.00/set

For Plain Copy
Articles of
Incorporation- P
1500.00
3y-Laws- P 1500.00
Articles of
Partnership- P
1500.00
Amended Articles of
Incorporation- P
1500.00
Amended By-Laws-
P 100.00
Amended Articles of
Partnership- P
1500.00
Increase in Capital
Stock- P1500
GIS- P1500
FS- number of pages
x P100.00




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
2. Pays the filing fee online None None None
or through Landbank Online via eSPAYSEC:
https://www.sec.gov.ph/sec-payme
nt-portal

or OTC at Landbank




3. Presents the proof of
payment and request form

3. Prepares the

requested documents

3.1. Ifplain copy:

prints the
documents

3.2. If authenticated
copy, prints and

stamps the
documents

3.3. Releases signed
CTC or Plain copy
of documents

Non

10 minutes/
document or
depends on the
type of document

30 minutes per
document
or depends on
the type of
document

30 minutes per
document
or depends on
the type of
document

5 minutes

Administrative Assistant I
YAAoto
Administrative Officer II
JMPJavier

Administrative Assistant I
YAAoto
Administrative Officer II

JMPJavier




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

TOTAL

For CTC/set:
Articles of
Incorporation - P
200.00

By-Laws - P 2000.00
Articles of
Partnership - P
2000.00

Amended Articles
of Incorporation - P
2000.00

Amended By-Laws -
P 2000.00
Amended Articles
of Partnership - P
2000.00

Increase in Capital
Stock - P2000

GIS - P2000

FS - number of
pages x P100.00
plus service fee P50
Certificate of
Registration - P
100.00 And
Documentary
Stamp Tax - P
30.00/set

For Ordinary Copy

1 hour, 25 minutes
or Maximum 3
days




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

Articles of
Incorporation - P
1500.00
By-Laws - P
1500.00
Articles of
Partnership - P
1500.00
Amended Articles
of Incorporation - P
1500.00
Amended By-Laws -
P 1500.00
Amended Articles
of Partnership - P
1500.00
Increase in Capital
Stock - P15000.00
GIS - P1500.00
FS - number of
pages x P100.00




8. Public Assistance and Complaint Action

This service details the assistance rendered to walk-in clients on their concerns and queries pertaining to SEC
matters. This is also to provide advice and counseling on their complaints as well to refer clients to appropriate SEC
Department, if applicable.

Office or Division:

SEC Bacolod Extension Office

Classification: Simple, Complex, Highly Technical

Type of G2C- Government to Citizen

Transaction:

Who may avail: All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None None
CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Presents concern/s, query or 1. Verifies the nature of the None 5 minutes Officer of the Day
complaint concern/query; JMPJavier / CMRPerez /

YAAoto / MJAAlcantara




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1.1 Renders advice 30 minutes or
depending on the nature of more
the concern/query; or depending on
hands out the requested complexity of
checklist of requirements, issue raised
guidelines, or sample forms. Simple
Transaction:
Maximum 3 days
1.2 Refers to the Complex
appropriate EO staff or Transaction:
other concerned Maximum 7 days
government agency Highly
Technical:
Maximum 20
days
2.1. For written complaint: None 30 minutes or Counsel Il or I / Processor

2. Presents verbal or written

complaint

Endorses written
complaint to the Office of
the Director and advises
party to expect feedback
of their
queries/complaints via
email

2.2, Prepares and signs the
to the complaint

more
depending on
complexity of
issue raised
Simple
Transaction:
Maximum 3 days
Complex
Transaction:
Maximum 7 days
Highly
Technical:
Maximum 20
days

Atty. Salvador / PVOParagas




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME

PERSON RESPONSIBLE

2.3. Endorses signed
answer to Administrative
Assistant I for personal
delivery or for mailing
through postal service or
courier service

10 minutes

Simple
Transaction:
Maximum 3 days
Complex
Transaction:
Maximum 7 days
Highly Technical:
Maximum 20
days
(for the written
complaint
already signed
and the
delivery/mailing

Counsel Il or I / Processor
Atty. Salvador / PVOParagas

or

Director II
Atty Respall

TOTAL

None

For verbal: 45
minutes

For written:
Simple:
Maximum 3 days
Complex:




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME

PERSON RESPONSIBLE

Maximum 7 days
HighlyTechnical:
Maximum 20
days

9. Request for Regular Monitoring of Domestic Corporations

(Ordinary Stock and Non-Stock)

This service details the procedure on Regular Monitoring of Domestic Corporations (Ordinary Stock and Non-Stock)

Office or Division:

SEC Bacolod Extension Office (SEC-BACEO)

Classification:

Simple

Type of Transaction:

G2B - Government to Business

Who may avail:

All registered domestic corporations through their Authorized Representatives




CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1)

2)

3)

8)
9)

Copy of the Latest due Financial Statements and any
amendments thereto (duly stamped received by BIR and
received by SEC via eFAST)

Copy of the Latest due General Information Sheet and any
amendments thereto (duly received by SEC via eFAST)

Copy of the Certificate of Incorporation and latest Certificate
of filing of Amended Articles or By-laws (if any) together with
copies of the latest Articles of Incorporation and By-laws
Copy of Registration of Stock and Transfer Book/Membership
Book

Copy of the latest Confirmation of Payment (COP), if any
Other documents (per monitorer's instructions) such as:
Secretary's Certificate explaining the double filing of General
Information Sheet;

Secretary's Certificate of No Intra-Corporate Dispute;
Secretary's Certificate (Clarification)

10)Affidavit of the Corporate Secretary (Anti-Dummy Law/One

and the Same/Auditor);

11)General Formal for Financial Statements when the gross

revenue/total assets exceeds Five Million Pesos (P5,000,000)

12)0GA's Acknowledgement on Functional Currency

To be provided by client




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Submits 1. Pre-evaluates required None 10 minutes Officer of the Day
completely filled-up documents then forwards JMPJavier / CMRPerez /
“Request for the request to Records YAAoto / MJAAlcantara
Monitoring” and the Officer for recording/
required documents queuing in the Master List
2. Request is assigned for Guidelines on the 1 hour . L.
Monitoring Imposition of fines or If for queuing: Monitoring Specialists
penalties for Within 3 days
noncompliance with for simple Director II
reportorial monitoring Atty Respall
2.1 Monitoring: requirements; Within 7 days
Memorandum Circular for Foundation
Determines compliance, No. 8, series of 2009 Within 20 days
deficiencies and violations; (MC8-2009); Amended for Lending and
Prepares the Monitoring rules governing the Financing
Sheet (MS) that is submitted to | distribution of excess
the Director for review and profits of corporation;
signing once final or emailed Memorandum Circular
to the client if assessment is No. 8, Series of 1998
partial. (MC8-1998); and Office
Order No. 298, Series of
2010
2. Receives 2. Presents or e-mails the 30 minutes Monitoring Specialists
Monitoring Sheet findings to the applicant or more depends

on the complexity
of the matter




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

2.2. If there are no
deficiencies, the Monitoring
sheet will be finalized and
will be submitted to the
Director for review and
signing.

2.2.1. The Monitoring
sheet will be given to the
client

2.3. If with penalties and
client agrees to the findings
presented, Monitoring sheet
will be provided to them

10 minutes

5 minutes

5 minutes

Monitoring Specialists
Director

Monitoring Specialists

Monitoring Specialists

3. Pays the assessed
fines/penalties online
or through Landbank

None

Depends on the assessed
fines

None

Online_via eSPAYSEC:
https://www.sec.gov.ph/sec-
payment-portal

or OTC at Landbank




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

TOTAL

Depends on the assessed
fines

2 days, 2 hours
If for queueing:
Maximum 3 days

Within 7 days for
Foundation
Within 20 days

for Lending and

Financing




10. Registration of Corporations through SEC - eLECTRONIC
SIMPLIFIED PROCESSING OF APPLICATION FOR REGISTRATION OF
COMPANY (SEC - ESPARC) for Regular Corporations

The SEC - ESPARC is a facility to cater application for registration of

1. One Person Corporation (OPC) 2. Domestic corporations (stock and nonstock) 2-4 incorporators and 5 or more

incorporators,

Office or Division:

SEC Bacolod Extension Office

Classification:

Complex

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All natural and juridical persons and their representatives

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Stock corporation
1. Cover Sheet*

2 original sets in A4 size bond paper

2. Articles of Incorporation (AI)*

ESPARC-generated
ESPARC -generated




2.1. TaxIdentification Numbers (TIN) of
Filipino incorporators, directors,
stockholders including corporate
subscribers (to be written in the Articles of
Incorporation and applicable document/s)

2.2. Tax Identification Numbers (TIN) or
passport numbers of foreign incorporators,
directors and stockholders (to be written
in the Articles of Incorporation and
applicable document/s)

3. Treasurer’s Affidavit* (in case not incorporated in
the Articles of Incorporation)

4. By-Laws*

5. Foreign Investments Act (FIA) Application Form
(F-100),* if more than 40% foreign equity

Additional Requirements:

¢ Foreign Investments Act F-100 (for corporations
with more than 40% foreign equity) whose paid-up
capital is CASH or PEZA Endorsement if located
within the PEZA economic zones

¢ C(Clearance from other government agencies
(depending on industry)

For Partnerships as incorporators

ESPARC -generated

ESPARC -generated
ESPARC -generated




Partners’ Affidavit duly notarized stating that
they have authorized the partnership to invest
in the corporation about to be formed and
designating one of the partners as the signatory
of the corporation.

Copy of the Certificate of Registration

For Domestic Corporation as incorporators

Board Resolution, Directors’/ Trustees’
Certificate or Secretary’s

Certificate, indicating the necessary approvals
of the investment, as well as the authorized
signatory to the incorporation documents,
executed under oath

Copy of the Certificate of Registration
Latest General Information Sheet

For Foreign Corporation as incorporators

Board Resolution, Directors’/ Trustees’
Certificate or Secretary’s Certificate, duly
authenticated by a Philippine Consulate or with
an Apostille affixed thereto, authorizing the
foreign corporation to invest in the corporation
being formed and specifically naming the
designated signatory on behalf of the foreign
corporation

Proof of Existence of the Foreign Corporation
such as Apostilled Certificate of Registration or
Apostilled Certificate of Good Standing

Certificate of Inward Remittance




For Foreign Corporation as subscribers

Board Resolution, Directors’/ Trustees’
Certificate or Secretary’s Certificate, duly
authenticated by a Philippine Consulate or with
an Apostille affixed thereto, authorizing the
foreign corporation to invest in the corporation
being formed

Proof of Existence of the Foreign Corporation
such as Apostilled
Certificate of Registration or Apostilled
Certificate of Good Standing

Certificate of Inward Remittance

*4 sets of hard copies to be received by the BACEO
Processor with at least four sets in original form
containing the original signatures of the required
signatories and notary public.

For non-stock religious’ aggregates
1. Affidavit of Affirmation/Verification by the chief
priest, rabbi, minister, or presiding elder *not
required if already part of the Articles of
Incorporation

ESPARC-generated




For Foundation

1.

Notarized certificate of bank deposit of the
contribution, which shall not be less than
P1,000,000.00

Statement of Willingness to allow the Commission
to conduct an audit

Banks

For Federation
1. List of Member-Associations certified by the

Corporate Secretary

ESPARC-generated

For Confederation
2. List of Member-Federations certified by the

Corporate Secretary

Corporate Secretary

For condominium corporation/association

1.

2.

Notarized Copy of the Master Deed with primary
entry of the Register of Deeds

Certification that there is no existing similar
condominium association within the
condominium project

Condominium Developer and Register of Deeds

Applicant Condominium Corporation/Association to be executed
by the Corporate Secretary

For corporations with Less than Five (5) Incorporators

Cover Sheet

Articles of Incorporation (for stock and non-stock

corporations)
Treasurer’s Affidavit (for stock corporation only,
optional if Treasurer’s Certificate in accordance with

the RCC is incorporated in the Articles of

Incorporation (Al))
By-Laws (for stock and non-stock corporations)

ESPARC-generated




e Foreign Investments Act Form 100 (for stock
corporations with more than 40% foreign equity)
whose paid-up capital is CASH

For One Person Corporation (OPC)
e Cover Sheet ESPARC-generated
e Articles of Incorporation
e Acceptance letter of the Nominee and Alternate
Nominee

*Please be informed to arrange in accordance with the order in the checklist in 2 original copies



CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Proceeds to application form 1.Verifies proposed None System-generated

at https://esparc.sec.gov.ph/

and select Proceed to Regular
Processing
1.1. Verifies, reserves, or
appeals the proposed
company name including
trade or business names, if
applicable

1.1.1 If approved,

proceed with the

encoding of company
information

1.1.2. If denied, avails of
online appeal of rejected
names by uploading
appeal letter and/or
supporting documents in
step 1.4

1.2. Receives OTP (One Time
Passcode) through Email

1.3. Encodes Company
details/information

company name. System
approves/denies the
proposed company name
in accordance with
Memorandum Circular
No. 13, series of 2019



https://esparc.sec.gov.ph/

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1.4. Submits online
application and uploads
name appeal document/s
and other pre-defined
additional requirements
1.5. Receives application
Reference Number
2. Waits for the evaluation of 2. Verifies the name None Within 7 working Processors:
submitted documents and evaluates the days Administrative Officer II
application. Approves JMPJavier
application if Administrative Assistant II
compliant and if no_t’ CMRPerez / MJAAlcantara
returns the same with . ) .
remarks. Confidential Assistant III
AVCarbajosa
Information Officer
MLDKing
Securities Specialist I
JGMedalla
Securities Specialist 11
JDJuarez
3. Receives notification through 3. System issues None None

email. If for compliance, opens
the existing application using
the application reference
number provided and complies
the deficiencies and/or
completes the requirements

compliance e-mail alert
if the documents are
incomplete or with
deficiencies




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
3.1. If compliant, may 3.1. Reviews the 10 minutes Processors
proceed with the printing uploaded documents for
and notarization of verification
documents then uploads in
the system. 3.1.1 If compliant,
applicant will receive the System-generated
Payment Assessment
Form (PAF) for the
registration fees
4. Pays the registration fees None None None
specified in the Payment Online via eSPAYSEC:
Assessment Form (PAF) https://www.sec.gov.ph/s
ec-payment-portal
or OTC at Landbank
5. Proceeds to the EO Receiving 5. Reviews the None 20 minutes Officer of the Day
Section and submits two (2) documents submitted JMPJavier / CMRPerez /
YAAoto / MJAAlcantara

original sets of documentary
requirements and proof of
payment

and proof of payment




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
5.1 If complete and 30 minutes or within | Administrative Assistant I
compliant, 1 day depending on YAAoto
documents are stamp queueing Administrative Assistant I
received proceeds CMRPerez / MJAAlcantara
with the generation of
the Certificate.
5.2. Ifincomplete
and/or
non-compliant,
returns the
application to the
applicant
6. Proceeds to the EO Releasing 6. Releases Certificate None 5 minutes Officer of the Day
JMPJavier / CMRPerez /

Section, signs the logbook and 2 to the applicant

duplicate copies; Receives the
Certificate of Incorporation.

YAAoto / MJAAlcantara




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

TOTAL:

For stock
corporation
based
on the
authorized
capital stock:
With par
value:
1/5 of 1% of
the
authorized
capital
stock but not
less
than PHP
2,000
or the
subscription
price
of the
subscribed
capital stock
whichever is
higher
Without par
value:
1/5 of 1% of
the

Within 7 working
days (Review of
submitted
application in
ESPARC)

55 minutes
(Receiving, printing
of Certificate)




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

authorized
capital
stock
computed at
PHP 100 per
share but not
less
than PHP
2,000
or the issue
value
of the
subscribed
capital stock
whichever is
higher
By-Laws for
both
stock and
non-stock
corporations:
PHP
1,000
Articles of
Incorporation
for
non-stock




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

corporation:
PHP
1,000
Foreign
Investments
Act
(FIA) Form
100:
PHP 3,000.00
Company
Name
Reservation:
PHP
100.00
Each
additional
trade name/s:
PHP 100.00
Documentary
Stamp Tax:
PHP
30.00
Legal
Research
Fee (LRF): 1%
of
the Filing Fee
but




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

not less than
Ten
Pesos (PHP
10.00)

11. Registration of Corporations through SEC - eLECTRONIC
SIMPLIFIED PROCESSING OF APPLICATION FOR REGISTRATION OF

COMPANY (SEC - ESPARC)

The SEC - ESPARC is a facility to cater application for registration of

1. Lending and Financing Companies 2.Partnerships and 3. License to do business for foreign corporations.

Office or Division:

SEC Bacolod Extension Office

Classification:

Complex

Type of Transaction:

G2C - Government to Citizen




Who may avail:

All natural and juridical persons and their representatives

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE




For Stock corporation

1.

2.

Cover Sheet*

Articles of Incorporation (AI)*

2.1. TaxIdentification Numbers (TIN) of
Filipino incorporators, directors,
stockholders including corporate
subscribers (to be written in the Articles of
Incorporation and applicable document/s)

2.2. TaxIdentification Numbers (TIN) or
passport numbers of foreign incorporators,
directors and stockholders (to be written
in the Articles of Incorporation and
applicable document/s)

Treasurer’s Affidavit* (in case not incorporated in

the Articles of Incorporation)

By-Laws*

Foreign Investments Act (FIA) Application Form

(F-100),* if more than 40% foreign equity

Additional Requirements:

Foreign Investments Act F-100 (for corporations
with more than 40% foreign equity) whose paid-up
capital is CASH or PEZA Endorsement if located
within the PEZA economic zones

Clearance from other government agencies
(depending on industry)

Additional Requirements for Lending Companies
and Financing Companies

ESPARC-generated
ESPARC -generated

ESPARC -generated

ESPARC -generated
ESPARC -generated

ESPARC -generated




¢ Additional Requirements for Foreign Corporation

For Partnership

1. Cover Sheet*
2. Articles of Partnership*

e Tax Identification Numbers (TIN) of Filipino
partners including domestic partnership (to
be written in the Articles of Partnership and
applicable document/s)

e Tax Identification Numbers (TIN) or
passport numbers of foreign partners (to be
written in the Articles of Partnership and
applicable document/s)

e Proof of existence of foreign company (if a
partner in the partnership agreement is
signed in the home country)

For Lending Companies:
https: //www.sec.gov.ph /wp-content/uploads/2021/06/2021CheckLis

t Lending.pdf

For Financing Companies
https://www.sec.gov.ph/wp-content/uploads/2021/06/2021CheckLis

t Financing.pdf

For Foreign Corporation
https://www.sec.gov.ph /wp-content/uploads/2019/12/2015PR Docu

mentaryRequirement ForeignCorp.pdf

ESPARC -generated
ESPARC -generated
Bureau of Internal Revenue (BIR)

Bureau of Internal Revenue (BIR)



https://www.sec.gov.ph/wp-content/uploads/2021/06/2021CheckList_Lending.pdf
https://www.sec.gov.ph/wp-content/uploads/2021/06/2021CheckList_Lending.pdf
https://www.sec.gov.ph/wp-content/uploads/2021/06/2021CheckList_Financing.pdf
https://www.sec.gov.ph/wp-content/uploads/2021/06/2021CheckList_Financing.pdf
https://www.sec.gov.ph/wp-content/uploads/2019/12/2015PR_DocumentaryRequirement_ForeignCorp.pdf
https://www.sec.gov.ph/wp-content/uploads/2019/12/2015PR_DocumentaryRequirement_ForeignCorp.pdf

e Board Resolution of the Foreign Company
authorizing it to be a partner in a Contract of
Partnership

e (Authenticated/Apostilled Document) and
designating the authorized signatures

e Ifthere are one (1) or more foreign partners
Signed & notarized F-105 (Foreign
Investments Act Application Form)

e If documents were signed in a foreign
jurisdiction, Authenticated /Apostilled
Articles of Partnership and/or F-105 (2
original; 2 photocopies)

Philippine Embassy/Consulate

*4 sets of hard copies to be received by the BACEO

Processor with at least four sets in original form

containing the original signatures of the required

signatories and notary public.

*Please be informed to arrange in accordance with the order in the checklist in 4 documents



CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Proceeds to application form 1.Verifies proposed None System-generated

at https://esparc.sec.gov.ph/

and select Proceed to Regular
Processing
1.1. Verifies, reserves, or
appeals the proposed
company name including
trade or business names, if
applicable

1.1.1 If approved,

proceed with the

encoding of company
information

1.1.2. If denied, avails of
online appeal of rejected
names by uploading
appeal letter and/or
supporting documents in
step 1.4

1.2. Receives OTP (One Time
Passcode) through Email

1.3. Encodes Company
details/information

company name. System
approves/denies the
proposed company name
in accordance with
Memorandum Circular
No. 13, series of 2019



https://esparc.sec.gov.ph/

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1.4. Submits online
application and uploads
name appeal document/s
and other pre-defined
additional requirements
1.5. Receives application
Reference Number
2. Waits for the evaluation of 2. Verifies the name None Within 7 working Processors
submitted documents and evaluates the days
application. Approves
application if
compliant and if not,
returns the same with
remarks.
2.1 If compliant,
applicant will receive
the Payment
Assessment Form
(PAF) for the
registration fees
3. Receives notification through | 3. System issues None None

email. If for compliance, opens
the existing application using
the application reference
number provided and complies
the deficiencies and/or
completes the requirements

compliance e-mail alert
if the documents are
incomplete or with
deficiencies




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

3.1. If compliant,downloads
the articles of
incorporation and/or
by-laws from the system, or
prepares own form of
articles of incorporation
and/or by-laws ensuring
the same details as

that inputted, for signature
of the incorporators and
notarization/authenticatio
n

4. Pays the registration fees
specified in the Payment
Assessment Form (PAF)

None

None

10 minutes

None

Online_via eSPAYSEC:

https://www.sec.gov.ph/s

ec-payment-portal

or OTC at Landbank




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
5. Reviews the None 30 minutes or within | Administrative Assistant I

5. Proceeds to the EO Receiving
Section and submits two (2)
original sets of documentary
requirements and proof of
payment

documents submitted
and proof of payment

5.1 If complete and
compliant,

documents are stamp
received proceeds
with the generation of
the Certificate.

5.3. If incomplete
and/or
non-compliant,
returns the
application to the
applicant

the day depending on
the queueing

YAAoto

Administrative Assistant II

CMRPerez / MJAAlcantara




CLIENT STEPS AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

6. Proceeds to the EO Releasing | 6. Releases Certificate
Section, signs the logbook and 2 to the applicant
duplicate copies; Receives the

Certificate of Incorporation.

TOTAL:

None

For stock
corporation
based
on the
authorized

capital stock:

With par
value:
1/5 of 1% of
the
authorized
capital
stock but not
less
than PHP
2,000
or the
subscription
price
of the
subscribed

5 minutes

Within 7 working
days (Review of
submitted
application in
ESPARC)

55 minutes
(Receiving, printing
of Certificate)

Officer of the day
JMPJavier / CMRPerez /
YAAoto / MJAAlcantara




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

capital stock
whichever is
higher
Without par
value:
1/5 of 1% of
the
authorized
capital
stock
computed at
PHP 100 per
share but not
less
than PHP
2,000
or the issue
value
of the
subscribed
capital stock
whichever is
higher
By-Laws for
both
stock and
non-stock




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

corporations:
PHP
1,000
Articles of
Incorporation
for
non-stock
corporation:
PHP
1,000
Foreign
Investments
Act
(FIA) Form
100:
PHP 3,000.00
Company
Name
Reservation:
PHP
100.00
Each
additional
trade name/s:
PHP 100.00
Documentary
Stamp Tax:
PHP




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

30.00
Legal
Research
Fee (LRF): 1%
of
the Filing Fee
but
not less than
Ten
Pesos (PHP
10.00)




12. One-day Submission and E-registration of Companies (OneSEC)

The One day Submission and E-registration of Companies (OneSEC) is a subsystem of the ESPARC that is currently
catering to registration applications of DOMESTIC STOCK corporations which may be a ONE PERSON CORPORATION or
CORPORATION with 2 to 15 incorporators, board of directors, and stockholders. This ESPARC subsystem is considered
“pass through” since it only requires minimal encoding of data on the part of the registrants, as most of the company
information are already pre-filled. The OneSEC processing is completely seamless and fully automated in the absence
of human intervention on the part of the Commission starting from the name verification on the proposed corporate
name, until the issuance of the digital copy of the Interim Certificate of Incorporation.

Office or Division: SEC Bacolod Extension Office (SEC-BACEO)

Classification: Simple

Type of Transaction: | G2C - Government to Citizen

Who may avail: All natural and juridical persons and their representatives

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Stock corporation

1. Cover Sheet*

2.  Articles of Incorporation (AI)*
2.1. Tax Identification Numbers (TIN) of Filipino OneSEC generated
incorporators, directors, stockholders including
corporate subscribers (to be written in the Articles
of Incorporation and applicable document/s)

OneSEC generated




2.2. TaxIdentification Numbers (TIN) or passport
numbers of foreign incorporators, directors and
stockholders (to be written in the Articles of
Incorporation and applicable document/s)
3. Treasurer’s Affidavit* (in case not incorporated in
the Articles of Incorporation)
4. By-Laws*
5. Foreign Investments Act (FIA) Application Form
(F-100), * if more than 40% foreign equity
6. Joint Affidavit of Undertaking to Change Name (in
case not incorporated in the Articles of Incorporation) *
7.  Affidavit of Relinquishment (in case the treasurer is
a foreigner and the business activity of the registrant is a
partly-nationalized activity*
8. Authenticated/Apostilled Articles of Incorporation
and ByLaws and supporting documents, if the same were
executed in a foreign jurisdiction (1 original, 2
photocopies)
9. Endorsement/Clearance from other government
agencies, if applicable (1 original, 2 photocopies)
10. Endorsement/Clearance from other departments of
the SEC, if applicable (1 original, 2 photocopies)
11. Endorsement/Clearance from a) Philippine
Economic Zone
Authority (PEZA); b) Subic Bay Metropolitan Authority
(SBMA) or Clark Development Corporation (CDC); and/or
c) Cagayan Economic Zone Authority (CEZA), if applicable;
(1 original, 2 photocopies)
12. Certificate of Incorporation and Articles of
Incorporation or latest General Information Sheet (GIS)
of any corporate subscriber (1 photocopy)

OneSEC generated
OneSEC generated

Sample forms of Cover Sheet, Joint Affidavit of Undertaking to
Change Name and Affidavit of Relinquishment available at the
SEC website at www.sec.gov.ph

Parent Company of the Foreign Corporation and Philippine
Embassy/Consulate

Other requirements must be secured by the registrant from the
appropriate government agency or SEC department, or to be
supplied by the registrant, if applicable

SEC-Registered Domestic Corporation

Foreign Corporation abroad




(1 photocopy)

only)

13. Proof of existence of foreign corporate subscriber/s

14. Other requirement/s as may be required by the SEC
BACEO Director (1 original, or if applicable, 1 photocopy

*Four (4) sets of hard copies to be received by SEC BACEO
with at least two (2) sets in original form containing the
original signatures of the required signatories and notary

public.
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON
RESPONSIBLE
1. Proceeds to application form at | 1. Verifies proposed None 10 minutes Name Verifiers

https://secwebapps.sec.gov.ph

(ONESEC PROCESSING OF
ESPARC)
1.1. Verifies, reserves the
proposed company
name

1.2. Receives the One Time
Passcode
through email

1.3. Encodes and submits
Company
details/information

company name

1.1. Validates
information and
acknowledges
submission of
documents

(Head Office)




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

2. Proceeds to Online Payment

2.1. Pays through the
SEC Online payment portal
URL:https;//www.sec.gov.ph/
secpayment-portal/

2.2. Prints Confirmation
Receipt. Downloads and
print the eLectronic
Official Receipt (eOR)

2.3. Downloads and prints
the Digital Certificate of
Incorporation

2. Processes online
payment transaction
and provides Electronic
Official Receipt

a) Articles of
Incorporation,
Stock Corp., with
par value: 1/5 of
1% of the
authorized capital
stock or the
subscription price
of the subscribed
capital stock,
whichever is
higher, but not less
than PHP 2,000.00
plus
1% Legal Research
Fee (LRF) but not
less than PHP
20.00.

Stock corp.,
without par value:
1/5 of
1% of the
authorized capital

System generated




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

stock computed at
PHP 100 per
share of the
subscription price
of the
subscribed capital
stock, whichever is
higher but not less
than PHP 2,000.00
plus 1% LRF but
not less than
P20.00;
b.) By-Laws: PHP
1,020.00, inclusive
of LRF;
c.) Name
reservation: PHP
100.00 for each
corporate name

3. Proceeds to the SEC BCDEO and
submits documentary requirements
such as: Two (2) sets of copy of the
digital COI, proof of payment, originally
signed and authenticated* or notarized
hard copies anytime within a period of
one year from the date stated in the
Digital Certificate of Incorporation

3. Checks the submitted
proof of payment and
documentary
requirements

3.1. Prints the
original system
generated Certificate
of Incorporation and
cover sheet

None

5 minutes

15 minutes

Officer of the day
JMPJavier / CMRPerez /
YAAoto / MJAAlcantara

Administrative
Assistants I and 11

CMRPerez /
YAAoto / MJAAlcantar




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON
RESPONSIBLE
3.2. Assigns the 1 hour Name Verifiers

OneSEC for Post If for queuing: CMRPerez / MLDKing
Audit Within 7 days
4. Receives the Original system- 4. Releases the
generated Certificate of Incorporation Certificate to the 10 minutes Officer of the Day
applicant
JMPJavier / CMRPerez /
YAAoto / MJAAlcantara

TOTAL

Articles of
Incorporation,
Stock Corp. with
par value:

a.1/5 of 1% of
the authorized
capital stock or
the
subscription
price

of the subscribed
capital stock,
whichever is

6 days 1 hour and 40

minutes if for
queuing
Maximum 7 days




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

higher, but not
less than PHP
2,000.00 plus

b. 1% Legal
Research

Fee (LRF) but not
less than PHP
20.00.

c. Handling Fee-
P 20.00

d. Documentary
Stamp-

P 30.00

Stock corp,,
without par
value:

a.1/5 of 1% of
the authorized
capital




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

stock computed
at PHP 100 per
share of the
subscription
price of the
subscribed
capital stock,
whichever is
higher but not
less than PHP
2,000.00 plus

b. 1% LRF but
not less than
P20.00

c. Handling Fee-
P 20.00

d. Documentary
Stamp- P 30.00

By-Laws: PHP
1,020.00,
inclusive of LRF;




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

Name
reservation: PHP
100.00 for each
corporate name
and PHP 100.00
for each trade
names

13. Petition for Revival of Corporate Existence

This service details the procedure and documentary requirements for the revival of corporate existence. The process is done
through filing a verified petition for revival of corporate existence under the 2016 SEC Rules of Procedure and all the
documentary requirements mentioned in the SEC Memorandum Circular No. 23, series of 2019.

Office or Division: SEC Bacolod Extension Office (SEC-BACEOQ)

Classification: Highly Technical, governs by the 2016 SEC Rules of Procedure

Type of Transaction: | G2C - Government to Citizen




Who may avail: All natural and juridical persons and their representatives

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Submit 2 original copies; in A4 size bond paper

1. Verified Petition for Revival of Corporate Existence To be provided by the applicant or avail of the services from the law offices.

*Essential contents of the verified petition for
revival of corporate existence are discussed in the
SEC Memorandum Circular No. 23, series of 2019
which can be access through the following link:
http://www.sec.gov.ph /wp-content/uploads/202

0/01/2019MCNo23n.pdf

2. Photocopy of Petitioner’s Certificate of Incorporation | From the records of the company or secure copy from the
and Articles of Incorporation www.secexpress.ph, a system to secure SEC Documents.

3. Photocopy of Petitioner’s Certificate (s) of Filing of From the records of the company or secure copy (ies) from the
Amended Articles of Incorporation, with the www.secexpress.ph, a system to secure SEC Documents.

respective Amended Articles of Incorporation, if
Petitioner’s Articles of Incorporation were amended

4. Revived Articles of Incorporation, consisting of To be provided by the applicant.
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



http://www.sec.gov.ph/wp-content/uploads/2020/01/2019MCNo23n.pdf
http://www.sec.gov.ph/wp-content/uploads/2020/01/2019MCNo23n.pdf
http://www.secexpress.ph
http://www.secexpress.ph

5. 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, the Secretary’s Certificate
indicating the list of stockholders and officers with
the corresponding stockholdings

To be provided by the applicant.
Format of the General Information Sheet is downloadable at sec website

6. 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

To be provided by the applicant

7. “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

To be provided by the applicant

8. Photocopy of the supporting evidence (e.g. Deed of
Sale, with the Certificate Authorizing Registration,
Deed of Assignment, Death Certificate of a
stockholder/member) referred to in the
Reconciliation of the changes in the composition of
the stockholders or members

To be provided by the applicant



http://www.sec.gov.ph/reportorial-requirements/corporations-with-primary-licenses-2/
http://www.sec.gov.ph/reportorial-requirements/corporations-with-primary-licenses-2/

9. Photocopy of Petitioner’s Audited Financial To be provided by the applicant
Statements as of the date of expiration of its
corporate term, and for the year immediately
preceding, as audited by an Independent Certified
Public Accountant
10. Photocopy of Petitioner’s Audited Financial To be provided by the applicant
Statements as of a 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 Accountant
11. Photocopy of the Official Receipt(s) for the Payment | To be provided by the applicant upon payment of the Petition Fee and Filing
of the Petition Fee and Filing Fee Fee pursuant to SEC Memorandum Circular No. 3, series of 2017 which may
be access thru the following link:
http://www.sec.gov.ph/wp-content/uploads/2017/03/2017MCno03-new?2
.pdf
12. A favorable recommendation of the appropriate Bangko Sentral ng Pilipinas (BSP)

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

Insurance Commission (IC)



http://www.sec.gov.ph/wp-content/uploads/2017/03/2017MCno03-new2.pdf
http://www.sec.gov.ph/wp-content/uploads/2017/03/2017MCno03-new2.pdf

13. “If” petitioner’s corporate name has already been

validly reused, and is currently being used, by
another corporation duly registered with the
Commission, Proof of Reservation of Petitioner’s
Proposed New Corporate Name.

To be provided by the applicant.

14.

“If” petitioner is an expired corporation which

already availed of re-registration, in accordance with

SEC Memorandum Circular No. 13, series of 2019, 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:

a. there-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”

b. the re-registered corporation has given consent to
the Petitioner’s to use its corporate name, and has
undertaken to change its corporate name
immediately after the issuance of the Petitioner’s
Certificate of Revival.

To be provided by the applicant

15.

Upon filing of Petition for Revival of Corporate
Existence from the Commission:

Publisher of a newspaper of general circulation




a. Within fifteen (15) days from filing, Petitioner or
its duly representative, shall publish in a
newspaper of general circulation its Petition for
Revival, stamped “Received” by the Commission,
with the corresponding docket number;

b. Within fifteen (15) days from filing, Petitioner or
its duly representative, shall file with the
Commission the following pieces of evidence of
the publication of the Verified Petition for Revival
in a newspaper of general circulation:

i. Affidavit of the Newspaper
Editor-in-Chief/Managing Editor/ Content
Editor attesting to the fact of publication of the
Petition for Revival; and

ii. Actual Newspaper cutout of publication
showing the date and name of the newspaper,
and all the pages of the Petition with its
attachments

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




1. Submits requirements for 1. Accepts documents for None
pre-processing encoding in the Master

List and assignment to

Processors

1.1 Checks the completeness of None
the

requirements.

1.1.1 If documents are NOT
COMPLETE, the same are
returned together with the
Checklist of Requirements.

1.1.2 If the documents are
COMPLETE, accepts the
documents for review and
informs the applicant to
wait for feedback within a
maximum of 20 working
days;

30 minutes

30 minutes to 1
hour

20 minutes

Counsel Il or I /Processor
Atty. Salvador / PVOParagas

Counsel Il or I /Processor
Atty. Salvador / PVOParagas




CLIENT STEPS AGENCY ACTIONS

2. Fills out transmittal slip 2. .Processes and evaluates
documents submitted

3. Processes and evaluates

3. For non-compliant
documents submitted

applications: Resubmits
documents in compliance with
the Checklist previously issued
and fills out transmittal slip

3.1 If complete: Issues
Payment Assessment
Form (PAF)

FEES TO BE PAID

PROCESSING TIME PERSON RESPONSIBLE
None 2 hours Counsel Il or I /Processor
if for queuing, Atty. Salvador / PVOParagas
within 18 days
or
Director II
Atty. Respall
None Counsel Il or I /Processor
Atty. Salvador / PVOParagas
or
Director 11
Atty. Respall
5 minutes

P3,080.00, for
Petition Fees

Administrative Assistant
YAAoto

Administrative Assistant
IICMRPerez / MJAAlcantara

Administrative Officer 11
JMP]Javier



CLIENT STEPS

4. Pays the filing fee via online
or Landbank

AGENCY ACTIONS

4. None

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

Filing Fee for the
extension of term
of existence
computed based on
the present
authorized capital
stock of the
company (for stock
corporations)
pursuant to SEC
Memorandum
Circular No. 3,
series of 2017

As indicated in
the PAF

None

Online_via eSPAYSEC:
https://www.sec.gov.ph/sec
-payment-portal

or OTC at Landbank



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

4. Presents proof of payment | 5. Validates proof of payment and None 15 minutes Counsel Il or I /Processor
receives documentary Atty. Salvador / PVOParagas
requirements

or

Director II
Atty. Respall

5.1. Forwards documents to

recording / Docketing of the AVCarbajosa

Verified Petition and returns
to the applicant
representative one (1) copy
and its supporting documents
for publication in the
newspaper of general

circulation
6. Prepares draft Order and 30 minutes to 1 hour Confidential Asst 111
transmittal letter If for queuing: AVCarbajosa

Within 3 days



CLIENT STEPS

8. Waits for the approval from
the Head Office.

9. Presents original proof of
payment to the Releasing
staff and claims the signed
Order and/or Certificate of
Revival

AGENCY ACTIONS

7. Reviews draft Order and
transmittal letter and signs the
Order

7.1 Returns Order and
Petition documents to the
Confidential Assistant for mailing
of hard copies to the Head Office

8. Emails or calls the client if
already approved

9. Releases the signed Order
and/or Certificate of Revival
to the authorized
applicant-representative

7.1. *If unclaimed, mails
signed Order and/or
Certificate of Revival to the
principal office address of
the corporation

FEES TO BE PAID | PROCESSING TIME

PERSON RESPONSIBLE

10 minutes

None Depends on the
queueing/schedule of
all applications from
the head office and
extension offices

None 10 minutes

Confidential Assistant III
AVCarbajosa

Officer of the day

JMPJavier / CMRPerez /
YAAoto / MJAAlcantara



TOTAL

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
a.) Petition Fee Within 20 working
P3,080.00 days, and four (4)
hours *
b) Filing Fee for Maximum 20 days

revival of corporate
existence

Articles of

Incorporation,
Stock Corp., with
parvalue: 1/5 of

1% of the
authorized capital
stock or the
subscription price
of the subscribed
capital stock,
whichever is
higher, but not less
than PHP 2,000.00
plus
1% Legal Research
Fee (LRF) but not
less than PHP 20.00
Handling Fee PHP
20.00
Documentary
Stamp Tax
-PHP30.00

per application
*could be extended
subject to issuance of
notice to the
Petitioner Re: Reason
for the Extension




14. Petition to Lift Order of Revocation/Suspension

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

Office or Division: Bacolod Extension Office

Classification: Highly Technical

Type of Transaction: G2C - Government to Citizen, G2B-Government to Business

Who may avail: 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.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Submit 2 original copies; in A4 size bond paper

1) Verified Petition to set aside the Order of Revocation or No Prescribed format
Suspension

2) Directors’ Certificate Public Assistance Desk

3) Latest Due Audited Financial Statements To be provided by the applicant
4) Latest Due General Information Sheet To be provided by the applicant

5) Copies of the Articles of Incorporation and latest Certificate | To be provided by the applicant
of Filing or Amended Articles or By-Laws (if any) together with | To be provided by the applicant
the latest Articles of Incorporation and By-Laws To be provided by the applicant
6) Copies of the stock and transfer book or membership book
7) Secretary'’s Certificate of No Intra-Corporate Controversy Public Assistance Desk




8) Sworn Certification by External Auditor
9) Proof of operation for each year, starting from the date of
revocation or date of incorporation (for a suspension order)
up to the time of the filing of the petition, any of the following
but not limited to:

a. Audited Financial Statements;

b. Income Tax Returns;

c. Mayor’s or Business Permits;

d. Contracts;

e. Receipts showing payment of Real Estate Tax;

f. Certifications/Recognitions/Annual Conventions; or

g. Any similar/related documents
10)Latest Mayor’s/Business Permit
11)Certification Issued by the Corporate Secretary that the
latest due Financial Statement and Income Tax Return was
received by the SEC and BIR respectively
12)Monitoring Clearance
13)Clearance from EIPD and OGC

Additional requirements for foreign corporations:

1. SEC License and Application (1 photocopy);

2. Copy of latest Certificate of Securities Deposit, if any (1
photocopy);

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

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

5. For Regional Operating Headquarters (ROHQ) and Regional

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

To be provided by the applicant
To be provided by the applicant

To be provided by the applicant
To be provided by the applicant

SEC Bacolod Extension Office
SEC Bacolod Extension Office




NOT COMPLETE, the same
are returned together with
the Checklist of
Requirements.

1.1.2 If the documents are
COMPLETE, accepts the
documents for review and
informs the applicant to
wait for feedback within a
maximum of 20 working
days;

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
. 1. Submits requirements 1. Accepts documents for
for pre_processing encoding in the Master List None 5 minutes Officer of the day

. JMPJavier / CMRPerez /
and assignment to Processors YAAoto / MjAAlcantara
1.1 Checks the completeness None 30 minutes Counsel I/Processor

PVOParagas
of the requirements.
1.1.1 If documents are 20 minutes




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
Counsel I or II/Processor
Atty. Salvador/PVOParagas
2. Fills out transmittal | 2. Processes and evaluates None 2 hours
slip documents submitted If for queuing: or
Within 18 days .
Director II
Atty. Respall
2 hours
3. Processes and evaluates None If for queuing: Counsel I or II/Processor

3. For non-compliant
applications: Resubmits
documents in compliance
with the Checklist
previously issued and fills
out transmittal slip

documents submitted

3.1. If complete: Issues

Payment Assessment Form

(PAF)

P3,080.00, for
Petition Fees

Within 18 days

5 minutes

Atty. Salvador/PVOParagas

or

Director I1
Atty. Respall

Administrative Assistant I
YAAoto

Administrative Assistant I1

CMRPerez / MJAAlcantara

Administrative Officer II
JMPJavier




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

4. Pays the filing fee via 4. None As indicated in PAF None Online via eSPAYSEC:

online or Landbank https://www.sec.gov.ph/sec-p

ayment-portal
or OTC at Landbank
5. Presents proof of
15 minutes Counsel II or I/ Processor

payment

5. Validates proof of payment
and receives documentary
requirements

5.1. Forwards the
Petition documents to
the Confidential
Assistant III for
recording

Atty. Salvador / PVOParagas

or

Director I1
Atty. Respall




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

6. Prepares draft Order and

30 minutesto 1

Transmittal letter hour Confidential Assistant III
AVCarbajosa
7. Reviews draft Order and 10 minutes Director II

transmittal letter and signs

7.1 Returns Order and
Petition documents to the
Confidential Assistant for
mailing of hard copies to the
Head Office

Atty. Respall




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING ‘ PERSON RESPONSIBLE
TIME
8. Waits for the 8. Emails or calls the client if None Depends on the
approval from the a]ready approved queueing/sche Confidential Assistant III
Head Office dule of all
applications from
the head office
and extension
offices
7. Presents original proof | 7. Releases the signed Order None 10 minutes Officer of the day
of payment to the for the Petition to Lift the JMPJavier / CMRPerez / YAAoto /
Releasing staff and Order of MjAAlcantara
claims the signed Order | Revocation/Suspension to the
for the Petition to Lift the | authorized
Order of applicant-representative.
Revocation/Suspension.
TOTAL Petition Fee 18 working days
P3,080.00 3 hours and
30 minutes

Maximum 20
days




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID PROCESSING

TIME

‘ PERSON RESPONSIBLE

Filing Fee:
PHP3,000.00
Handling fee of
PHP20.00 Legal
Research Fee (LRF):
PHP30.00
Documentary Stamp
Tax: PHP30.00 per
notarized document




15. Dissolution of Corporations under Section 134 of the Revised
Corporation Code

This service details the procedure on the application for voluntary dissolution of a domestic corporation under
Section 134 of the Revised Corporation Code where no creditors are affected taking into consideration the guidelines
set forth in SEC Memorandum Circular No. 5, Series of 2022

Office or Division:

Bacolod Extension Office (BACEO)

Classification:

Highly Technical

Type of Transaction:

G2B - Government to Business

Who may avail:

Corporations duly registered at Securities and Exchange Commission

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Basic Requirements:

1. Verified request for Dissolution To be provided by the Applicant

2. Certification against Forum Shopping To be provided by the Applicant

3. Board resolution or directors’/trustees’
certificate authorizing the dissolution and
designating an authorized representative

May request for a sample from EO Public Assistance




4. Audited Financial Statements as of the last
fiscal year received in EFAST and stamped
received by SEC and BIR respectively, EXCEPT:

i. Where the applicant has ceased operations of at
least one (1) year, it shall submit:

a) Audited Financial Statements as of the last
fiscal year of operation; and To be prepared
and/or provided by the Company (refer to MC No.
5 series of 2022 for the contents) 124

b) Affidavit of non-operation certified under oath
by the President and Treasurer

ii. Where the applicant has no operation since
incorporation, it shall submit:

a) Balance Sheet certified under oath b y the
Treasurer and President;

b) Affidavit of non-operation certified under oath
b y the President and Treasurer;

c) Certificate of non-registration issued b y the
BIR

To be provided by the Applicant




iii. Where the applicant corporation is (stock or
non-stock) with total assets or liabilities of less
than P600,000, it shall submit its Balance Sheet as
of last preceding fiscal year certified under oath b
y the President and Treasurer

5. Certification under oath by the President and
Treasurer certifying 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 the publication of the notice of
dissolution up to the filing of the application for
dissolution with the Commission

6. BIR Tax Clearance Certificate

7. Publisher’s Affidavit of publication of the notice
of meeting (to be published once prior to the date
of meeting)

8. Secretary’s Certificate on non-existence of
intra-corporat e dispute

9. Endorsement/Clearance from other
departments or other government agencies, if
applicable

10. Latest due General Information Sheet

To be provided by the Applicant

Publisher of a newspaper of general circulation

May request for a sample from EO Public Assistance

To be provided by the Applicant




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Secures queuing number from the 1. Assists the applicant None 5 minutes Officer of the day

guard on duty for presentment of
documentary requirements




2. Waits to process the request.

2.1. Receives the documents
together with the checklist of
requirements.

2.2. Fills out a transmittal /request
form

2. Check the completeness
of the documentary
requirements.

2.1. If documents are NOT
COMPLETE, the same are
returned together with the
Checklist of Requirements.

2.2.If the documents are
COMPLETE, accepts the
request, informs the
applicant to wait for a text,
call, email within 20
working days; forwards to
records officer for
encoding in the Master
List for
assignment/queuing to
processors

2.3. Processes the
application

None

30 minutes

10 minutes

10 minutes

2 hours
If for queuing:
Within 18 days

Counsel I / Processor

Counsel I / Processor

Counsel I / Processor

Counsel I/ Processor




CLIENT STEPS

AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
3. Returns on assigned day 3. Returns and discusses to None 30 minutes Counsel I / Processor
the
applicant-representative
either:
3.1. Checklist of 10 minutes Counsel I / Processor
Requirements, if
incomplete or with
deficiency (ies) on the
submitted petition and its
supporting documents
3.2. If complete: Issues Filing fee for 5 minutes Administrative Assistant I

Payment Assessment Form
(PAF) and instruct the
applicant-representative to
pay

dissolution:
P 1,060.00

YAAoto

Administrative Assistant II
CMRPerez / MJAAlcantara
Administrative Officer II
JMPJavier




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
4. Pays the filing fee via online or
through Landbank None As indicated in None Online via eSPAYSEC:
PAF https://www.sec.gov.ph/sec-
payment-portal
or OTC at Landbank
5. Presents proof of payment 5. Validates proof of None 15 minutes Counsel I /Processor
payment and receives
documentary requirements
5.1. Prepares Certificate of 10 minutes Administrative Assistant II
Dissolution CMRPerez / MJAAlcantara
5.2. Signs and approves 10 minutes Director II
application for Dissolution
6. Proceeds to the Releasing Unit, 6. Logs and releases signed None 10 minutes Officer of the day

signs in the 2 duplicate copies and
in the logbook then receives the
signed Certificate of Dissolution

Certificate of Dissolution

JMPJavier / CMRPerez /
YAAoto / MJAAlcantara




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
TOTAL If Stock 18 days, 4 hours
Corporation - | and 25 minutes
PHP 1,060*

If Non-Stock
Corporation -
PHP 560.00*

*Inclusive of
Legal Research
Fee of PHP
10.00 and
Documentary
Stamp Tax of
PHP 30.00
Handling fee
PHP 20.00

Maximum of 20
days




16. Dissolution of Corporations under Section 136 of the Revised
Corporation Code

This service details the procedure on the application for dissolution of a domestic corporation under Section 136 of
the Revised Corporation Code where the proposed expiration of the corporate term is less than one year from
approval by SEC of the application, taking into consideration the guidelines set forth in SEC Memorandum Circular No.

5, Series of 2022.

Office or Division:

Bacolod Extension Office (BACEO)

Classification:

Highly Technical

Type of Transaction:

G2B - Government to Business

Who may avail:

Corporations duly registered at Securities and Exchange Commission

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Basic Requirements:

1. Cover sheet

May request for a sample from EO Public Assistance

2. Directors’ Certificate for Stock Corporation/ May request for a sample from EO Public Assistance

Trustee’s Certificate for non-stock corporation,

attesting that:




i. the dissolution by shortening of corporate term
was approved by majority of the board of
directors/trustees and ratified by at least 2/3
vote of the stockholders representing the
outstanding capital stock including the holders of
non-voting shares/members of the corporation;
ii. date and place of the stockholders’ or
members’ meeting; and iii. the tax identification
number of the signatories which shall be placed
below their names

3. Amended Articles of Incorporation

4. Audited Financial Statements as of the last
fiscal year received by BIR and received by SEC via
eFAST, EXCEPT:

i. Where the applicant has ceased operations of at
least one (1) year, it shall submit: a) Audited
Financial Statements as of the last year of
operation; and b) Affidavit of non-operation
certified under oath by the President and
Treasurer

ii. Where the applicant has no operation since
incorporation, it shall submit: a) Balance Sheet
certified under oath by the Treasurer and
President; b) Affidavit of non-operation certified
under oath by the President and Treasurer; c)
Certificate of non-registration issued b y the BIR

To be provided by the Applicant

To be provided by the Applicant




iii. Where the applicant corporation is (stock or
non-stock) with total assets or liabilities of less
than P600,000, it shall submit its Balance Sheet as
of last preceding fiscal year certified under oath b
y the President and Treasurer

5. Affidavit under oath b y the President and
Treasurer certifying that:

i. the dissolution is not prejudicial t o the interest
of the creditors; and

ii. there is no opposition from any creditors from
the time of the publication of the notice of
dissolution up t o the filing of the application for
dissolution with the Commission

6. BIR Tax Clearance Certificate

7. Publisher’s Affidavit of publication of the notice
of meeting

8. Secretary’s Certificate of no pending case
involving intra-corporate dispute

9. Endorsement/Clearance from other
departments or other government agencies, if
applicable

To be provided by the Applicant

To be provided by the Applicant

Publisher of a newspaper of general circulation

May request for a sample from EO Public Assistance

Other government agencies




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Secures queuing number from the 2. Assists the applicant None 5 minutes Officer of the day
guard on duty for presentment of JMPjavier / CMRPerez /
. YAAoto / MJAAlcantara
documentary requirements
2. Waits to process the request. 2. Check the completeness None 30 minutes Counsel I / Processor
of the requirements.
2.1. Receives the documents 2.1. If documents are NOT 10 minutes Counsel I / Processor
together with the checklist of COMPLETE, the same are
requirements. returned together with the
Checklist of Requirements.
2.2. If the documents are
COMPLETE, accepts the 10 minutes

2.2. Fills out a transmittal /request
form

request, informs the
applicant to wait for a text,
call, email within 20
working days; forwards to
records officer for encoding
in the Master List for
assignment/queuing to
processors

2.3. Processes the
application




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
2 hours
If for queuing: Counsel I / Processor
Within 18 days
3. Returns on assigned day 3. Returns and discusses to None 30 minutes Counsel I / Processor
the
applicant-representative
either:
3.1. Checklist of 10 minutes Counsel I / Processor
Requirements, if
incomplete or with
deficiency (ies) on the
submitted petition and its
supporting documents
3.2.If complete: Issues Filing fee for | 5 minutes Administrative Assistant I

Payment Assessment Form
(PAF) and instruct the
applicant-representative to

pay

dissolution:
P 1,060.00

YAAoto

Administrative Assistant I1
CMRPerez / MJAAlcantara

Administrative Officer II
JMPJavier




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
4. Pays the filing fee online or
through Landbank None As indicated in None Online via eSPAYSEC:
PAF https://www.sec.gov.ph/sec-
payment-portal
or OTC at Landbank
5. Presents proof of payment 5. Validates proof of None 15 minutes Counsel I
payment and receives
documentary requirements
5.1. Prepares Certificate of 10 minutes Administrative Assistant II
Dissolution CMRPerez / MJAAlcantara
10 minutes Director II

5.2. Signs and approves
application for Dissolution

Atty. Respall




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
6. Proceeds to the Releasing Unit, 6. Logs and releases signed None 10 minutes Officer of the day
signs in the logbook and duplicate | Certificate of Dissolution JMPjavier / CMRPerez /
. . . YAAoto / MJAAlcantara
copies; Receives the signed
Certificate of Dissolution
TOTAL If Stock 18 days, 4 hours
Corporation - | and 25 minutes
PHP 1,060*

If Non-Stock
Corporation -
PHP 560.00*

*Inclusive of
Legal Research
Fee of PHP
10.00 and
Documentary
Stamp Tax of
PHP 30.00
Handling fee
PHP 20.00

Maximum of 20
days




17. Petition for Correction of Entries in the Articles of Incorporation

This process details the procedure for correction of entries in the Articles of Incorporation of domestic corporations,
whether stock or non-stock.

Office or Division:

Bacolod Extension Office (BACEO)

Classification:

Highly Technical

Type of Transaction:

G2B - Government to Business

Who may avail:

Corporations duly registered at Securities and Exchange Commission

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Basic Requirements:

1. Verified Complaint/Petition for Correction of To be provided by the Applicant

Entries

2. Certificate of No Forum Shopping To be provided by the Applicant

3. Secretary’s Certificate

May request for a sample from EO Public Assistance




4. Monitoring Clearance % Bacolod Extension Office

To be provided by the Applicant
5. Other evidence (Affidavits, IDs, etc. depending

on the nature of the corrections)

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Secures queuing number from the 1. Assists the applicant None 5 minutes Officer of the day
guard on duty for presentment of JMPJavier / CMRPerez /
YAAoto / MJAAlcantara

documentary requirements

2. Waits to process the request. 2. Check the completeness None 15 minutes Counsel / Processors
of the requirements.

2.1. Receives the documents 30 minutes Counsel / Processors

together with the checklist of
requirements.




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME

PERSON RESPONSIBLE

2.2. Fills out a transmittal /request

form

2.1. If documents are NOT
COMPLETE, the same are
returned together with
the ChecKklist of
Requirements.

2.2. If the documents are
COMPLETE, accepts the
request, informs the
applicant to wait for a text,
call, email within 20
working days; forwards to
records officer for
encoding in the Master List
for assignment/queuing to
processors

2.3. Reviews application

5 minutes

2 hours
If for queuing:
Within 18 days

Counsel / Processors

Counsel / Processors




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
3. Returns on assigned day 3. Returns and discusses None 30 minutes Counsel / Processors
with the
applicant-representative
either:
3.1. Checklist of
Requirements, if
incomplete or with
deficiency (ies) on the
submitted petition and its
supporting documents
3.2. If complete: Issues Filing fee: 5 minutes Administrative Assistant I
Payment Assessment Form If Stock
(PAF) and instruct the Corporation - YAAoto
applicant-representative to | P1,060.00* If
pay Non-Stock Administrative Assistant I1
Corpora tion CMRPerez / MJAAlcantara
| * %
P05f6[‘(:i2.01 0_(];(1)d' Administrative Officer II
Miscellaneous IMPJavier
Fee PHP20.00
and
Documentary
tamp Tax of PHP
30.00




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
4. Pays the filing fee online or
through Landbank None As indicated in None Online via eSPAYSEC:
PAF https://www.sec.gov.ph/sec-
payment-portal
or OTC at Landbank
5. Presents proof of payment 5. Validates proof of None 5 minutes Processors
payment and receives
documentary
requirements
5.1. Prepares draft Order 10 minutes Confidential Asst III
of Petition for Correction AVCarbajosa
5.2. Reviews Order and 10 minutes

Signs/approves
application for Petition
for Correction

Director II
Atty. Respall




CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
6. Proceeds to the Releasing Unit, 6. Logs and releases signed None 10 minutes Officer of the day
signs in the logbook and duplicate | Certificate JMPJavier / CMRPerez /
. . . YAAoto / MJAAlcantara
copies; Receives the signed Order
TOTAL If Stock 18 days,
Corporation - 3 hours and 15
PHP 1,060* minutes
Maximum of 20
If Non-Stock days

Corporation -
PHP 560.00*

*Inclusive of
Legal Research
Fee of PHP
10.00 and
Documentary
Stamp Tax of
PHP 30.00
Handling fee
PHP 20.00
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1. Application for Amendment of Articles of Incorporation and/or By-laws of
Corporations/ Licenses of Foreign Corporations

This service details the procedure in applying for amendments of the Articles of Incorporation and/or By-laws of Domestic
Corporations.

Division & Department SEC Baguio City Extension Office
Office:
Classification: Simple (3 days)
Ordinary Corporations
Highly Technical (20 Days)
Lending Corporations
Financing Companies
Foundations
Foreign Branch and Representative Offices
Type of Transaction: Government to Business (G2B)
[J Government to Citizen (G2C)
[ 1 Government to Government (G2G)
Type of Services: External Services
Who may avail: SEC Clients/ Registered Entities
Guidelines during YES, with online submission / review via email.
Pandemic EMAIL ADDRESS: amendments_bageo@sec.gov.ph
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Basic Requirements (STOCK OR NON-STOCK May secure Checklist of requirements and sample formats from the
CORPORATIONS) 1 set original and 3 sets photocopies Public Assistance and Complaint Desk or through the Commission’s
website at




http://www.sec.gov.ph/services-2/company-2/amendment/

. Amended Articles of Incorporation/By-laws

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 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 names

Notarized Secretary's Certificate on no pending case of
intra-corporate dispute

Compliance Monitoring Division (CMD) / EO Monitoring
Officer Clearance

SEC-BEO

Additional Requirements

Clearance from other SEC departments, if applicable

6.1. -For Investment company, Financing and Lending
companies, issuers of proprietary or non-proprietary
membership (i.e. golf clubs), listed and public
companies and foundation (1 original copy)

Corporate Governance and Finance Department (CGFD)

6.2. -For Capital Market Institutions (i.e. Exchange, Broker,
Dealer, Investment House (1 original copy)

Markets and Securities Regulation Department (MSRD)

. Endorsement from other government agencies, if
applicable (1 original copy)

BUSINESS ACTIVITIES REQUIRING ENDORSEMENTS FROM OTHER
GOVERNMENT AGENCIES

A. Banks, Pawnshops and other Financial Intermediaries with
Quasi-Banking Functions - Bangko Sentral ng Pilipinas

B. Insurance/Mutual Benefit Association/ Health Maintenance
Organization- Insurance Commission




C. Money Changer and Remittance Services- Bangko Sentral ng

Pilipinas

7.1. If the provision to be amended is the corporate name,
submit:

7.1.1. Name Verification Slip (1 original)

Name verification slip may be secured manually through the SEC EO

by the verifying officer

7.1.2. Affidavit of a director, trustees or officer
undertaking to change corporate name. (Not
required if already stated in the Al)

May secure copy from the Public Assistance and Complaint Desk/

Officer of the Day

7.2. If the provision to be amended is for registered
corporations increasing its foreign equity to more than
40%, submit: F-101

May secure copy from the Public Assistance and Complaint Desk or
may download through SEC Website at
http://www.sec.gov.ph/forms-and-fees/primary-registration/

If the provision to be amended is for registered
corporations with more than 40% increasing further the
percentage of such equity, submit: F-102

May secure copy from the Public Assistance and Complaint Desk or
may download through SEC Website at
http://www.sec.gov.ph /forms-and-fees/primary-registration/

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON
RESPONSIBLE
If corporate name is for | 1. Approves or denies proposed P100.00 per 10 minutes per Director
amendment: name/s or trade name/s proposed application
corporate/trade
1.1. Sends Name 1.1. Approves or denies appeal name/s

Verification Request
via email (Verifies,
reserves or
company name
with or without
trade name/s)

trade name/s

for the proposed name/s or



http://www.sec.gov.ph/forms-and-fees/primary-registration/
http://www.sec.gov.ph/forms-and-fees/primary-registration/

OR
OTC payment at Landbank

Amendment of
Articles of Inc. or
By-laws : PHP
1,060.00

(*+**+***+***+****

)

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON
RESPONSIBLE
1.2. If name is rejected,
registrant may
appeal for the
proposed corporate
name
2. For pre-processing, . Verifies completeness of None Within 3 working Securities Counsel I
submits documents via amendment requirements days from receipt of
email complete
2.1. If documents are complete: documents.
2.1.1. Confirms Monitoring
Clearance (Monitoring
Periods excluded)
2.1.2. Issues Payment
Assessment Form
2.2 If documents are incomplete:
2.2.1 Replies with findings to
clients for compliance
3. Pays the filing fee . Online payment via ESPAYSEC Filing Fees: Digital/ Online

Transaction




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

If Amendment of
Articles of Inc. and
By-laws: PHP
2,120.00
(*+*+**+**+***+
***+****)

*Amendment of
Articles of
Incorporation -
PHP 1,000.00

*Amendment of
By-Laws - PHP
1,000.00

**Documentary
Stamp Taxes - PHP
30.00
***Legal Research
Fee-

1% of the Filing Fee
for amendment
(PHP 10.00)

*#** Handling Fee -
PHP 20.00

¥ Amendment




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON
RESPONSIBLE
with
corporate/trade
names, with
additional PHP
100.00 per
reserved
corporate/trade
name/s
ek Amendment
by increasing
foreign equity FIA
forms (PHP
3,000.00 with LRF
of PHP 30.00)

4. For presentation of 4. Evaluates amendment documents None within 30 minutes Securities Counsel
pre-approved presented |
documents

4.1 Id complete and
compliant, proceed to receiving of
documents

4.2 If non-compliant, return to
client

5. Proceeds to Receiving 5. Receives and verifies None 10 minutes per Frontline Staff

Officer for presentation of documentary requirements and application COS

documentary requirements proofs of payment Administrative

with proof of payment Assistant 11

6. Waits for the issuance of | 6. Prepares the Certificate of None 10 minutes per Administrative




CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON
RESPONSIBLE
signed Certificate Amended Articles of application Assistant II / COS
Incorporation and/or By-laws
6.1. Signs the Certificate of
Amended Articles of None 5 minutes per EO Director
Incorporation and/or application
By-laws
6.2. Encodes signed Certificate
of Amended Articles of None 10 minutes per Administrative
Incorporation and/or application Officer III
By-laws
7. Proceeds to Releasing . Releases signed Certificate of None 5 minutes per Frontline Staff/

Officer for presentation Amended Articles of application Administrative
of the original proof of Incorporation and/or By-laws Assistant |
payment and receives
the signed Certificate of
Amended Articles of
Incorporation and/or
By-laws
TOTAL Amendment of Within 3 working
Articles of Inc. or | days, 1 hour, and 10
By-laws : PHP minutes
1,060.00
(*+**+***+***+****
)

If Amendment of




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

Articles of Inc. and
By-laws: PHP
2,120.00
(*+*+**+**+***+
***+****)

*Amendment of
Articles of
Incorporation -
PHP 1,000.00

*Amendment of
By-Laws - PHP
1,000.00

**Documentary
Stamp Taxes - PHP
30.00
***Legal Research
Fee-

1% of the Filing Fee
for amendment
(PHP 10.00)
*#x* Handling Fee -
PHP 20.00

ek Amendment
with
corporate/trade




CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

names, with
additional PHP
100.00 per
reserved
corporate/trade
name/s

ek Amendment
by increasing
foreign equity FIA
forms (PHP
3,000.00 with LRF
of PHP 30.00)

10



2. Application for Amendment of Partnerships

This service details the procedure in applying for amendment of the Articles of Partnerships.

Division & Department SEC Baguio City Extension Office
Office:
Classification: Complex (7days)
Type of Transaction: Government to Business (G2B)
L1 Government to Citizen (G2C)
[ ] Government to Government (G2G)
Type of Services: External Services
Who may avail: SEC Clients/ Registered Entities
Guidelines during YES, with online submission / review via email.
Pandemic EMAIL ADDRESS: amendments_bageo@sec.gov.ph

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Basic Requirements (1 set original and 3 sets
photocopies)

May secure Checklist of requirements and sample formats from the
Public Assistance and Complaint Desk, Officer of the Day of the
Corporate and Partnership Registration Division or through the
Commission’s website through URL
http://www.sec.gov.ph/services-2 /company-2 /amendment/

2. Cover Sheet; and

w

Amended Articles of Partnership

Any of the partners

4. Additional Requirements

4.1. Endorsement from other government agencies, if
applicable (1 original)

A. Banks, Pawnshops and other Financial Intermediaries with
Quasi-Banking Functions - Bangko Sentral ng Pilipinas

B. Insurance/Mutual Benefit Association/ Health Maintenance
Organization- Insurance Commission

11


http://www.sec.gov.ph/services-2/company-2/amendment/

C. Money Changer and Remittance Services- Bangko Sentral ng Pilipinas

4.2. If the provision to be amended is the partnership
name, submit:

4.2.1. Name Verification Slip (1 original)

Name verification slip may be secured manually by O0OTD

4.2.2. Affidavit of a partner to change partnership
name. (Not required if already stated in the AP)
(1 original; 3 photocopies)

May secure copy from the Public Assistance and Complaint Desk/ OOTD

4.3. If the provision to be amended is the change of
partners, submit:

4.3.1. Deed of Assignment of partnership interest
and or documents showing withdrawal,
resignation, retirement and death of a partner (1
original; 3 photocopies)

Assignee and Assignor Partners

4.4. If provision for amendment is to have foreign equity
of a registered partnership, submit: F-106

May secure copy from the Public Assistance and Complaint Desk or may
download through SEC Website at

http://www.sec.gov.ph/forms-and-fees/primary-registration/

4.5 If provision for amendment is to further increase the
foreign equity of a registered partnership, submit: F-107

May secure copy from the Public Assistance and Complaint Desk or may
download through SEC Website at
http://www.sec.gov.ph/forms-and-fees/primary-registration/

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
If partnership name is for | 1. Approves or denies proposed | PHP 100.00 per 10 minutes per Director
amendment: name/s or trade name/s proposed application
partnership/trade
1.1. Sends Name 1.1. Approves or denies name/s

Verification Request
via email (Verifies,
reserves or company
name with or
without trade

appeal for the proposed
name/s or trade name/s

12


http://www.sec.gov.ph/forms-and-fees/primary-registration/
http://www.sec.gov.ph/forms-and-fees/primary-registration/

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
name/s)
1.2. If name is rejected,
registrant may
appeal for the
proposed
partnership name
2. For pre-processing, 2. Verifies completeness of None Within 2 working Securities Counsel |
submits documents via amendment requirements days from receipt of
email complete
2.1. If documents are documents.
complete:
2.1.1. Confirms
Monitoring
Clearance
(Monitoring Periods
excluded)
2.1.2. Issues Payment
Assessment Form
2.2 If documents are
incomplete:
2.2.1 Replies with
findings to clients for
compliance
3. Pays the filing fee 3. Online payment via Filing Fees: Digital/ Online
ESPAYSEC Transaction
OR Amendment of

13



CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

OTC payment at Landbank

Articles of
Partnership: PHP
2,070.00
(*+**+***+***+***

")

*Amendment of
Articles of
Partnership - PHP
2,000.00

**Documentary
Stamp Taxes -
PHP 30.00

***Legal Research
Fee-

1% of the Filing
Fee for
amendment (PHP
10.00)

*** Handling Fee
- PHP 20.00

ek Amendment
with
corporate/trade
names, with
additional PHP

14



CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

100.00 per
reserved
corporate/trade
name/s

ek Amendment
with Deed of
Assignment of
Partner’s Interest
- PHP 2,000.00
per Deed

ekt Amendment
of Partnership
with Increase in
Capital - 1/5 of
1% of the
Partnership’s
Capital but not
less than PHP
2,000.00

*******Amendme
nt by increasing
foreign equity FIA
forms (PHP
3,000.00 with LRF
of PHP 30.00)

15



CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
4. For presentation of 4. 4. Evaluates amendment None within 30 minutes Securities Counsel I
pre-approved documents documents presented
5.
6. 4.11d complete and
compliant, proceed to
receiving of documents
7.
8. 4.2 If non-compliant, return
to client
9. 5.Proceeds to Receiving |5. Receives and verifies None 10 minutes per Frontline Staff
Officer for presentation of documentary requirements application COS
documentary and proofs of payment Administrative Assistant
requirements with proof I
of payment
6. Waits for the issuance of | 6. Prepares the Certificate of None 10 minutes per Administrative Assistant
signed Certificate. Amended Articles of application I1 /COS
Incorporation and/or
By-laws
5 minutes per
6.1. Signs the Certificate of None application EO Director
Amended Articles of
Incorporation and/or
By-laws
6.2. Encodes signed 10 minutes per | Administrative Officer III
Certificate of Amended None application

Articles of Incorporation
and/or By-laws

16



CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
7. Proceeds to Releasing . Releases signed Certificate of None 5 minutes per Frontline Staff/
Officer for presentation of Amended Articles of application Administrative Assistant I

the original proof of
payment and receives the
signed Certificate of
Amended Articles of
Incorporation and/or
By-laws

Incorporation and/or
By-laws

TOTAL

Amendment of
Articles of
Partnership: PHP
2,070.00
(*+**+***+***+***

)

*Amendment of
Articles of
Partnership - PHP
2,000.00

**Documentary
Stamp Taxes -
PHP 30.00

***Legal Research
Fee-

1% of the Filing
Fee for
amendment (PHP
10.00)

2 days, 1 hour, and
10 minutes

17



CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

*#** Handling Fee
- PHP 20.00

ek*Amendment
with
corporate/trade
names, with
additional PHP
100.00 per
reserved
corporate/trade
name/s

ek Amendment
with Deed of
Assignment of
Partner’s Interest
- PHP 2,000.00
per Deed

ekt Amendment
of Partnership
with Increase in
Capital - 1/5 of
1% of the
Partnership’s
Capital but not
less than PHP
2,000.00

18



CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

*******Amendme
nt by increasing
foreign equity FIA
forms (PHP
3,000.00 with LRF
of PHP 30.00)

19



3. Certification of Paid-up Capital / Capital Structure / Percentage of Ownership

This service details the procedure on request for issuance of Certification of Paid-up Capital, Capital Structure or Percentage

of Ownership.

Division & Department SEC Baguio City Extension Office

Office:

Classification: Complex (7 days)

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

Type of Transaction:

[] Government to Government (G2G

Type of Services: External Services

Who may avail:

SEC Clients/Registered Corporations / General Public

Guidelines during NO
Pandemic

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Duly accomplished request form

EO Public Assistance/ OOTD

2. 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 Company

3. Secretary’s Certificate on non-existence of intra-corporate
dispute

Downloadable at SEC website through the following URL:
http: //www.sec.gov.ph /wp-content/uploads/2015/07 /Secretarys Ce
ctifi nExisten rp _Di

4. Audited Financial Statements as of the last fiscal year,
stamped received by SEC and BIR

To be provided by the Applicant

5. Audited Interim Financial Statements, in case there is/are

External Auditor to be engaged by the Company

20


http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys_Certificate_NonExistence_Corp_Dispute.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys_Certificate_NonExistence_Corp_Dispute.pdf

payment/s to unpaid subscription/s or additional issuance
of shares out of the unissued authorized capital stock thru
cash infusion made after the fiscal year or after the
approval of the increase in capital stock not covered by
item 4, to be received by the EO after the application has
been reviewed by the Securities Counsel |

6. Monitoring Clearance

SEC-BEO

Additional Requirement for Percentage of Ownership

7. Stock and transfer book of the corporation (to be presented

To be provided by the Applicant

for verification)
CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Secures a number from . Calls the number and assists None 5 minutes Frontline Staff/
the OOTD the client
2. Submits the Evaluates submitted None Within 2 working Frontline Staff
requirements documents days
pre-processing
2. If for compliance, records
the date of submission and
forwards the application to
the assigned EO specialist
2.2 Advises the client when to
follow up the application
2.3 Examines whether the 10 minutes Securities Specialist II
documents submitted are
complete in form and in
substance.
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING
TIME

PERSON RESPONSIBLE

2.3.1. If application is
complete and in
order, issues
Payment Assessment
Form (PAF)

2.3.2 If the
application is for
compliance, the
specialist prepares a
checklist of
deficiencies and
informs and returns
it to the applicant. Go
to Step 1*

2.4 Evaluates the resubmitted
documents

20 minutes

3. Pays the corresponding

filing fees

3. Online payment via ESPAYSEC

OR

OTC payment at Landbank

*PHP 1,040 per
copy

*Inclusive of
Legal Research
Fee of PHP 10.00
and
Documentary
Stamp Tax of
PHP 30.00

Digital/ Online Transaction
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
4. Submits complete 4. Receives complete application None
application requirements for | requirement and validated PAF
processing together with the
validated PAF 4.1Receives the Audited
Interim Financial Statements 10 minutes Administrative Assistant II
4.1 In case wherein the and other docs
basis for certification is
Audited Interim 4.2 Prepares Certificate of
Financial Statements, Paid-up
submits the Audited 10 minutes Securities Counsel [
Interim Financial 4.3 Signs the Certificate of
Statements then Paid-up Capital
proceeds to Step 6 5 minutes EO Director
4.4 Records the approved
Certificate of Paid-up Capital
in logbook 10 minutes Frontline Staff / COS
5. Presents the Official 5. Receives the Official Receipt None 5 minutes Administrative Assistant Il
Receipt to the Releasing
Officer
6. Receives the duly signed 6. Releases the signed None 10 minutes Administrative Assistant II

Certificate of Paid-up Capital

Certificate of Paid-up Capital

TOTAL

PHP 1,040.00 /
copy

Within 2 days, 1

hour, and 20
minutes
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4. Increase of Capital Stock by way of Cash

This service details the procedure on application for increase of capital stock by way of Cash.

Division & Department
Office:

SEC Baguio City Extension Office

Classification:

Complex (7 days)

Type of Transaction:

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

Type of Services:

External Services

Who may avail:

SEC Clients/ Registered Corporations

Guidelines during NO
Pandemic
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Cover sheet EO Public Assistance or
Downloadable at SEC website through the following URL:
http://www.sec.gov.ph/wp-content/uploads/2015/07/Cover_Sheet
for Amendment.pdf

2. Certificate of Increase of Capital Stock No Prescribed format. To be prepared by the Company in accordance

with the Revised Corporation Code (Sections 15 and 37)

3. Treasurer’s Affidavit

No prescribed format. To be prepared by the Company in accordance
with Section 37 of the Revised Corporation Code

4. Directors’ certificate

EO Public Assistance or

Downloadable at SEC website through the following URL:

Directors’ Certificate -
http://www.sec.gov.ph/wp-content/uploads/2015/07/Directors Cer
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Trustees’ Certificate -
http://www.sec.gov.ph/wp-content/uploads/2015/07 /Trustees Cer
tificate.pdf

. Amended Articles of Incorporation

To be prepared by the Company

. List of stockholders of record as of date of meeting
approving the increase, indicating their nationalities and
their respective subscribed and paid-up capital on the

present authorized capital stock certified under oath by the

corporate secretary

To be prepared by the Company

. Secretary’s Certificate on non-existence of intra-corporate
dispute

EO Public Assistance or Downloadable at SEC website through the
following URL:
http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys C

ertificate NonExistence Corp Dispute.pdf

. Secretary’s Certificate on waiver of pre-emptive rights of
non-subscribing shareholders

EO Public Assistance or Downloadable at SEC website through the
following URL:
http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys C
ertificate Waiver Pre emptive Rights.pdf

. 1. AUDITED FINANCIAL STATEMENTS as of the last fiscal

year stamped received by BIR and SEC, if payment for
subscription is already reflected therein)

ii. SPECIAL AUDIT REPORT, if:

a) listed companies;

b) public companies defined in the Securities Regulation
Code;

c) companies that offer or sell securities to the public;

d) companies with secondary license;

e) Where payment to subscription to the increase is more
than P50,000,000.00

To be provided by the company

For guidance, refer to Memorandum Circular No. 6 series of 2008
downloadable at SEC website through the following URL:
http://www.sec.gov.ph /wp-content/uploads/2015/11 /sec-memo-06

s2008.pdf
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

otherwise,

iii. SUBSCRIPTION CONTRACT executed under oath among
stockholder/s, treasurer and president for the corporation,
stating the number of additional shares subscribed to and
paid for.

Note: Per Memorandum Circular No. 11 Series of 2016

iv. For RURAL BANKS:

a) Notarized Certification on payment for subscriptions to
be signed by majority of the rural bank’s Board of Directors
in accordance with the form required by BSP

b) list of stockholders of record showing their respective
subscribed and paid-up amount before and after the
increase and the list of subscribers to the increase with
their respective subscription and payment as presented
and approved by BSP annexed to the notarized certification

EO Public Assistance

Bangko Sentral ng Pilipinas

10.If the foreign equity is increased to more than 40%,
compliance with registration under Foreign Investments
Act***

Downloadable at SEC website through the following URL:

http://www.sec.gov.ph/wp-content/uploads/2015/07/SEC Form N

0.F-100.pdf

11.Endorsement/Clearance, if applicable

Respective SEC Department/s or other regulatory Government

Agencies
12.Monitoring Clearance SEC Extension Office
13.0thers
CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Submits scanned 1. Evaluates submitted None Within 5 working Securities Counsel |
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

documents via email

documents to determine
whether the documents
are complete in form and
in substance.

1.1 If application is
complete and in order,
endorses to Securities
Specialist II for
evaluation of financial
documents. If compliant,
issues a Payment
Assessment Form (PAF)

1.2 If the application is
for compliance, the
specialist prepares a
checklist of deficiencies
and informs and returns
it to the applicant. Go to
Step 1

days from
submission

Securities Specialist 11

2. Pays the filing fees

. Online payment via

ESPAYSEC
OR
OTC payment at Landbank

1. Amended
Articles of
Incorporation -
PHP 1,010*

Plus

2. Increase of
Capital Stock -

Digital/ Online Transaction
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

**For
corporation with
par value -
1/5 of 1% of the
increase in
capital stock but
not less than
PHP 3,000.00 or
the subscription
price of the
subscribed
capital stock,
whichever is
higher

**For
corporation
without par

value -

1/5 of 1% of the
increase in
capital stock
computed at PHP
100.00 per share
but not less than
PHP 3,000.00 or
the issue value of
the subscribed
capital stock,
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

3. Presents complete

whichever is
higher

3.LRF
-equivalent to

1% of the
computed filing
fee for Increase
of Capital Stock
but not less than

PHP 10.00

4. Documentary
Stamp tax of PHP
60.00

*Inclusive of LRF
of PHP 10.00

***For

Corporations

with FIA
Application -
Additional PHP
3,060, inclusive
of LRF of PHP
30.00 and DST of
PHP 30.00

3. Assists clients/ receives

None

5 minutes

Frontline Staff/ COS
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

documents to Receiving
Officer

complete ICS documents,
forwards to
certificate-issuing officer

3.1 Prepares Certificate of
Increase of Capital Stock
and Amendment of
Articles of Incorporation

3.2 Signs and approves
the application

3.3 Encodes the details of
the Increase of Capital
Stock in the system

3.4 Forwards the
approved application to
the Releasing Unit

15 minutes

15 minutes

15 minutes

Administrative Assistant II

Director

Administrative Officer III

4. Submits complete

application requirements
for processing together
with the validated PAF in
4 sets

4.1.

Receives the complete
application requirements
and validated PAF

4.1. Prepares Certificate of
Increase of Capital
Stock and
Amendment of
Articles of
Incorporation

None

None

30 minutes

30 minutes

Administrative Assistant II

Administrative Assistant I1/
COS
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2. Increase of
Capital Stock -

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
None 15 minutes Director
4.2. Signs and approves
the application
None 15 minutes Administrative Officer III
4.3. Encodes the details of
the Increase of Capital
Stock in the system
4.4. Forwards the
approved application
to the Releasing Unit
. Waits for number/ . Calls the number/ None 2 minutes Frontline Staff / COS
corporate name to be corporate name and
called by Releasing assists the client
Officer
. Receives the duly . Releases the duly None 5 minutes Administrative Assistant Il /
approved Certificate of approved Certificate of COS
Increase of Capital Stock Increase of Capital Stock
and Amended Articles of and Amended Articles of
Incorporation Incorporation
TOTAL 1. Amended Within 5 working
Articles of days, 1 hour, and
Incorporation - 2 minutes
PHP 1,010*
Plus
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE

PAID

PROCESSING TIME

PERSON RESPONSIBLE

**For
corporation
with par value -
1/5 of 1% of the
increase in
capital stock
but not less
than PHP
3,000.00 or the
subscription
price of the
subscribed
capital stock,
whichever is
higher

**For
corporation
without par

value -
1/5 of 1% of the
increase in
capital stock
computed at
PHP 100.00 per
share but not
less than PHP
3,000.00 or the

issue value of
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

the subscribed
capital stock,
whichever is
higher

3.LRF
-equivalent to
1% of the
computed filing
fee for Increase
of Capital Stock
but not less
than PHP 10.00

4. Documentary
Stamp tax of
PHP 60.00

*Inclusive of
LRF of PHP
10.00

***For
Corporations
with FIA
Application -
Additional PHP
3,060, inclusive
of LRF of PHP
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

30.00 and DST
of PHP 30.00

5. Increase of Capital Stock through Payment other than Cash

This service details the procedure on application for increase of capital stock by way:

e Conversion of advances/liabilities to equity
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Stock Dividends

Land, building / condominium units

Untitled Lands

Inventories / Furnitures / Personal Properties
Heavy equipment and machinery

Shares of stock

Motor Vehicle

Sea vessel / aircraft

Intangibles

Net assets

Note: If the application involves intricate legal issues, please refer to the procedure for Merger / Consolidation.

Division & Department SEC Baguio City Extension Office
Office:
Classification: Highly Technical (20 days)
Type of Transaction: Government to Business (G2B)
[J Government to Citizen (G2C)
[] Government to Government (G2G
Type of Services: External Services
Who may avail: SEC Clients/ Registered Corporations
Guidelines during NO
Pandemic
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
14. Cover sheet EO Public Assistance or

Downloadable at SEC website through the following URL:
http://www.sec.gov.ph/wp-content/uploads/2015/07 /Cover Sheet

for Amendment.pdf



http://www.sec.gov.ph/wp-content/uploads/2015/07/Cover_Sheet_for_Amendment.pdf
http://www.sec.gov.ph/wp-content/uploads/2015/07/Cover_Sheet_for_Amendment.pdf

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

15.Certificate of Increase of Capital Stock

No Prescribed format. To be prepared by the Company in accordance
with the Revised Corporation Code (Sections 15 and 37)

16.Treasurer’s Affidavit

No prescribed format. To be prepared by the Company in accordance
with Section 37 of the Revised Corporation Code

17.Directors’ certificate

EO Public Assistance or

Downloadable at SEC website through the following URL:

Directors’ Certificate -

http: //www.sec.gov.ph /wp-content/uploads/2015/07 /Directors Cer
tificate.pdf

Trustees’ Certificate -

http://www.sec.gov.ph /wp-content/uploads/2015/07 /Trustees Cer

tificate.pdf

18.Amended Articles of Incorporation

To be prepared by the Company

19.List of stockholders of record as of date of meeting
approving the increase, indicating their nationalities and
their respective subscribed and paid-up capital on the
present authorized capital stock certified under oath by the
corporate secretary

To be prepared by the Company

20.Secretary’s Certificate on non-existence of intra-corporate
dispute

EO Public Assistance or Downloadable at SEC website through the
following URL:

http: //www.sec.gov.ph /wp-content/uploads/2015/07 /Secretarys C
ertificate NonExistence Corp Dispute.pdf

21.Secretary’s Certificate on waiver of pre-emptive rights of
non-subscribing shareholders

EO Public Assistance or Downloadable at SEC website through the
following URL:
http://www.sec.gov.ph/wp-content/uploads/2015/07/Secretarys C
ertificate Waiver Pre emptive Rights.pdf

22.i. AUDITED FINANCIAL STATEMENTS as of the last fiscal
year stamped received by BIR and SEC, if payment for
subscription is already reflected therein)

To be provided by the company
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

ii. SPECIAL AUDIT REPORT, if:

a) listed companies;

b) public companies defined in the Securities Regulation
Code;

c) companies that offer or sell securities to the public;

d) companies with secondary license;

e) Where payment to subscription to the increase is more
than P50,000,000.00

otherwise,

iii. SUBSCRIPTION CONTRACT executed under oath among
stockholder/s, treasurer and president for the corporation,
stating the number of additional shares subscribed to and
paid for.

Note: Per Memorandum Circular No. 11 Series of 2016

iv. For RURAL BANKS:

a) Notarized Certification on payment for subscriptions to
be signed by majority of the rural bank’s Board of Directors
in accordance with the form required by BSP

b) list of stockholders of record showing their respective
subscribed and paid-up amount before and after the
increase and the list of subscribers to the increase with
their respective subscription and payment as presented
and approved by BSP annexed to the notarized certification

For guidance, refer to Memorandum Circular No. 6 series of 2008
downloadable at SEC website through the following URL:
http://www.sec.gov.ph/wp-content/uploads/2015/11/sec-memo-06

s2008.pdf

EO Public Assistance

Bangko Sentral ng Pilipinas

23.1f the foreign equity is increased to more than 40%,

compliance with registration under Foreign Investments
Act***

Downloadable at SEC website through the following URL:
http://www.sec.gov.ph/wp-content/uploads/2015/07 /SEC Form N

0.F-100.pdf
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

24.Endorsement/Clearance, if applicable

Respective SEC Department/s or other regulatory Government
Agencies

25.Monitoring Clearance

SEC Extension Office

26.0thers
CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Submits scanned 1. Evaluates submitted None Within 7 working Securities Counsel |
documents via email documents to days from
determine whether submission

the documents are
complete in form and
in substance.

1.1 If application is
complete and in order,
endorses to Securities
Specialist II for
evaluation of financial
documents. If compliant,
issues a Payment
Assessment Form (PAF)

1.2 If the application is
for compliance, the
specialist prepares a
checklist of deficiencies
and informs and returns
it to the applicant. Go to
Step 1

Securities Specialist 11
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
2. Pays the filing fees 2. Online payment via 1. Amended Digital/ Online Transaction
ESPAYSEC Articles of
OR Incorporation -
OTC payment at Landbank PHP 1,010%*
Plus

2. Increase of
Capital Stock -
**For
corporation with
par value -
1/5 of 1% of the
increase in
capital stock but
not less than
PHP 3,000.00 or
the subscription
price of the
subscribed
capital stock,
whichever is
higher

**For
corporation
without par

value -
1/5 of 1% of the
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

increase in
capital stock
computed at PHP
100.00 per share
but not less than
PHP 3,000.00 or
the issue value of
the subscribed

capital stock,

whichever is

higher

3.LRF
-equivalent to

1% of the
computed filing
fee for Increase
of Capital Stock
but not less than
PHP 10.00

4. Documentary
Stamp tax of PHP
60.00

*Inclusive of LRF
of PHP 10.00

***For
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
Corporations
with FIA
Application -
Additional PHP
3,060, inclusive
of LRF of PHP
30.00 and DST of
PHP 30.00
3. Presents complete 3. Assists clients/ receives None 5 minutes
documents to complete ICS documents, Frontline Staff/ COS
Receiving Officer foryvards to certificate-issuing Administrative Assistant I1
officer
3.1 Prepares Certificate of
Increase of Capital Stock _
and Amendment of 15 minutes
Articles of Incorporation
3.2 Signs and approves 15 minutes Director
the application
3.3 Encodes the details of 15 minutes Administrative Officer II1
the Increase of Capital
Stock in the system
3.4 Forwards the
approved application to
the Releasing Unit
Submits complete 7. Receives the complete None 30 minutes Administrative Assistant Il
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approved Certificate of
Increase of Capital Stock
and Amended Articles of
Incorporation

approved Certificate of
Increase of Capital Stock
and Amended Articles of
Incorporation

CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
application requirements application requirements
for processing together and validated PAF
with the validated PAF in
4 sets 7.1. Prepares Certificate of None 30 minutes Administrative Assistant 11/
7.1. Increase of Capital COS
Stock and
Amendment of
Articles of
Incorporation
None 15 minutes Director
7.2. Signs and approves
the application
None 15 minutes Administrative Officer III
7.3. Encodes the details of
the Increase of Capital
Stock in the system
7.4. Forwards the
approved application
to the Releasing Unit
. Waits for number/ . Calls the number/ None 2 minutes Frontline Staff / COS
corporate name to be corporate name and
called by Releasing assists the client
Officer
. Receives the duly . Releases the duly None 5 minutes Administrative Assistant II /

COS

42



CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
TOTAL 1. Amended Within 5 working
Articles of days, 1 hour, and
Incorporation - 2 minutes
PHP 1,010*
Plus

2. Increase of
Capital Stock -
**For

corporation
with par value -
1/5 of 1% of the
increase in
capital stock
but not less

than PHP
3,000.00 or the
subscription
price of the
subscribed
capital stock,
whichever is
higher

**For
corporation
without par

value -
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSI