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Annex A 

Documentary Requirements for Bond Transactions 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Basic Requirements 

Agrarian Reform (AR) Bond Certificate 
(1 original copy) 

Bondholder/Authorized 
Representative 

Photo-bearing valid Identification Document (ID)1 
of Bondholder/Heirs/Authorized 
Representative/Signatories 
(1 original copy) 

Bondholder/Authorized 
Representative 

Client Information and Specimen Signature Card 
(CISSC) to be accomplished by 
Bondholder/Heirs/Authorized 
Representative/Signatories 
(1 original copy) 

PVPT-AOU, AgraD 

Data Privacy Consent Form (DPCF) to be 
accomplished by Bondholder/Heirs/Authorized 
Representative/Signatories 
(1 original copy) 

PVPT-AOU, AgraD 

Form I - Application for Bond Servicing 
Transaction (ABST) for Bond Payment 
(1 original copy) 

PVPT-AOU, AgraD 

Form II - ABST for Bond Transfer/ 

Conversion/Exchange/Replacement 
(1 original copy) 

PVPT-AOU, AgraD 

2. For Legally Incompetent/Incapacitated Bondholders 

Special Power of Attorney (SPA)2; or, in case 
of minor, Affidavit of Guardianship/Letters of 
Guardianship, issued by competent Court 
(1 original copy) 

Bondholder/Authorized 
Representative 

Confirmation Letter from Bondholder, in case 
consent of Bondholder in SPA2 needs further 
confirmation 
(1 original copy) 

                                                           
1 The PhilID shall be sufficient proof of identification as provided under Malacañan EO No. 162, series of 2022 
2 Validity of SPA is one (1) year only  
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Medical Certificate, issued by examining 
Physician, in case health condition of Bondholder 
needs further confirmation 
(1 original copy) 

 

Birth Certificate, issued by Philippine Statistics 
Authority (PSA), in case age or relationship with 
minor needs further confirmation 
(1 original copy or 1 certified true copy) 

 

Oath of Office issued by competent Court, in case 
of Judicial Guardian 
(1 original copy or 1 certified true copy) 

3. For Deceased Bondholders 

 Extra-Judicial Settlement 

Death Certificate, issued by PSA 
(1 original or 1 certified true copy) 

Bondholder/Authorized 

Deed of Extra-Judicial Settlement of 
Estate/Affidavit of Self-Adjudication, registered 
with Registry of Deeds (ROD) 
(1 original or 1 certified true copy) 

 Judicial Settlement 

Final and executory Order, issued by competent 
Court on the distribution of estate of deceased 
Bondholder 
(1 original or 1 certified true copy) 

Bondholder/Authorized 
Representative 

Letters of Administration/Testamentary of 
Administrator or Executor 
(1 original or 1 certified true copy) 

Competent Court 

Oath of Office of Administrator or Executor 
(1 original or 1 certified true copy) 

Certification, officially stating that the grant of 
authority to Administrator or Executor is valid and 
subsisting 
(1 original or 1 certified true copy) 

Clerk of Court of the 
Court where the Judicial 
Settlement of Estate is 
pending 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

4. For Institutions 

 Domestic Corporations 

Certificate of Incorporation, 
(1 original or 1 certified true copy) 

Securities and Exchange 
Commission (SEC) 

Articles of Incorporation, authenticated by SEC 
(1 original or 1 certified true copy) 

Latest General Information Sheet (GIS), received 
by SEC 
(1 original or 1 certified true copy) 

Certificate of Corporate Status/ Information, 
issued by SEC 
(1 original or 1 certified true copy) 

Board Resolution or notarized Corporate 
Secretary's Certificate of such Resolution, 
attested by the President, authorizing the bond 
transaction and naming the authorized 
representative to effect the same 
(1 original copy) 

Bondholder/Authorized 
Representative 

 Foreign Corporations 

Certificate of License to do Business in the 
Philippines, issued by SEC 
(1 original or 1 certified true copy) 

SEC 

Certificate of Incorporation/Registration, issued 
by appropriate foreign government agency 
(1 original or 1 certified true copy) 

Articles of Incorporation, authenticated by SEC 
(1 original or 1 certified true copy) 

Latest General Information Sheet (GIS), received 
by SEC (1 original or 1 certified true copy) 

Notarized Secretary’s Certificate of the Board 
Resolution, authorizing the bond transaction and 
naming the Resident Agent or authorized 
representative to effect the same 
(1 original or 1 certified true copy) 

Bondholder/Authorized 
Representative 

 For Partnerships 

Certificate of Recording of Partnership, issued by 
SEC 
(1 original or 1 certified true copy) 

SEC 

Articles of Partnership, authenticated by SEC 
(1 original or 1 certified true copy) 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 Dissolved Corporations  

        Basic Requirements for Corporations  

Board Resolution, signed by the remaining 
directors constituting themselves as trustees for 
purposes of liquidating corporate assets and 
naming the authorized representative to effect 
the bond transaction with undertaking to hold 
LANDBANK and its officers/employees free from 
any liability or suits that may arise therefrom 
(1 original copy) 

Bondholder/Authorized 
Representative 

Certification that corporation is not subject of 
pending litigation involving intra- corporate 
dispute; under receivership or liquidation 
proceedings 
(1 original or 1 certified true copy) 

Executive Clerk of Court 
of appropriate Regional 
Trial Court 

Final and executory Order, in case of settled 
judicial proceedings, naming the representative 
authorized to transact business with appropriate 
Government Agencies with regard to disposition 
of properties of the corporation 
(1 original or 1 certified true copy) 

Competent Court 

 Dissolved Partnerships  

Basic Requirements for Partnerships  

Articles of Dissolution or Affidavit of Dissolution, 
signed by the remaining partners, naming the 
authorized representative to effect the bond 
transaction with undertaking to hold LANDBANK 
and its officers/employees free from any liability 
or suits that may arise from bond transaction 
(1 original or 1 certified true copy) 

Bondholder/Authorized 
Representative 

Final and executory Order, in case of settled 
judicial proceedings, naming the representative 
authorized to transact business with appropriate 
Government Agencies with regard to disposition 
of properties of the partnership (1 original or 1 
certified true copy) 

Competent Court 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 Financial Institutions under Receivership 

Appointment Paper of the Liquidator, issued by 
appropriate Government Agency, certified by 
Secretary, specifying the scope of authority and 
responsibility of the Liquidator in relation to the 
bond transaction 
(1 original or 1 certified true copy) 

Bondholder/Authorized 
Representative 

Resolution of appropriate Government Agency or 
Secretary's Certificate of such Resolution, placing 
the financial institution under receivership 
(1 original or 1 certified true copy) 

5. For Government Agency 

Appointment Paper of Head of Office, certified by 
Secretary 
(1 original or 1 certified true copy) 

Bondholder/Authorized 
Representative 

Resolution of Government Agency or Secretary's 
Certificate of such Resolution, authorizing the 
bond transaction and naming the authorized 
representative/s to effect the same 
(1 original or 1 certified true copy) 
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Annex B 
 

Documentary Requirements for Issuance of Certificate of Full Payment and 
Release of Real Estate Mortgage 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Principal Agrarian Reform Beneficiary (ARB)  

Presentation of photo-bearing government issued 

ID1 or Barangay certificate (1 original copy) 
(for initial transaction or updating) 

ARB 

Presentation of Original Owners Duplicate Copy 
(ODC) of CLOA/EP 

ARB 

2. Representative of ARB  

Notarized Special Power of Attorney (SPA2) 
(1 original copy) 

ARB 

Presentation of photo-bearing government issued 
ID1 or barangay certificate of the ARB and the 
authorized representative (1 original copy) (for 
initial transaction or updating) 

ARB and ARB's 
Authorized 
Representative 

Presentation of Original Owners Duplicate Copy 
(ODC) of CLOA/EP  

ARB 

3. For Deceased ARB  

Deed of undertaking with quitclaim and/or SPA2, if 
applicable (1 original copy) 

Heir/s of the ARB 

Death Certificate (1 original or 1 certified true 
copy) 

PSA 

Presentation of photo-bearing government issued 
ID1 or Barangay certificate of all the heirs and 
authorized representative, if applicable (1 original 
copy) 

Heir/s of the ARB 

Affidavit of two (2) disinterested persons in cases 
of discrepancy in the names and/or data in the 
pertinent documents such as CLOA/EP and the 
CFP/ROREM (1 original copy) 

Heir/s of the ARB 

Marriage Contract in case where spouse is 
claiming the CFP/ROREM (1 original copy or 1 
certified true copy) 

PSA 

 

 

1 The PhilID shall be sufficient proof of identification as provided under Malacañan EO No. 162, series of 2022 
2 Validity of SPA is one (1) year only  
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Annex C 
 

Documentary Requirements for Payment of Land Transfer Claim Proceeds 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1.  Principal LO  

PD 27/EO 228 (For titled properties)  

Presentation of Owner’s Duplicate Copy (ODC) 
of title (1 original copy) 

LO 

Real estate tax clearance or statement of tax 
delinquency as of October 21, 1972; or Real 
estate tax clearance or statement of tax 
delinquency as of date of Order of Placement 
(OP) if tenanted after October 21, 1972 issued by 
the Municipal or City Treasurer’s Office, with 
authority to deduct delinquency FROM claim 
proceeds (1 original copy) 

Municipal or City 
Treasurer’s Office 

Electronic ROD copy of Emancipation Patent (EP) 
or electronic ROD copy of the LO’s title bearing 
the annotation of the EP/s issued by the 
DAR, free from all liens and encumbrances 

DAR-PARPO 

Execution and annotation of Deed of Assignment 
Warranties and Undertaking (DAWU) on the LOs 
title if without EPs issued (1 original copy) 

LO 

Presentation of photo-bearing government issued 
ID1 (1 original copy) 

LO 

Client Information and Specimen Signature Card 
(CISSC) to be accomplished by Landowner/Heirs/ 
Authorized Representative/Signatories (1 original 

copy) 

AgraD/FSSC 

2. PD 27/EO 228 (For Untitled properties)  

ROD certified or electronic copy of OCT-EP/s DAR-PARPO 

Real estate tax clearance or statement of tax 
delinquency as of October 21, 1972 or date of 
order of placement if tenanted after October 21, 

1972 with authority to deduct delinquency from the 
land transfer claim proceeds (1 original copy) 

Municipal or City 
Treasurer’s Office 

Execution and annotation of DAWU on the LOs Tax 

Declaration (1 original copy) 

 

 

LO 

                                                           
1 The PhilID shall be sufficient proof of identification as provided under Malacañan EO No. 162, series of 2022 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

DENR-CENRO certification stating that the 
claimant has acquired a vested right over the 
landholding (area to be specified) (1 original copy) 

DENR-CENRO 

Presentation of photo-bearing government issued 
ID1 (1 original copy) 

LO 

Client Information and Specimen Signature Card 
(CISSC) to be accomplished by 
Landowner/Heirs/Authorized 
Representative/Signatories (1 original copy) 

AgraD/FSSC 

DENR certification stating that the landholding is 
not a subject of a patent application and no 
patent title has been issued for the landholding  
(1 original copy) 

DENR 

3. RA 6657/RA 9700 (For titled properties)  

Presentation of Owners Duplicate Copy (ODC) of 
title 

LO 

Real estate tax clearance or statement of tax 
delinquency as of date of registration of the RP 
title or CLOA registration with the ROD issued by 
the Municipal or City Treasurer’s Office, if no RP 
Title was issued (1 original copy) 

Municipal or City 
Treasurer’s Office 

Electronic copy of RP title or CLOA, free from 
liens and encumbrances 

DAR-PARPO 

Presentation of photo-bearing government issued 
ID1 (1 original copy) 

LO 

Client Information and Specimen Signature Card 
(CISSC) to be accomplished by 
Landowner/Heirs/Authorized 
Representative/Signatories (1 original copy) 

AgraD/FSSC 

4. RA 6657/RA 9700 (For Untitled properties)  

Tax declaration in the name of the Republic 
issued by the Municipal or City Assessor (1 
original copy) or 
Electronic copy of OCT CLOA free from liens 
and encumbrances  

DAR-PARPO 
 
 

ROD 

DENR-CENRO certification that the LO has 
acquired vested right over the untitled 
landholding (area to be specified) (1 original 
copy) 

DENR-CENRO 

                                                           
1 The PhilID shall be sufficient proof of identification as provided under Malacañan EO No. 162, series of 2022 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Municipal or City Treasurer’s Office Real estate 
tax clearance (1 original copy) or 
Municipal or City Treasurer’s Office statement of 
tax delinquency as of date of registration of the 
RP title or CLOA registration with authority to 
deduct delinquency from the land transfer claim 
proceeds (1 original copy) 

Municipal or City 
Treasurer’s Office 

Presentation of photo-bearing government issued 
ID1 (1 original copy) 

LO 

Client Information and Specimen Signature Card 
(CISSC) to be accomplished by 
Landowner/Heirs/Authorized 
Representative/Signatories (1 original copy) 

AgraD/FSSC 

DENR certification stating that the landholding is 
not a subject of a patent application and no 
patent title has been issued for the landholding 
(1 original copy) 

DENR 

5. Other requirements (Individual)  

Presentation of photo-bearing government issued 
Identification document1 of the LO and Attorney- 
In-Fact (AIF), if applicable (1 original copy) 

LO or AIF 

Client Information and Specimen Signature Card 
(CISSC) to be accomplished by 
Landowner/Heirs/Authorized 
Representative/Signatories (1 original copy) 

AgraD/FSSC 

Notarized Special Power of Attorney (SPA)2 if 
transaction is made through a representative (1 
original copy) 

LO or AIF 

6. Other requirements (Deceased)  

Death Certificate (1 original or 1 certified true 
copy) 

PSA 

Settlement of estate (extra-judicial or judicial) 
duly registered with the ROD (1 original copy) 

Heirs of the deceased LO 

Heirs bond in favor of the bank two years after 
extra-judicial settlement registration equivalent to 
the amount of the claim to be secured from 
licensed Insurance Agency (1 original copy) 

Heirs of the deceased LO 

 

 

                                                           
1 The PhilID shall be sufficient proof of identification as provided under Malacañan EO No. 162, series of 2022 
2 SPA has no expiry 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Presentation of photo-bearing government issued 
ID1 by the individual heirs (1 original copy) 

Heirs of the deceased LO 

In case transactions shall be through a 
representative: 
• Notarized SPA2 executed within the 

Philippines (1 original copy) or 
• Special Power of Attorney authenticated by 

the Consul Gen. of the Philippine Consular 
Office of the country where the SPA2 was 
executed or Apostillized SPA2  if the document 
was executed in a country/jurisdiction 
signatory to the Apostille Treaty or Apostille 
Convention (1 original copy) 

Heirs of the deceased LO 

Client Information and Specimen Signature Card 
(CISSC) to be accomplished by  
Heirs/ Authorized Representative/Signatories    
(1 original copy) 

AgraD/FSSC 

7. Other requirements (If payee is a minor, 
applicable only when the estate exceeds 
Php50,000.00 or is an Incapacitated person) 

 

Letters of guardianship issued by a competent 
court (1 original copy) 

Competent Court 

Presentation of photo-bearing government issued 
ID1 by the Guardian (1 original copy) 

Minor’s Guardian 

Client Information and Specimen Signature Card 
(CISSC) to be accomplished by 
Landowner/Heirs/Authorized 
Representative/Signatories (1 original copy) 

AgraD/FSSC 

Oath of office of the Guardian (1 original copy) Competent Court 

Court authority for the guardian to dispose of the 
subject property pursuant to RA 6657, as 
amended and to sign all land transfer documents 
and registration thereof (1 original copy) 

Competent Court 

                                                           
1 The PhilID shall be sufficient proof of identification as provided under Malacañan EO No. 162, series of 2022 
2 SPA has no expiry 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

8. Other requirements (Juridical Persons, Active 
Corporation) 

 

Certificate on filing and information of the 
corporation indicating the status of the 
corporation (1 original copy) 

SEC 

Authenticated copies of the Articles of 
Incorporation and by-laws of the Corporation with 
Certificate of Registration from the SEC (1 
original copy) 

LO 

SEC-received latest general information sheet SEC 

Board Resolution or Corporate Secretary’s 
Certificate appointing and authorizing a particular 
person to sign the necessary land transfer claim 
documents, to receive, encash, sell AR bond 
proceeds, for and in behalf of the Corporation (1 
original copy) 

LO 

Presentation of photo-bearing government issued 
ID1 of Corporate Officer/ Legal Representative (1 
original copy) 

LO 

Client Information and Specimen Signature Card 
(CISSC) to be accomplished by 
Landowner/Heirs/Authorized 
Representative/Signatories (1 original copy) 

AgraD/FSSC 

9. Other requirements (Juridical Persons, Dissolved 
Corporation) 

 

SEC certificate on filing and information of the 
corporation indicating the status of the 
corporation (1 original copy) 

SEC 

Latest SEC-certified copy of the General 
Information Sheet (GIS) filed by the corporation 
prior to dissolution (1 original copy) 

LO 

Certification issued by the RTC Executive Clerk 
of Court of the province having jurisdiction over 
the corporation, stating that the corporation is 
not the subject of any pending litigation involving 
intra-corporate dispute, or under receivership or 
liquidation proceedings (1 original copy) 

RTC Executive Clerk of 
Court 

 

 1 The PhilID shall be sufficient proof of identification as provided under Malacañan EO No. 162, series of 2022 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Resolution signed by a majority of the remaining 
board of directors of the dissolved corporation 
constituting themselves as trustees for purposes 
of liquidating the corporate assets (1 original 
copy) 

LO 

SPA2 signed by the trustees of the dissolved 
corporation appointing a representative to 
transact with LBP on the payment of the land 
transfer proceeds, if any, and undertaking to hold 
LBP and its officers and employees free and 
harmless from any liability or suits that may arise 
from the release of the proceeds in the name of 
the representative appointed by the trustees      
(1 original copy) 

LO 

Presentation of photo-bearing government issued 
ID1 of Trustees/Legal Representative (1 original 
copy) 

LO 

Client Information and Specimen Signature Card 
(CISSC) to be accomplished by 
Landowner/Heirs/Authorized 
Representative/Signatories (1 original copy) 

AgraD/FSSC 

10. Other requirements (Active Partnership)  

Certificate of recording of partnership issued by 
the SEC (1 original copy) 

SEC 

Notarized articles of partnership (1 original copy) LO 

Presentation of photo-bearing government issued 
ID1 (1 original copy) 

LO 

Client Information and Specimen Signature Card 
(CISSC) to be accomplished by 
Landowner/Heirs/Authorized 
Representative/Signatories (1 original copy) 

AgraD/FSSC 

11. Other requirements (Dissolved Partnership, 
Extra-judicial Dissolution) 

 

Articles/affidavit of dissolution with designation of 

a legal representative duly received by the SEC 
(1 original copy) 

LO 

 
 
1 The PhilID shall be sufficient proof of identification as provided under Malacañan EO No. 162, series of 2022 
2 Validity of SPA is one (1) year only  
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Presentation of photo- bearing government 
issued ID1 by the designated trustees/ legal 
representative (1 original copy) 

LO 

Client Information and Specimen Signature Card 
(CISSC) to be accomplished by 
Landowner/Heirs/Authorized 
Representative/Signatories (1 original copy) 

AgraD/FSSC 

12. Other requirements (Dissolved Partnership, 
Judicial Dissolution) 

 

Certified true copy of court decision/order and 
Certificate of Finality (1 original copy) 

Competent Court 

Certified true copy of court order designating a 
liquidator, if applicable (1 original copy) 

Competent Court 

Presentation by the designated liquidator/ legal 
representative of photo- bearing government 
issued ID1 (1 original copy) 

LO 

Client Information and Specimen Signature Card 
(CISSC) to be accomplished by 
Landowner/Heirs/Authorized 
Representative/Signatories (1 original copy) 

AgraD/FSSC 

 

 

 

 

 

 

 

 

 

 

 

 

 1 The PhilID shall be sufficient proof of identification as provided under Malacañan EO No. 162, series of 2022 
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Annex D 
 

Documentary Requirements for Refund of Excess Payment 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Principal ARB  

Request for refund duly signed by the ARB (1 
original copy) 

ARB 

Presentation of photo-bearing government 
issued ID1 or Barangay certificate (1 original 
copy) 

ARB 

2. Representative of ARB  

Request for refund duly signed by the ARB (1 
original copy) 

ARB 

Notarized SPA2 (1 original copy) ARB 

Presentation of photo-bearing government 
issued ID1 or barangay certificate of the ARB and 
the authorized representative (1 original copy) 

ARB and ARB's 
Authorized 
Representative 

3. For Deceased ARB  

Request for refund duly signed by the heir/s of 
the ARB (1 original copy) 

 

Deed of undertaking with quitclaim and/or SPA2, if 
applicable (1 original copy) 

Heirs of ARB or 
Authorized 
Representative 

Death Certificate (1 original copy) PSA 

Presentation of photo-bearing government 
issued ID1 or Barangay certificate of the heirs 
and authorized representative, if applicable (1 
original copy)  

Heirs of ARB or 
Authorized 
Representative 

Affidavit of two (2) disinterested persons in cases 
of discrepancy in the names and/or data in the 
pertinent documents (1 original copy)  

Heirs of ARB or 
Authorized 
Representative 

Marriage Contract in case where spouse is 
claiming the CFP/ROREM (1 original copy 
or 1 certified true copy)  

PSA 

                                                           
1 The PhilID shall be sufficient proof of identification as provided under Malacañan EO No. 162, series of 2022 
2 Validity of SPA is one (1) year only  
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Annex E  

LANDBANK List of Products ans Services 
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Annex F
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Annex G 

Documentary Requirements for Opening an Account 

 

Classification Required Document/s 

INDIVIDUAL 
Filipino residents 1. At least one (1) original valid photo-bearing ID  

2. Two (2) recent ID photos (in case of manual account opening) 
3. Birth certificate of the child, in case of parents opening an 

account in behalf of their child 
4. Notarized Special Power of Attorney (SPA), if customer is 

blind or visually impaired and shall transact over-the-counter 
(OTC) with another person or an Attorney-in-Fact (AIF), or 
shall open a Time Deposit (TD) account 

5. Waiver and Quit Claim, if customer is blind or visually impaired 
and shall transact OTC by himself/herself 

6. Professional Regulation Commission (PRC) certificate of 
registration/license - for individual Real Estate Broker (REB) 

7. Certificate of Registration (COR) from the Anti-Money 
Laundering Council (AMLC), as applicable 

 

Foreigner 1. Passport 
2. Alien Certificate of Registration issued by the Bureau of 

Immigration/Diplomatic Identification Card issued by the DFA 
specifying status i.e., working, business, student or non-
resident 
 
Note:   Foreign national whose working permit is under process shall 

be required to submit Certificate of Employment. 

 
3. Two (2) recent ID photos (in case of manual account opening) 

 

Sole Proprietorship 1. At least one (1) original valid photo-bearing ID  
2. Two (2) recent ID photos (in case of manual account opening) 
3. Certificate of Registration with the DTI 
4. Business/Mayor’s Permit 
5. Certificate of Registration or Certificate of Tax Exemption from 

the Bureau of Internal Revenue (BIR) 
6. Professional Regulation Commission (PRC) certificate of 

registration/license - for individual Real Estate Broker (REB) 
7. DHSUD Registration Certificate – for Real Estate Developer 

(RED) 
8. Certificate of Registration (COR) from the Anti-Money 

Laundering Council (AMLC), as applicable 
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Classification Required Document/s 
Court-appointed 
Fiduciary (Guardian, 
Administrator, Trustee or 
Receiver) 

1. At least one (1) original valid photo-bearing ID of the Court-
appointed Fiduciary and the Beneficial Owner 

2. Two (2) recent ID photos of the Court-appointed Fiduciary and 
the Beneficial Owner (in case of manual account opening) 

3. Original Copy of the document containing the Fiduciary’s 
appointment, specifically: 
a. For Guardian – Letter of Guardianship 
b. For Executor of a Will – Letters Testamentary 
c. For Administrator of a Will – Letters of Administration 
d. For Rehabilitation Receiver or Liquidator (of financially 

distressed corporations and individuals) – Court Order 
e. For Liquidation Receiver (in the case of involuntary 

dissolution of corporation per Securities and Exchange 
Commission [SEC]) – Court Order 

f. For Liquidation Trustee of a dissolved corporation duly 
appointed by the court (in the absence of one appointed by 
the board of directors) – Court Order 
 
In the case of dissolved corporations where a Liquidation 
Trustee has been appointed by the last-remaining board of 
directors: 
 Original notarized Secretary’s Certificate/Board 

Resolution pertaining to the designation/appointment 
of a liquidation trustee 

 Latest General Information Sheet (GIS) filed with the 
SEC 

4. Original Copy of Court Order authorizing the Fiduciary to open 
a deposit account with LANDBANK, except for Liquidation 
Trustee appointed by the last-remaining board of directors 

5. Supporting information on the intended nature of the business 
relationship, source of funds or source of wealth of the 
customer (such as ITR, Audited FS, Loan Application, Deed of 
Donation, Deed of Sale, and the like), if applicable 
 
 
 

NON-INDIVIDUAL 
Partnership 1. At least one (1) original valid photo-bearing ID of each Partner 

2. Two (2) recent ID photos of each Partner (in case of manual 
account opening) 

3. Articles of Partnership and By-laws, including amendments, if 
any 

4. Certificate of Registration with the SEC 
5. Notarized agreement/resolution designating the extent of 

authority of each Partner in dealing with the depository Bank 
6. Business/Mayor’s Permit 
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Classification Required Document/s 
7. Certificate of Registration or Certificate of Tax Exemption from 

the Bureau of Internal Revenue (BIR) 
8. DHSUD Registration Certificate – for Real Estate Developer 

(RED) 
9. Certificate of Registration (COR) from the Anti-Money 

Laundering Council (AMLC), as applicable 
 

 

Corporation 1. At least one (1) original valid photo-bearing ID of each of the 
Authorized Signatories 

2. Two (2) recent ID photos of each of the Authorized 
Signatories (in case of manual account opening) 

3. Articles of Incorporation and By-Laws, including amendments, 
if any. 

4. Certificate of Registration with the SEC 
5. Duly notarized Board Resolution or Secretary’s Certificate 

containing the following: 
a. Authority to open an account with LANDBANK 
b. Designated officers authorized to deposit, withdraw, 

endorse or negotiate checks and otherwise deal with the 
Bank and the nature and extent of such authority 

c. Certification that the resolution remains effective and 
subsisting and has not been amended, revoked or 
suspended 

6. Certificate of registration/license/authority/accreditation from 
other government agency in special cases (e.g., BSP, 
Insurance Commission, Department of Education, 
Commission on Higher Education, TESDA, DSWD) 

7. Latest General Information Sheet which lists the names of 
directors/trustees/principal stockholders owning at least 
twenty percent (20%) of the outstanding capital stock and 
primary officers such as the President and Treasurer 

8. The name, present address, nationality, date of birth, contact 
number, and source of funds of each of the primary officers 
(President, Treasurer, and Authorized Signatories) 

9. Income Tax Return (ITR), Audited Financial Statements, Loan 
Application, Deed of Donation, Deed of Sale, or other financial 
document to show source of funds or wealth of the customer, 
if applicable. 

10. Business/Mayor’s Permit 
11. Certificate of Registration or Certificate of Tax Exemption from 

the Bureau of Internal Revenue (BIR) 
12. DHSUD Registration Certificate – for Real Estate Developer 

(RED) 
13. Certificate of Registration (COR) from the Anti-Money 

Laundering Council (AMLC), as applicable 
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Classification Required Document/s 
Foreign Corporation 1. At least one (1) original valid photo-bearing ID of each of the 

Authorized Signatories 
2. Two (2) recent ID photos of each of the Authorized 

Signatories (in case of manual account opening) 
3. Articles of Incorporation and By-Laws, including amendments, 

if any 
4. Duly authenticated Secretary’s Certificate or equivalent 

document of the foreign corporation certifying to the issuance 
of a Board Resolution (i) authorizing the opening of a deposit 
account, (ii) designating its authorized signatory/ies, and (iii) 
designating its resident agent to the Philippines 

5. License to do business in the Philippines duly issued by SEC, 
if the foreign corporation is doing business in the Philippines 
Note: Items 3 and 4 shall be duly authenticated before a 

Consular Office of the Philippines and all documents 
written in a foreign language shall be translated in 
English. 

6. Latest General Information Sheet which lists the names of 
directors/trustees/principal stockholders owning at least 
twenty percent (20%) of the outstanding capital stock and 
primary officers such as the President and Treasurer 

7. The name, present address, nationality, date of birth, contact 
number, and source of funds of each of the primary officers 
(President, Treasurer, and Authorized Signatories) 

8. Income Tax Return (ITR), Audited Financial Statements, Loan 
Application, Deed of Donation. Deed of Sale, or other financial 
document to show source of funds or wealth of the customer, 
if applicable. 

9. Business/Mayor’s Permit 
10. Certificate of Registration or Certificate of Tax Exemption from 

the Bureau of Internal Revenue (BIR) 
11. DHSUD Registration Certificate – for Real Estate Developer 

(RED) 
12. Certificate of Registration (COR) from the Anti-Money 

Laundering Council (AMLC), as applicable 
 

One Person Corporation 
(OPC) 
 

1. At least one (1) original valid photo-bearing ID  
2. Two (2) recent ID photos (in case of manual account opening) 
3. Certificate of Incorporation from the SEC which shall bear the 

suffix OPC 
4. Articles of Incorporation 
5. Certificate of the Corporate Secretary (Secretary’s Certificate) 

or (in case a Corporate Secretary has not been appointed) a 
notarized statement/affidavit by the sole stockholder attesting 
to the issuance of a resolution authorizing the opening of a 
deposit account for the OPC. 

6. Business/Mayor’s Permit 
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Classification Required Document/s 
7. Certificate of Registration or Certificate of Tax Exemption from 

the Bureau of Internal Revenue (BIR) 
8. DHSUD Registration Certificate – for Real Estate Developer 

(RED) 
9. Certificate of Registration (COR) from the Anti-Money 

Laundering Council (AMLC), as applicable 
 

Joint Ventures/ 
Consortiums 

1. At least one (1) original valid photo-bearing ID of each of the 
Authorized Signatories 

2. Two (2) recent ID photos of each of the Authorized 
Signatories (in case of manual account opening) 

3. For incorporated Joint Ventures/Consortiums: 
a. Certificate of Registration with the SEC 
b. Articles of Incorporation and By-Laws of each of the 

corporations involved in the joint venture, including 
amendments, if any 

c. Notarized Secretary’s Certificate of the Joint 
Venture/Consortium containing the following: 

 Authority to open an account with LANDBANK 

 Designated officers authorized to deposit, withdraw, 
endorse or negotiate checks and otherwise deal with 
the Bank deposit and the nature and extent of such 
authority 

4. For unincorporated Joint Ventures/Consortiums between 
Individuals and Corporations: 
a. Notarized Board Resolution or Secretary’s Certificate of 

the Corporation on its authority to enter into a Joint 
Venture/Consortium Agreement with the other party/ies 
and its authorized signatories thereto 

b. Copy of the Joint Venture/Consortium Agreement 
c. If it is not clearly stated in the Joint Venture/ Consortium 

Agreement the authority to open an account with 
LANDBANK and the authorized signatories to the account: 

 Notarized Secretary’s Certificate of the Corporation 
containing the (i) authority to open an account with 
LANDBANK for the Joint Venture/Consortium and (ii) 
the designated officers authorized to deposit, withdraw, 
endorse or negotiate checks and otherwise deal with 
the Bank deposit and the nature and extent of such 
authority 

 Special Power of Attorney of the Individual appointing 
the officer designated in the Secretary’s Certificate of 
the Corporation as his Attorney-in-Fact, (i) authorizing 
the opening of the account for the Joint 
Venture/Consortium and (ii) to deposit, withdraw, 
endorse or negotiate checks and otherwise deal with 
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Classification Required Document/s 
the Bank deposit and the nature and extent of such 
authority 

5. For unincorporated Joint Ventures/Consortiums between 
Individuals: 
a. Joint Venture/Consortium Agreement 
b. If it is not clearly stated in the Joint Venture/Consortium 

Agreement the authority to open an account with 
LANDBANK and the designated person authorized to 
deposit, withdraw, endorse or negotiate checks and 
otherwise deal with the Bank deposit and the nature and 
extent of such authority: 

 Special Power of Attorney of the Individual appointing 
the other party as his Attorney-in-Fact, (i) authorizing 
the opening of the account for the Joint 
Venture/Consortium, and (ii) to deposit, withdraw, 
endorse or negotiate checks and otherwise deal with 
the Bank deposit and the nature and extent of such 
authority 

6. Philippine Contractors Accreditation Board (PCAB) License of 
the parties involved, if engaged in the construction business 

7. Business/Mayor’s Permit 
8. Certificate of Registration or Certificate of Tax Exemption from 

the Bureau of Internal Revenue (BIR) 
9. DHSUD Registration Certificate – for Real Estate Developer 

(RED) 
10. Certificate of Registration (COR) from the Anti-Money 

Laundering Council (AMLC), as applicable 

Corporation in the 
process of incorporation 

1. At least one (1) original valid photo-bearing ID of the 
“Treasurer-in-Trust for” 

2. Two (2) recent ID photos of the “Treasurer-in-Trust for” (in 
case of manual account opening) 

3. Proposed Articles of Incorporation stating therein the name of 
“Treasurer-in-Trust for” authorized to open an account with 
LANDBANK in behalf of the corporation 

Association/ 
Organization 

1. At least one (1) original valid photo-bearing ID of each of the 
Authorized Signatories 

2. Two (2) recent ID photos of each of the Authorized 
Signatories (in case of manual account opening) 

3. Certificate of Registration (or equivalent document) with 
appropriate government agency, such as: 

a. For Homeowners’ Association –DHSUD 
b. For Condominium Association – SEC 
c. For Government Employees’ Association – Civil 

Service Commission and DOLE 
d. For Private Sector Union or Labor Organization – 

DOLE 
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Classification Required Document/s 
Association/ 
Organization 

4. Articles of Incorporation (or equivalent document) and By-
Laws, including amendments, if any 

5. Duly notarized Secretary’s Certificate containing the following: 

 Authority to open an account with LANDBANK 

 Officers authorized to sign and the nature and extent of 
such authority 

 Certification that the resolution remains effective and 
subsisting and has not been amended, revoked or 
superseded 

6. Business/Mayor’s Permit 
7. Certificate of Registration or Certificate of Tax Exemption from 

the Bureau of Internal Revenue (BIR) 
8. DHSUD Registration Certificate – for Real Estate Developer 

(RED) 
9. Certificate of Registration (COR) from the Anti-Money 

Laundering Council (AMLC), as applicable 
 

Cooperative 1. At least one (1) original valid photo-bearing ID of each of the 
Authorized Signatories 

2. Two (2) recent ID photos of each of the Authorized 
Signatories (in case of manual account opening) 

3. Certificate of Registration with the Cooperative Development 
Authority 

4. Articles of Cooperation and By-Laws, including amendments, 
if any 

5. Cooperative Annual Performance Report (CAPR) Form 
(Revisions No. 5) 

6. Duly notarized Secretary’s Certificate containing the following: 

 Authority to open an account with LANDBANK 

 Officers authorized to sign and the nature and extent of 
such authority 

 Certification that the resolution remains effective and 
subsisting and has not been amended, revoked or 
superseded 

7. Business/Mayor’s Permit 
8. Certificate of Registration or Certificate of Tax Exemption from 

the Bureau of Internal Revenue (BIR) 
9. DHSUD Registration Certificate – for Real Estate Developer 

(RED) 
10. Certificate of Registration (COR) from the Anti-Money 

Laundering Council (AMLC), as applicable 
 

 

National Government 
Agency/Constitutional 
Commission 

1. At least one (1) original valid photo-bearing ID of each of the 
Authorized Signatories 

2. Two (2) recent ID photos of each of the Authorized 
Signatories (in case of manual account opening) 
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Classification Required Document/s 

3. Charter and/or law creating the government 
corporation/office/agency or Executive Order/Department 
Order creating the government entity, if newly created 

4. Duly notarized Board Resolution/LOA from the Head of 
Agency incorporating the following: 

 Authority to open an account with LANDBANK 

 Officers authorized to sign and the nature and extent of 
such authority 

 Certification that the resolution remains effective and 
subsisting and has not been amended, revoked or 
superseded 
 

Local Government Unit 1. At least one (1) original valid photo-bearing ID of each of the 
Authorized Signatories 

2. Two (2) recent ID photos of each of the Authorized 
Signatories (in case of manual account opening) 

3. Sanggunian Resolution of LGU concerned certified by the 
Secretary to the Sanggunian, incorporating the following: 

 Authority to open an account with LANDBANK 

 Officers authorized to sign and the nature and extent of 
such authority 

 Certification that such resolution remains effective and 
subsisting and has not been amended, revoked or 
superseded. 

 

Notes: 
Per Section 43, COA Circular No. 382-92 
 

A. For Current Accounts (Except for Barangays) 

 The Local Treasurer and Local Administrator, or in the 
absence of the Local Administrator, the Local Chief 
Executive, must be the authorized signatories (the terms 
and conditions of the current account to be signed by the 
Local Chief Executive and Local Treasurer).  
Sanggunian resolution is not required. 

 

B. For separate accounts opened for expenditures of the 
Sanggunian of a Province, City or Municipality 

Authorized signatories are the Local Treasurer and 
the Vice Governor/Vice Mayor. Sanggunian resolution is 
not required 
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Classification Required Document/s 
 Per Section 454 of the Local Government Code 

C. For Current Accounts (Except for Barangays) 

 Sanggunian Resolution on the concurrence to the 
appointment of the local administrator by the local chief 
executive is required. 

 
D. In case of a temporary or permanent vacancy in the Office 

of the Local Chief Executive or Local Treasurer, the 
following shall be required: 

 A new Sanggunian Resolution when the previous 
Sanggunian Resolution specifically indicates the name of 
the former Local Chief Executive or Local Treasurer. 
 

 If the general term “Chief Executive” and “Local 
Treasurer” of LGU was used in the Sanggunian 
Resolution in the opening of account, a certification from 
the DILG and BLGF on the assumption of the successor, 
respectively, shall be sufficient. 
 

 If there is a conflict on the assumption to a position and a 
Sanggunian Resolution cannot be secured, a certification 
from the DILG on the assumption of the successor shall 
be required while, for the new Treasurer, a certification 
from the BLGF. 
 

 Charter and/or law creating the LGU may be required, as 
applicable 

 

Barangay 1. At least one (1) original valid photo-bearing ID of each of the 
Authorized Signatories 

2. Two (2) recent ID photos of each of the Authorized 
Signatories (In case of manual account opening) 

3. Barangay Council Resolution stating its authorized signatories 
4. List of Officers 
5. Officers’ Oath of Office 
6. In case of a temporary or permanent vacancy in the Office of 

the Local Chief Executive or Barangay Treasurer, the 
following shall be required: 

 

 A new Barangay Resolution when the previous Barangay 
Resolution specifically indicates the name of the former 
Barangay Chairperson or Barangay Treasurer. 
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Classification Required Document/s 
  If the general term “Barangay Chairperson” and 

“Barangay Treasurer” was used in the Barangay 
Resolution in the opening of account, a certification from 
the DILG on the assumption of the successor as 
Barangay Chairperson, while for the New Treasurer, a 
Sanggunian Resolution concurring to the appointment of 
the Barangay Treasurer, shall be sufficient. 
 

 If there is a conflict on the assumption to a position and a 
Barangay Resolution cannot be secured, a certification 
from the DILG on the assumption of the successor shall 
be required. 
 

Unincorporated Units of 
the Government (i.e., for 
accounts opened for 
Public Officials for funds 
held in their official 
capacity) 

1. At least one (1) original valid photo-bearing ID of the public 
official and each of the Authorized Signatories 

2. Two (2) recent ID photos of the public official and each of the 
Authorized Signatories (in case of manual account opening) 

3. Letter of intent to open a deposit account with the Bank by the 
public official 

4. Duly Notarized SPA, in case a public official designates 
signatory/ies to the account or appoints representative/s to 
transact with the Bank in his behalf 
 

For corporate/ 
institutional  customers 
opening additional 
accounts 

1. Duly authenticated copy of Certificate of Registration issued 
by: 

a. Security and Exchange Commission (SEC) for 
corporations and partnerships; 

b. Cooperative Development Authority (CDA) for 
cooperatives; 

c. Bangko Sentral ng Pilipinas (BSP); and  
d. Proof of registration with AMLC for money 

changers/foreign exchange dealers and remittance 
agents. 

2. Articles of Incorporation or Association, and By-Laws or any 
equivalent documents 

3. Original copy of the following: 
a. Latest General Information Sheet (which lists the 

names of directors/trustees/partners, principal, 
stockholders owning at least twenty percent (20%) 
of the outstanding capital stock and primary officers 
such as the President and Treasurer) or any 
equivalent documents; 
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Classification Required Document/s 
 b. Notarized Certificate of Corporate Secretary (for 

private institutional customer), Certification by the 
Secretary to the Sanggunian as to the issuance of a 
Resolution, or notarized Letter of Authority from 
Head of Government Agency (for government 
institutional customers), whichever is applicable. 

4. Valid ID/s of the Corporate Secretary (in case of manual 
account opening) 

5. Written authorization for the authorized representative, as 
applicable.  

 

MSBs, OGOs, OGO-SPs, 
Real Estate Brokers and 
Developers opening 
additional accounts 

In addition to the documentary requirements for individual or the 
specific type of corporate customer: 
 

1. Copy of email sent by AMLC to the Real Estate 
Broker/Developer as proof of Registration in the AMLC portal 
 

2. Professional Regulation Commission certificate of 
registration/license for individual or Secretary’s certificate 
and/or board/partnership resolution, designating the 
compliance officer. 

 

 



 
 

 Page G-29 

 

Annex H 

Fees and Charges 

 

 



 
 

Page G-30 
 



 
 

Page G-31 
 



 
 

Page G-32 
 

 

 

 



 
 

Page G-33 
 

 



 
 

Page G-34 
 



 
 

Page G-35 
 

 



 
 

Page G-36 
 

Annex I 

 
Fees and Charges for Application of Salary Loan 

 
PARAMETER TERMS AND CONDITIONS 

Interest Rate  Government/ Private Institution: 
 8.5% per annum based on monthly diminishing balance 

payable in arrears 
 

 DepEd: 
 7% per annum based on monthly diminishing balance 

payable in arrears 
 

Finance Charges 
 

Computed from loan approval up to the day prior to the 1st 
amortization period 
 

Non-Interest 
Charges 
 
a. Credit Life 

Insurance (CLI) 
Premium 

 
 
 

 Based on existing rates of the insurance company at the time 
of loan application 

 

 In case of loan renewal, CLI premium is collected in full while 
the unexpired insurance premium shall be credited to the 
employee-borrower’s ATM Payroll/Regular account upon 
receipt of notice from the insurance company. 

 

b. Documentary 
Stamp Tax 

Based on existing BIR rules and regulations, i.e., ₱1.50 for every 
₱200.00 or a fractional part thereof for loans exceeding 
₱250,000.00 
 

c. Penalty  Two percent (2 %) per month shall be imposed on the past due 
amount (principal). 

 

 Waiver of penalty shall be approved in accordance with the 
CA/SA 

 

d. System Fee 
 

 For NGAs and other Government Entities (except DepEd) 
 Term of 36 months and below  

- 1% of loan, minimum of PHP500.00 to maximum of 
PHP5,000.00  

 Term of beyond 36 months  

- 1% of loan but not to exceed PHP10,000.00 
 

 For Private Entities 
 Minimum of 2% of loan but not to exceed PHP7,500.00 
 

 DepEd:  
 One-time deduction equivalent to ₱4,000.00 
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e. Other Charges as 
applicable 
 

Special Insurance and other applicable charges 
 

f. Loan Takeout – 
Loan Transfer 

Outstanding Balance of existing salary loan in case of loan 
transfer shall include unpaid principal, interest, and other 
applicable fees/ charges 

g. Pre-
termination/Pre-
payment fee 
(except DepEd) 

1% of remaining principal loan balance, minimum of PHP500.00 
to maximum of P10,000.00 
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Annex J 

List of Trust Products 
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Annex K 

 

Documentary Requirements for Trust/Treasury Products  

 

Trust Products 

a. Order Ticket  

b. Client Agreement for Fixed-Income Securities  

c. Data Privacy Consent Form for Investors  

d. Risk Disclosure Statement  

e. Client Suitability Assessment  

f. Acknowledgement to Invest in Specific Instruments  

g. Special Power of Attorney 

h. Investor’s Undertaking 

i. Other KYC Documents required by the Branch 

 

Treasury Products 

a. Client Suitability Assessment 

b. Acknowledgment to Invest in Specific Instruments, as applicable 

c. Risk Disclosure Statement 

d. Client Agreement 

e. Order Ticket 

f. Data Privacy Consent Form 

g. For Government Securities 

 Investor’s Undertaking 

 Special Power of Attorney 

h. For Corporate Securities 

 Primary Market: Application to Purchase/BIR and valid Tax Exemption 

Certificate (for tax-exempt institutions) and other documents required by 

the Issuer 

 Secondary Market: PDTC Investor Registration Form, PDTC Specimen 

Signature Sheet and other documents required by PDTC 
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Annex L 

 
Documentary Requirements for Regular Loans 

 

CLIENT BASIC REQUIREMENTS 
WHERE TO 

SECURE 

Standard 

Requirements 

One (1) Duly accomplished: 
- Application Form – Borrower/Co-Borrower/3rd 
Party Mortgagor 
- Signed Customer Information Sheet 
- Personal Data Sheet 
 
Tax Identification Number (TIN), 
Two (2) Valid IDs – Government Issued 
Two (2) pcs 1x1 pictures 
 

 
Lending Unit 
 
 
 
 
BIR 
Borrower 

Small Farmers 

and Fishers 

(AFFORD) 

One (1) Original copy of the following 
documents from Service Conduits, Bureau of 
Soils and Water Management (BSWM)* 
National Irrigation Administration (NIA)* and 
Agricultural Training Institute (ATI): 
- Designated authorized signatories indicating 
the name, scope and authority and contact 
details; and 
- Three (3) specimen signatures of the 
designated signatories 
* For Palay only 
 

BSWM, NIA, 
ATI 

One (1) certified true copy of list of farmers from 
Agricultural Training Institute (ATI) that have 
completed the Creditworthiness Training, 
including the date of actual conduct of training 

ATI 
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CLIENT BASIC REQUIREMENTS 
WHERE TO 

SECURE 

Small Farmers 
and Fishers 
(AFFORD) 

One (1) certified true copy of endorsement and 
certification that: 
- For Palay – the endorsing Irrigators 
Association(IA) or Small water Irrigation System 
Association (SWISA) is in good standing to be 
issued by NIA or BSWM, respectively, and; 
- For Corn – The endorsing FA is in good 
standing to be issued by Philippine Maize 
Federation, Inc. (PHILMAIZE), LGU/MAO or DA 
RFO 

 
 
IA, SWISA 
 
 
 
PHILMAIZE, 
LGU/MAO, DA 
RFO 
 

  

 Endorsement of farmers by participating 
Service Conduits together with the following (1 
certified true copy of each): 
- Certification from the service conduit that the 
farmer applicant is the actual tiller of the land 
and has no existing loan for palay and corn 
production, as the case may be; and 
- Summary of the farmer availing of the Loan 
containing the following information: name of 
farmer, Address, location of the farm, 
hectarage, amount of loan being applied 
 

Department of 
Agrarian 
Reform (DAR) 

 One (1) photocopy of land title or any proof of 
ownership for other properties/assets 
acceptable to LANDBANK such as certificate of 
registration, certificate of large cattle, etc. 
 

Land 
Registration 
Authority (LRA) 

 One (1) certified true copy of Farm Plan and 
budget 

Borrower 
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CLIENT BASIC REQUIREMENTS 
WHERE TO 

SECURE 

Small Farmers 
and Fishers 
(AFFORD) 

One (1) certified true copy of purchase order or 
marketing contract with: 
- For Palay – NFA or other reliable buyers, if 
applicable 
- For Corn – Reliable buyers as endorsed by 
the Corn Board 

Borrower 

 One (1) certified true copy of Certificate of 
trainings attended on the Program or similar 
extension and training services on the subject, 
conducted by ATI, other DA concerned 
agencies and/or the LGUs 

 

One (1) certified true copy of the duly signed 
Management Agreement between the Service 
Conduit and farmer 
 

DAR 

Consumer Client 
(Mortgage Loan) 

One (1) original copy of Certificate /Contract of 
Employment indicating compensation (if 
employed/ salaried) 
Latest Contract of Employment, if OFW 

Employer of 
Borrower 

One (1) certified true copy of Pay slips (last 3 pay 
periods) 

One (1) certified true copy of latest Income Tax 
Return 

Bureau of 
Internal 
Revenue (BIR) 

One (1) certified true copy of Marriage Contract, 
for married applicants or Certificate of No 
Marriage (CENOMAR) for single applicants. 

Philippine 
Statistics 
Office (PSA) 

One (1) certified true copy of  Philippine 
Overseas Employment Administration (POEA) 
validated Exit Pass/Information Sheet (for 
seaman) 

Philippine 
Overseas 
Employment 
Association 
(POEA) 

For OFW Borrowers, 
- Copy of passport with entry and exit 
- One (1) copy of Apostille Convention on 
Authentication of Documents (DFA authentication 
only) of Special Power of Attorney (SPA), if 
applicable (For those not in the Philippines, SPA 
must be duly authenticated by the consul, if 
applicable) 

 
 
Department of 
Foreign Affairs 
(DFA) 
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CLIENT BASIC REQUIREMENTS 
WHERE TO 

SECURE 

Consumer Client 
(Mortgage Loan) 

If with business, submit one (1) certified true 
copy of: 
- Latest BIR-stamped Audited Financial 
Statements (AFS), except for micro-enterprises 
which may submit other proof of acceptable 
income, if self-employed 
- Notarized Lease Contract, if applicable, if self-
employed 

 
 
BIR Revenue 
District Office 
(RDO)  

 - Business Permit/ Mayor’s Permit BIR Revenue 
District Office 
(RDO) or Local 
Government 
Unit (LGU) – 
Barangay/ 
Municipal/ City 
Hall 

 - Letter of Intent to Borrow, Securities and 
Exchange Commission (SEC) 
Registration/Articles of Incorporation & By-Laws 
(if partnership or corporation) 

Borrower or 
SEC 

 - Partnership/Corporate Board Resolution to 
borrow and authorized signatories 

 - Business Profile/Company Profile 

 For Appraisal, submit one (1) certified true copy 
of: 
- Copy of Transfer Certificate of Title (TCT)/ 
Condominium Certificated of Title (CCT) 
 
- Lot plan with vicinity map certified by a 
Geodetic Engineer 
 
- Tax Declaration of lot and/or improvements 
- Real Estate Tax Receipt and Tax Clearance 
- Master Deeds and Declaration of Restrictions, 
including amendments if any & Diagrammatic 
Plan (for condominium only) 
- Pictures of offered collateral 

 
 
Borrower or 
LGU – 
Municipal/ City 
Hall 
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CLIENT BASIC REQUIREMENTS 
WHERE TO 

SECURE 

 If corporation, submit one (1) certified true copy 
of: 
- General Information Sheet 

Borrower 

 - BIR-stamped Audited Financial Statements for 
the last  three (3) years 

BIR RDO 

 If Sole Proprietor/Partnership, submit one (1) 
certified true copy of: 
- DTI Registration 

Department of 
Trade and 
Industry DTI 

 - Latest BIR-stamped Audited Financial 
Statements,  except for micro-enterprises  
which may submit proof of acceptable income 

BIR RDO 

Consumer Client 
(HOME Loan and 
End Buyers 
Financing Tie-up) 

One (1) photocopy of latest one (1) month pay-
slip indicating net take home pay 

Employer of 
Borrower 

One (1) photocopy of Marriage Contract, for 
married applicants or Certificate of No Marriage 
(CENOMAR) for single applicants. 

PSA 

One (1) original copy of Certificate /Contract of 
Employment indicating compensation (if 
employed) and BIR Form 2316 

Employer of 
Borrower 

 Two (2) certified true copy of any Proof of Billing 
Address (Meralco, Water, Phone, Cable, 
Internet, etc.) 

Borrower 

One (1) certified true copy of Statement of 
Account from Accredited Developers, if the 
property is to be purchased from a developer 

Borrower 

If with business, submit one (1) certified true 
copy of: 
- Business Registration and Licenses 
- BIR stamped Financial Statements and 
Income Tax Return for the last 3 years 

BIR RDO 

- Business Permit/ Mayor’s Permit LGU –
Municipal/ City 
Hall 

- List of Suppliers Borrower 
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CLIENT BASIC REQUIREMENTS 
WHERE TO 

SECURE 

 For Appraisal, submit one (1) certified true copy 
of: 
- Copy of Transfer Certificate of Title (TCT)/ 
Condominium Certificated of Title (CCT) 
- Tax Declaration of Tax Declaration for Land 
and Building (copy of Tax Declaration for 
Building only if the property is a condominium 
unit) 
- Real Estate Tax Receipt and Tax Clearance 
 

LGU- 
Municipal/ City 
Hall 

 - Contract to Sell or Reservation Agreement 
- Lot plan with vicinity map certified by a 
Geodetic Engineer 
- Master Deeds and Declaration of Restrictions, 
including amendments if any & Diagrammatic 
Plan (for condominium only) 
 
- Additional Requirements for House 
Renovation/Repair: 
   - Building Plans 
   - Building Specifications 
   - Building Permit 

Borrower 
 

 Building only if the property is a condominium 
unit) 
- Real Estate Tax Receipt and Tax Clearance 
 
- Contract to Sell or Reservation Agreement 
- Lot plan with vicinity map certified by a 
Geodetic Engineer 
- Master Deeds and Declaration of Restrictions, 
including amendments if any & Diagrammatic 
Plan (for condominium only) 
 
- Additional Requirements for House 
Renovation/Repair: 
   - Building Plans 
   - Building Specifications 
   - Building Permit 
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CLIENT BASIC REQUIREMENTS 
WHERE TO 

SECURE 

 One (1) copy of Apostille Convention on 
Authentication of Documents (DFA 
authentication only) of Special Power of 
Attorney (SPA), if applicable (For those not in 
the Philippines, SPA must be duly authenticated 
by the consul, if applicable) 

DFA 

Financial 
Institutions 

One (1) Letter of Application indicating the type 
of credit facility/loan and amount of loan being 
applied for (and where possible, the application 
form shall be prepared in the CFI’s stationery) 

Borrower 
 

One (1) original copy of Board Resolution duly 
signed by the Board of Directors (BOD) 
authorizing the CFI to borrow funds, negotiate 
and enter into agreement with the Bank and 
designating at least two (2) officers authorized 
to sign all papers 

 One (1) certified true copy of List of incumbent 
Members of the BOD and principal officers 
indicating therein their respective education 
attainment and work experience as of recent 
date 

 One (1) certified true copy of List of existing 
principal shareholders and their stockholdings 
(with 10%) or more total shares 

 One (1) certified true copy of Brief Company 
Profile 

 One (1) certified true copy of Articles of 
Incorporation/Corporation and By-laws including 
amendments thereto, if any 
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CLIENT BASIC REQUIREMENTS 
WHERE TO 

SECURE 

Financial 
Institutions 

One (1) certified true copy of Certificate of 
Registration (with SEC) and Certificate of 
Authority to Operate from the BSP (for new 
applicant only) 

Bangko 
Sentral ng 
Pilipinas (BSP) 
or SEC 

 For projects involving constructions, one (1) 
certified true copy of: Cost Estimates, Plans and 
Specifications, Bill of Materials and Work 
Program/Schedule 

Borrower 

 One (1) certified true copy of year-end latest 
quarterly RBCAR Report as submitted to BSP 
(to determine its compliance to certain RAAC, 
such as capital, RBCAR and Tier-1 Based 
Ratio) 

 One (1) certified true copy of Updated Income 
Tax Return (ITR), duly stamped as received by 
the Bureau of Internal Revenue, together with 
the supporting financial statements, as 
applicable per BSP Circular No. 855, s. of 2014. 

BIR 

Large 
Corporations 

One (1) certified true copy of Three (3) years 
track record 

BIR RDO 

One (1) certified true copy of Profitable 
operations for the past three (3) years 

One (1) certified true copy of No ownership 
dispute for the past three (3) years 

One (1) certified true copy of No labor dispute 
for the past three (3) years 

One (1) certified true copy of Credit facilities of 
multinational companies may be packaged 
provided they are labor intensive and/or export-
oriented, as well as business ventures and 
projects with evident socio-economic impact 
that is highly beneficial to the company 

One (1) certified true copy of Company and 
stockholders/officers of good credit standing 
(i.e., no adverse finding) 

One (1) certified true copy of D:E ratio is within 
the 75:25 benchmark 
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CLIENT BASIC REQUIREMENTS 
WHERE TO 

SECURE 

Large 
Corporations 

One (1) certified true copy of Annual 
Percentage Rate (APR) of 3% 

BIR RDO 

Microfinance One (1) Certified true copy of the Certificate of 
Registration with Cooperative Development 
Authority (CDA), in case of coops; BSP and 
SEC, in case of CFIs; and SEC, in case of 
NGOs 

CDA 

 One (1) Certified true copy of Articles of 
Cooperation (for Coops), and Articles of 
Incorporation (for CFIs and NGOs) 

Borrower 

 One (1) original signed copy of Information 
Sheet of the Board of Directors and Officers 

 One (1) original signed copy of Board 
Resolution authorizing the MFI to borrow, and 
designating at least two (2) officers to negotiate 
loan with LBP and sign loan documents with 
their specimen signature and pictures 

 One (1) certified true copy of Audited FS for the 
last 3 years plus latest Interim FS at the time of 
application 

Cooperatives One (1) certified true copy of Audited Financial 
Statement (FS) for 3 years, or interim financial 
statement for new cooperatives 

Borrower 

One (1) Photocopy of registration with Articles 
of Cooperation and Bylaws; 

One (1) certified true copy of list of Board of 
Directors and Core Management Team 
(COMAT) with bio-data and ID pictures 

 One (1) certified true copy of BODs’ and 
COMATs educational attainment and years in 
the cooperative will be included. 
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CLIENT BASIC REQUIREMENTS 
WHERE TO 

SECURE 

Cooperatives One (1) certified true copy of Board resolution 
authorizing the cooperative to borrow (stating 
the amount and purpose of loan) and 
designating at least two (2) officers to negotiate 
and sign loan documents 

Borrower 

 One (1) certified true copy of Submission of the 
master list of members of the registered coop, 
duly certified by the Coop’s Manager and 
Secretary 

 

 One (1) certified true copy of Audited financial 
statements for the last three (3) years and/or 
interim financial statements (for new 
cooperatives) 

 

 One (1) certified true copy of CDA registration CDA - 
Registration 
Division 

Micro, Small and 
Medium 
Enterprises 

One (1) photocopy of Certificate of Registration 
with DTI, Securities and Exchange Commission 
(SEC) or Board of Investments (BOI) 

DTI/ SEC/ BOI 

One (1) certified true copy of CTC of Articles of 
Incorporation/Partnership and By-Laws 

Borrower 

 

 One (1) original copy of Notarized Board 
Resolution authorizing the management to 
obtain loan from LBP and designating the 
authorized signatories 
- Board of Directors (corporations only) 
- Principal Stockholders and their stockholding 
(corporations only) 

 

 One (1) original copy of Bio-data of borrowers/ 
proprietors, partners, key officers and BOD 

 

 One (1) original copy of Sworn Statement of 
Assets and Liabilities of borrowers/ proprietors, 
partners, key officers, and Board of Directors 

 

 One (1) certified true copy of Photocopy of ITR 
and audited (BIR-received) FS (last 3 years) 

 

 One (1) certified true copy of Latest interim 
financial statements 
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CLIENT BASIC REQUIREMENTS 
WHERE TO 

SECURE 

Micro, Small and 
Medium 
Enterprises 

One (1) certified true copy of Projected income 
statement, balance sheet, and cash flow 
statement with basic assumptions 

Borrower 

 Brief certified true copy of history of business  

Local 
Government Unit 
(LGUs) 

One (1) original copy of Sanggunian Resolution 
- Authorizing the local Chief Executive (LCE) to 
borrow funds, 
negotiate and enter into a loan agreement with 
LBP; 
- Authorizing the LCE to sign, endorse loan 
documents, mortgages, deed of assignments, 
agreements, notes, and other documents 
pertaining to the loan obtained from LBP; and 

Borrower 

 - Approving the projects to be financed and 
these are in accordance with the approved local 
development plan and public investment 
program or approved annual 
procurement/investment program; 

 One (1) certified true copy of Commission on 
Audit (COA) Audited Financial Statements 
preferably for the past 3 years and latest interim 
FS; 

COA 

 One (1) original copy of Approved budget for 
the current year;  

Borrower 

 One (1) original copy of Ordinance approving 
the Local Development Plan/Annual Investment 
Program 

 

 One (1) original copy signed by authorized 
signatory List of elected officials and key 
officers 

 

 One (1) original copy signed by authorized 
signatory Feasibility Study (whenever 
applicable) 

 

 One (1) original copy signed by authorized 
signatory Schedule of LGU’s IRA for the past 2 
years 
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CLIENT BASIC REQUIREMENTS 
WHERE TO 

SECURE 

Local 
Government Unit 
(LGUs) 

For projects involving construction, one (1) 
original copy signed by authorized signatory: 
Cost Estimates, Plans and Specifications, Bill of 
Materials and Work Program/ Schedule duly 
approved by the LCE 

Borrower 

 One (1) original copy signed by authorized 
signatory for acquisition of machinery and 
equipment, quotation from supplier/s 

 

 One (1) original copy signed by authorized 
signatory of Certification on the local school 
board budget for the current year in cases 
where SEF is to be assigned for construction, 
improvement or repair of public schools 

 

Government-
Owned and 
Controlled 
Corporations 

One (1) certified true copy of Office of the 
President approval/clearance to apply for a loan 

Borrower 

One (1) certified true copy of MB Opinion 

One (1) certified true copy of No adverse finding 

One (1) certified true copy of Profitability track 
record of at least 3 years 

One (1) certified true copy of Maximum D:E 
ratio 75:25 

 One (1) certified true copy of APR of 3%  

State Universities 
and Colleges 
(SUCs) 

One (1) certified true copy of Monetary Board 
Opinion 

Borrower 

One (1) certified true copy of Audited FS for the 
last 3 years 

One (1) original copy of Board Resolution to 
borrow 

 One (1) original copy of Approved budget for 
the current year 

 

One (1) original signed by authorized signatory 
of List of Officials 

 

 One (1) certified true copy of SUC’s strategic 
plan 

 

 One (1) certified true copy of Setting-up of 
Project Implementation Structure (for stand-
alone projects) 
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CLIENT BASIC REQUIREMENTS 
WHERE TO 

SECURE 

Water Districts One (1) certified true copy of Conditional 
Certificate of Conformance issued by Local 
Water Utilities Administration (LWUA) 

LWUA Office 

One (1) certified true copy of COA audited 
financial statements for the past three years 

COA 

One (1) original copy of Board Resolution 
authorizing an officer of the water district to 
negotiate, borrow, mortgage, sign, and enter 
into a loan agreement with LBP 

Borrower 

 One (1) certified true copy of Feasibility Study, 
WD Development Plan and Program of Work 
approved by LWUA or reviewed and approved 
by LBP 

LWUA 

 One (1) certified true copy of Monetary Board 
Opinion (MBO) issued by BSP’s Monetary 
Board on the monetary and balance of 
payments implications of proposed domestic 
borrowings by LGUs and Government Entities 
as per provisions of Section 123 of R.A. No. 
7653 

Borrower 

 One (1) certified true copy of Clearance from 
LWUA allowing the water district to secure a 
loan from LANDBANK 

LWUA 

Government 
Agencies 

One (1) certified true copy of Real Estate 
Mortgage (REM) on real properties and 
improvements 

Borrower 

 One (1) certified true copy of Chattel Mortgage 
(CM) on machinery and equipment 

 

 One (1) certified true copy of Hold out on 
deposits 

 

 One (1) certified true copy of Assignment of 
Inventories, receivables, LCs, POs, guarantee 
cover 
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Annex M 

 

Fees and Charges for Loan Application and Property Appraisal 
 

FEES TO BE PAID 

For commercial loan account (except OFW) payment of application and appraisal fees 
will be collected in advance upon filing of loan application: 

 
Application fee for: 

• New Customer: PHP 2,000 
• Renewal: PHP 1,000 

 
Appraisal Fee will depend on the type of property with a minimum appraisal fee of PHP 

4,500 to a maximum of PHP 10,000. 
 

For Mortgage Loan and EASY Home Loan and End Buyers Financing Tie-Up 
 

Appraisal fee of:  
• PHP 5,000 for regular/walk-in clients 

• PHP 3,500.00 for acquisition from developers without MOA 
• PHP 2,500.00 for acquisition from developers with MOA 
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Annex N 
 

Processing Time in the Conduct of Credit Investigation 
 

AGENCY ACTIONS 
PROCESSING 

TIME 

TOTAL 
PROCESSING 

TIME 

Conduct Credit Investigation   

Classification of 
CI 

Sub-Classification (CI Product) 
  

Initial   

Electronic Verification 
 NFIS/iCMAP 
 LIS (61-210 Days) 
Government Agencies 
 SEC 
 DTI 
 CDA 
 PCAB 
 PRC 
 Others 

Step 1 – 3 
Banking Days 
 

3 Banking           
Days 

Regular 
Electronic Verification 
LIS (1-60 days) 

Step 1 – 7 
Banking Days 
 

7 Banking           
Days 

 Phone Verification   

Optional 

 Residence Checking 
 Referred Non-BAP/Financial 

Institutions Checking 
 Employment/Income Verification 

Step 1 – 3 
Banking Days 

3 Banking           
Days 

  Trade Checking 
Step 1 – 7 
Banking Days 

7 Banking           
Days 

 
 Other Entities – e.g., Bank, 

Credit Card, Insurance 
Companies, etc. 

Step 1 – 3 
Banking Days 

3 Banking           
Days 

 E-mail/Postal   

  Trade Checking Step 1 – 20 
Banking Days 

20 Banking           
Days 

 
 Referred Non_BAP/Financial 

Institutions Checking 

 
 Other Entities – e.g., Bank, 

Credit Card, Insurance 
Companies, etc. 

 

 Employment/Income Verification 

 Foreign employer with local 
office of sea-based & land-



 
 

Page G-89 
  

AGENCY ACTIONS 
PROCESSING 

TIME 

TOTAL 
PROCESSING 

TIME 

based employee/client 

 Foreign employer with foreign 
office for sea-based & land- 
based employee/client 

 Other income of clients 
derived for scholarship, 
grants, pensions, dividends, 
etc. 

 

 Fieldwork 

 Trade Checking 

 BIR 

 Mayor’s Permit 

 Court Case 

 Residence/Neighborhood 

 For SEC Verification to 
commence on the confirmed 
appointment date with SEC 

Step 1 – 7 
Banking Days 

7 Banking           
Days 
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Annex O 
 

Processing Time in the Conduct of Property Inspection/Appraisal 
 

AGENCY ACTIONS 
PROCESSING 

TIME 

TOTAL 
PROCESSING 

TIME 

A. Conduct site/ocular inspection – Real Estate   

CLASSIFICATION TYPE OF ASSETS/PROPERTIES   
SIMPLE Residential Property 

(Per site/ location) 
 EHL 

 Up to 5 Lots  

 With/without improvement/s 

 Up to 2 Condominium Units  

  Apartment/s (up to 5 doors 
 

Step 1 & 2–                      
1 Banking Day 
Step 3 –                          
1 Banking Day 
Step 4-6                            
1 Banking Day 
______________ 
Total 3 Banking Days 

3 Banking              
Days 

COMPLEX Residential Property 
(Up to 2 sites/ location) 
 EHL, situated within up-

scaled/high-end 
subdivisions/condominium 
projects such as but not limited to 
Forbes Park, White Plains, Ayala 
Alabang, etc. 
 

 SME/Corporate Loans 

 Up to 5 lot/s, 

 vacant or with improvement/s; 

 Up to 5 Condominium Units per 
Condominium Project. 

 Apartments 

Step 1 & 2–                    
1 Banking Day 
Step 3 –                          
4 Banking Days 
Step 4-6                            
2 Banking Days 
 
Total  7 Banking 
Days 

7 Banking   
Days 

Commercial Property 
(Per site/ location) 
 Up to 5 Lot/s or contiguous lot/s; 

 

 With or without Low Rise 
improvements (e.g., Banks, 
Office, Pension House, Clinic, 
etc.) 

Industrial Property 
(Per site/ location) 
 Up to 5 Lots or contiguous lot/s; 

 

 Vacant or with improvements 
(e.g., Fabrication Shops, Machine 
Shops, and Cottage Industry) 
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AGENCY ACTIONS 
PROCESSING 

TIME 

TOTAL 
PROCESSING 

TIME 

Agricultural Property 
(Per site/ location) 
 Vacant or with standing crops 

except rubber and palm oil 
plantation 

HIGHLY 
TECHNICAL 

Residential Property 
 Residential Subdivision/ 

Condominium Development 
Projects 

Step 1 & 2–                        
1 Banking Day 
Step 3 –                             
15 Banking Days 
Step 4-6                              
4 Banking Days 
 
Total  20 Banking 
Days 

20 Banking 
Days 

Commercial Property 
 More than 5 Lot/s or contiguous 

lot/s, vacant or with Low Rise 
improvements (e.g., Banks, 
Office, Pension House, Clinic, 
etc.); 

 Lot or contiguous lots with 
Commercial improvements more 
than 5-storeys high (e.g., Office, 
Hotel, Hospital, Condominium, 
etc.), and Convention Centers. 

Industrial Property 
 Lot or contiguous lots with Heavy 

and Complex Industries 
improvements per property 
site/location (e.g., Industrial 
Plants, Power Plants, Mills, Food 
Processing Plants, Amusement 
Parks, etc.). 

Agricultural Property 
 With improvements such as 

poultry, piggery, and livestock; 
 Rubber, Banana, and oil palm 

plantation; 
 Fish pond and prawn farm. 

Special Purpose 
 Land Fills, Reclamations, 

Memorial Parks, Columbarium, 
Golf Courses, Shares of Stocks, 
Transport Hubs, Ports, Leasehold 
Rights, Socio-Economic Zones, 
Renewable Energy Projects, 
Water Distribution and Sewerage 
and Dams. 
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AGENCY ACTIONS 
PROCESSING 

TIME 

TOTAL 
PROCESSING 

TIME 

B. Conduct site/ocular inspection – Chattel   

COMPLEX Movable Chattels 
 Up to 10 units per property site/ 

location 

Step 1 & 2–                         
1 Banking Day 
Step 3 –                         
4 Banking Days 
Step 4-6                           
2 Banking Days 
 
Total 7 Banking 
Days 
 

7 Banking       
Days 

LBP Fixed Assets 
 Per Branch request 

HIGHLY 
TECHNICAL 

Movable Chattels 
 More than 10 units per property 

site/location 

 
Step 1 & 2–                        
1 Banking Day 
Step 3 –                             
15 Banking Days 
Step 4-6                              
4 Banking Days 
 
Total  20 Banking 
Days 

20 Banking 
Days 

 

Marine Vessels/Aircraft 

Immovable Chattels 
 Production system or group of 

machinery/equipment for single 
product. 

Merchandise Inventories 

LBP Fixed Assets 
 Head Office request 
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Annex P 
 

Documentary Requirements for Negotiation of Letters of Credit and/or Other 
Trade-related Transactions 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Local Government Unit (LGU) 
1. Original or duplicate copy of 

Resolution (w/ official seal) stating 
therein the authorized signatory/ies in 
the opening of Letter/s of Credit with 
the Land Bank of the Phils. (LBP) 
signed by the majority of Council 
Members and approved by the Head 
Local Government Unit (1 original or 
photocopy copy) 

 
 
 
 
 
 
 
     Client-initiated document 
 
 
 
 
     

2. For Commercial L/C: Signed Firm 
Offer/Pro-forma Invoice and; 
For Foreign and Domestic Standby 
L/C; Bid/contract copy for Standby 
L/C/Performance Guarantee  
(1 photocopy) 

3. Application and Agreement for 
Commercial Letter of Credit   
(3 original copies) 

 
     
 
 
    LBP-International Trade Department 
 
 
 

4. Duly accomplished Application to 
Purchase Foreign Exchange (FX) 
form (1 original copy) 

5. P.D. 1466 for Govt. Importation 
(Foreign L/C) (1 original copy) 

6. Signature Card (1 original copy) LBP-Treasury Operations Department-Central 
Communications Unit 

7. Single Administrative Documents 
(SAD) for foreign LC only 
(1 photocopy) 

Bureau of Customs  
(Note: Thru E2M  Bureau of Customs System) 

8. Proof of exemption from Payment of 
Custom Duties (Foreign L/C), if 
applicable (1 photocopy) 

Department of Finance-One Stop Shop 
 
 

9. Clearance for Government 
importation (Foreign L/C) (1 original 
copy) 

Department of Trade and Industry - Fair Trade 
Enforcement Bureau – Import Regulation Division 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Government Agency 
1. Certification of the Head of 

Agency/Undersecretary as to the 
authorized signatory/ies in the 
opening of L/C with Landbank. 
(1 original copy or Certified True 
copy) 

 
 
 
 
 
 
    Client-initiated document 
 
 
 
 
 

2. Appointment paper of the authorized 
signatory duly signed by the 
President of the Republic of the 
Phils. (1 original copy or Certified 
True copy) 

3. For Commercial L/C: Signed Firm 
Offer / Pro-forma Invoice and; 
For Foreign and Domestic Standby 
L/C; Bid/contract copy for Standby 
LC/Performance Guarantee  
(1 photocopy) 

4. Application and Agreement for 
Commercial Letter of Credit  
(3 original copies) 

  
 
 
  LANDBANK-International Trade Department 
 

5. Duly accomplished Application to 
Purchase Foreign Exchange (FX) 
form (1 original copy) 

6. P.D. 1466 for Govt. Importation 
(Foreign L/C) (1 original copy) 

7. Signature Card (1 original copy) LANDBANK-Treasury Operations Department-
Central Communications Unit (TOD-CCU) 

8. Single Administrative Documents 
(SAD) for foreign L/C only  
(1 photocopy) 

Bureau of Customs  
(Note: Thru E2M  Bureau of Customs System) 

9. Proof of exemption from Payment of 
Custom Duties (Foreign L/C), if 
applicable (1 photocopy) 

Department of Finance-One Stop Shop 
 
 

10. Clearance for Government 
importation (Foreign L/C)  
(1 original copy) 

Department of Trade and Industry - Fair Trade 

Enforcement Bureau – Import Regulation Division 
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Annex Q 
 

Fees and Charges for Negotiation of Letters of Credit and/or Other Trade-related 
Transactions 

 
1. Processing of Direct Import Remittance (DIR) 

a. Commission - 1/8 of 1% of principal amount; minimum of PHP 1,000  
b. Swift Cost – PHP 500 or USD 30 
c. Documentary Stamps – PHP 0.60 for every PHP 200 
d. FX Bank’s fees USD15 for USD wire 

● GBP 13 for GBP wire 
● SGD 25 for SGD wire 
● AUD 22 for AUD wire 
● JPY 5,500 for JPY wire 
● EUR 45 for EUR wire 

 
2. Processing of Domestic Bills (DB) 

a. Documentary Stamps – P0.60 for every PHP 200 based on the Bank Draft 

amount 

b. If proceed is via RTGS: 

● RTGS Fee – PHP 150 

● Ad Valorem – bank draft Amount x 0.00001, minimum of PHP 10  
    maximum of PHP 400 

● Swift Cost- PHP 300 
c. If USD domestic L/C via GSRT/ PDDTS  

● SWIFT Cost – USD 10 

● GSRT/ PDDTS Fee – USD 3 
● Handling Commission -¼ of 1% minimum USD 25 

 
3. Processing of Open Account (O/A) 

a. Commission - ¼ of 1% of collection amount; minimum of PHP 1,000.00 

b. Swift Cost – PHP 500.00 or USD 30.00 

c. Documentary Stamps – PHP 0.60 for every PHP 200.00 

d. FX Bank’s fees 

● USD 15 for USD wire 
● GBP 13 for GBP wire 
● SGD 25 for SGD wire 
● AUD 22 for AUD wire 
● JPY 5,500 for JPY wire 

● EUR 45 for EUR wire 
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Annex R 
 

Documentary Requirements for Appraisal Services 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. Real estate 
 
a) Land 

1) Titled 
a) Certificate of Title (all pages) 
b) Lot plan with vicinity map or 

Approved Survey Plan 
c) Current Tax Declaration 

Client-provided  

2) Untitled  

- Current Tax Declaration  

- Approved Survey Plan 

- Realty Tax Receipt  

- Deed of Sale/ Donation/ 
Exchange, if applicable  

- Extra Judicial Settlement 
Agreement, if applicable 

- Settlement od Estate, if 
applicable  

- Court Judgement, if 
applicable 

Client-provided  

b) Building/ Improvement  
 (Existing or Proposed) 

 
For Existing Improvement 

- As-built plan, if still available  

- Latest Tax Declaration 
(Optional) 

For Proposed Improvement  

- Clear copy of complete set of 
building plans duly approved 
by the concerned LGU offices 

- Bill of materials, cost 
estimates and specification 
consultancy contracts, if 
applicable 

Client-provided 

c) Immovable Machinaries/Equipment 
(Existing or Proposed) 
 

Client-provided 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For existing Machinery/Equipment 

- Client certified list of existing 
equipment indicating 
complete technical 
description, serial number and 
other identifying marks, date, 
source and cost of acquisition, 
power rating, capacities and 
encumbrance 

- Plant Layout (optional) 
 
For Proposed to be Acquired Items  

 

- List of machinery/equipment 
with corresponding pro-forma 
invoices / price quotation 
Note: Exclusive dealership / 
distributorship should be supported by a 
duly notarized Certification  
 

- Detailed Specifications 

- Detailed Plant Layout/Plans 

- Brochures (optional) 

- Engineering and Procurement 
Contact (Optional) 
 

 
 
 
 
Client/Borrower 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Client/Borrower 

B. Special Type of Property Rights  
 

a) Leased Land 

- Certificate of Title  

- Approved Survey Plan of Lot 
Plan with vicinity map 

- Current Tax Declaration 

- Duly notarized Lease Contract 

Client-provided 

b) Condominium (all types) 

- CCT 

- Tax Declaration 

- Master Deed with Declaration 
of Restriction (MDDR) 

- Diagrammatic Floor Plan of 
the Unit (optional) 
 

- SEC Registration of the 
Condominium Corporation 
(optional) 

Client-provided  
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

c) Lots for Proposed Subdivision 
Development  

- Certificates of Title 

- Lot plan with vicinity map or 
Approved Survey Plan 

- Tax Declaration 

- Detailed Development Plans 

- Bill of Materials/Cost 
Estimates  

- Scope of Works 

- Development Permit 

- HLURB Certificate of 
Registration 

- License to Sell 

Client-provided  

 
d) Memorial Lot 

- Deed of Sale 

- Location Plan 

- Certificate of Ownership or 
Registration 

Client-provided 

 
e) Lots with informal settlers 

- Certificate of Title  

- Tax Declaration 

- Lot plan with vicinity map or 
Approved Survey Plan 

- Relocation Survey reflecting 
the lots are occupied by the 
informal settlers  

- Inventory of Informal Settlers 
 

Client-provided 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

C. Chattels  
 

1. Movable Machineries / Equipment 
(Existing or Proposed to be 
Acquired) 

           
 For Existing Machinery/Equipment 

- Client certified list of existing 
equipment, indicating 
complete technical 
description, serial numbers 
and other identifying marks, 
date, source and cost 
acquisition, power rating, 
capacities and encumbrance 
 

- Registration papers with 
concerned government, such 
as: 

 
For Motors Vehicles 

- Certificate of Registration 
(CR); and  

- Officials Receipt (optional) 
 
For Marine Vessels 

- Certificate of Registration 

- Certificate of Vessel Registry 

- Coastwise License 

- Other Marina issued statutory 
certificates (optional) 

 
 

Client-provided  
 
 

For Aircrafts 

- Certificate of Registration 

- Certificate of Airworthiness  

- Flight Data Statistics(optional) 

- Deed of Sale 
 

Client-provided 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For proposed to be Acquired Items  

- List of machinery/equipment 
with corresponding pro forma 
invoices / price quotation 

 
Note: Exclusive dealership/distributorship 
should be supported by a duly notarized 
Certification  
 

- Detailed Specifications 

- Brochures (optional) 

- Detailed Plans / Shop 
Drawings (optional) 
 

2. Livestock  

- Livestock Certificate of 
Ownership (duly notarized) 
 

3) Standing Crops 
a) Annual Crops 

 

- Insurance Certificate/Policy 
 

b) Perennial Crops 
 

- Inventory List 

- Insurance Certificate/Policy 

- Crop planting/Layout Plan 
 

D. Inventories  
 

- Notarized Inventory List with 
descriptions and acquisition 
cost data 

- Audited Financial Statements 
for the last three (3) years 
(optional) 
 

E. Sugar Quedan Certificates  
 

- Warehouse Receipts  

- SRA Certification / validation 
for Sugar Quedans 

Client-provided 
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Annex S 
 

Documentary Requirements for Credit/Background Investigation Services 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. The following shall be the prevailing standard 

practices in preparing a request for CI: 
 

The CI request should have complete 
borrower’s data: 

a) For Corporations/ Cooperatives/ Local 
Government Units/ Small & Medium 
Business Enterprises 

- Complete Corporate/ Cooperative/ 
Local Government Unit/ SME 
Business Name  

- Complete Business Address 

- Taxpayer’s Identification No. (TIN) 
b) For Mortgage Banking  

- Complete Borrower’s name 
(Surname, Given Name, Middle 
Name) 

- Nickname/ A.K.A 

- Domicile Address 

- Complete Residence Address 

- Business Name/ Employer 

- Complete Business/ Employer 
Address 

- Date of birth 

- Civil Status 

- Gender 

- Tax Payer’s Identification No. (TIN) 

- Identification Card Type/ No. (i.e. 
Company ID/ No., Passport, SSS, 
GSIS, Driving License, etc.) 

- Spouse name (if applicable) 

- E-mail Address 

- Contact No. (Mobile and/ or 
Landline) 

- Company Designation/ Position 

- Other concrete reference for 
identification 

c) For Credit Card Applicants/ Non-Borrowing 
Accounts 

- Complete Borrower’s name 
(Surname, Given Name, Middle 
Name) 

Client-provided  
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

- Complete Residence and/ or 
Business Address 

- Date of birth 

- Civil Status 

Client-provided  

 

- Gender 

- Taxpayer’s Identification No. (TIN) 

- Identification Card Type/ No. (i.e. 
Company ID/ No., Passport, SSS, 
GSIS, Driving License, etc.) 

- Spouse name (if applicable) 

- E-mail Address 

- Mother’s Maiden Name 

- Contact No. (Mobile and Landline) 
 

2. The following documents shall be attached to 
the CI Request: 

a) For Corporations/ Cooperatives/ Small & 
Medium Business Enterprises 

- Government Regulatory Agencies 
registration/ license certificate and 
other related documents 
 

b) For Mortgage Banking  

- Duly Accomplished Loan 
Application 

- Latest Certificate of Employment 
and Compensation and/ or 
Contract of Employment 

- Payslips/ Vouchers 

- Income Tax Return 

- Proof of Billing from Utilities (for 
residence checking) i.e. electric, 
water, cable, T.V., telephone, etc. 
 

c) For Credit Card Applicants 

- Duly Accomplished CI Request 
Form 
 

d) Non- Borrowing Accounts 

- Duly Accomplished CI Request 
Form 

- Government Regulatory Agencies 
registration/ license certificate 
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Annex T 

 
Documentary Requirements for Issuance of Letters of Credit 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
For Private Entities: 
1. Board Resolution/ Secretary’s Certificate 

authorizing the opening of LC together 
with the Authorized Signatory/ies (1 
photocopy) 

Client-initiated document 
 
 

2. Updated DTI/SEC registration (1 
photocopy) 

3. For Commercial LC: Signed Firm Offer / 
Pro-forma Invoice and; 
For Foreign and Domestic Standby LC; 
Bid/contract copy for Standby 
LC/Performance Guarantee (1 
photocopy) 

4. Application and Agreement for 
Commercial Letter of Credit (1 original 
copy, 2 photocopies/scanned/carbon 
copies) 

 
    
LBP-International Trade Department 
 
  5. Duly accomplished Application to 

Purchase Foreign Exchange (FX) form (1 
copy) 

6. Signature Card (1 original copy) LBP-Treasury Operations Department-Central 
Communications Unit 

7. Single Administrative Documents (SAD) 
for foreign LC only (1 photocopy/scanned 
copy) 

Bureau of Customs 

(Note: Thru E2M  Bureau of Customs System) 

8. Proof of exemption from Payment of 
Custom Duties (Foreign LC), if 
applicable (1 photocopy/scanned copy) 

 
Department of Finance-One Stop Shop 
 

For Local Government Unit (LGU) 
1. Original or duplicate copy of Resolution 

(w/ official seal) stating therein the 
authorized signatory/ies in the opening of 
Letter/s of Credit with the Land Bank of 
the Phils. (LBP) signed by the majority of 
Council Members and approved by the 
Head Local Government Unit. 

 
 
 
 
 
Client-initiated document 
 
 
 
 
     

2. For Commercial LC: Signed Firm Offer / 
Pro-forma Invoice and; 
For Foreign and Domestic Standby LC; 
Bid/contract copy for Standby 
LC/Performance Guarantee  
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
3. Application and Agreement for 

Commercial Letter of Credit  (1 
photocopy, 2 photocopy/scanned/ carbon 
copies) 

 
LBP-International Trade Department 
 
 
 

4. Duly accomplished Application to 
Purchase Foreign Exchange (FX) form 
(1 original copy) 

 

5. P.D. 1466 for Govt. Importation (Foreign 
LC) (1 original copy) 

6. Signature Card  
(1 original copy) 

LBP-Treasury Operations Department-Central 
Communications Unit 

7. Single Administrative Documents (SAD) 
for foreign LC only(1 photocopy/scanned 
copy) 

Bureau of Customs  

(Note: Thru E2M  Bureau of Customs System) 

8. Proof of exemption from Payment of 
Custom Duties (Foreign LC), if 
applicable (1 photocopy/scanned copy) 

 
Department of Finance-One Stop Shop 
 

9. Clearance for Government importation 
(Foreign LC) (1 original copy) 

Department of Trade and Industry - Fair Trade 
Enforcement Bureau – Import Regulation Division 

For Government Agency 
1. Certification of the Head of 

Agency/Undersecretary as to the 
authorized signatory/ies in the opening 
of Letter/s of Credit with LANDBANK 

 
 
 
 
 

 
Client-initiated document 
 
 
 
 
 

2. Appointment paper of the authorized 
signatory duly signed by the President 
of the Republic of the Phils. 

3. For Commercial LC: Signed Firm Offer / 
Pro-forma Invoice and; 
For Foreign and Domestic Standby LC; 
Bid/contract copy for Standby 
LC/Performance Guarantee  

4. Application and Agreement for 
Commercial Letter of Credit (1 original,  2 

photocopies/scanned/carbon copies) 

  
 
LBP-International Trade Department 
 5. Duly accomplished Application to 

Purchase Foreign Exchange (FX) form (1 
original copy) 

6. P.D. 1466 for Govt. Importation (Foreign 
LC) (1 original copy) 

7. Signature Card (1 original copy) LBP-Treasury Operations Department-Central 
Communications Unit(TOD-CCU) 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
8. Single Administrative Documents (SAD) 

for foreign LC only (1 photocopy/scanned 
copy) 

Bureau of Customs  

(Note: Thru E2M  Bureau of Customs System) 

9. Proof of exemption from Payment of 
Custom Duties (Foreign LC), if applicable 
(1 photocopy/scanned copy) 

 
Department of Finance-One Stop Shop 
 

10. Clearance for Government 
importation (Foreign LC) (1 
original copy) 

Department of Trade and Industry - Fair Trade 

Enforcement Bureau – Import Regulation Division 
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Annex U 

Fees and Charges for Issuance of Letters of Credit 

 
1. Applicable L/C opening charges 
 
2. Opening charges: 
 

a. Commission - ¼ of 1% of the LC amount for the 1st two (2) months and 1/8 of 
1% per month there-after; mini-mum of PHP 1,000 

 

b. Doc. Stamps – PHP 0.60 for every PHP 200 
 

c. SWIFT Cost (Foreign) – PHP 1,000 or USD 30 
 

d. Commitment Fee (Domestic) - 1/8 of 1% flat 
 

e. Transmittal Fee (Foreign) - PHP 350 per L/C 
 

f. Reproduction Cost - PHP   50 
 

g. Usance Commission - 1/8 of 1% per month of the usance period 
 

3. For Cash LC - LC Amount plus 5% buffer
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Annex V 
 

Fees and Charges for Amendment of Letters of Credit 

 
 

a. Commission - 1/8 of 1% per month (if extension of expiry or increase in 
amount), minimum of PHP 500. If other than extension of expiry or 
increase in amount, PHP 300 

 
b. SWIFT Cost (Foreign) - PHP 700 or US$ 30 per swift message 
 

c. Documentary Stamps – PHP 0.60 for every PHP 200 (for the increased 
amount)
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Annex W 
 

Fees and Charges for Processing of Import Bills (IB) 
 

a. Transit Interest Rate - As approved by Loan Approving Group/Lending Unit 
concerned 

 
b. Documentary Stamps – PHP 0.60/PHP 200 
 
c. Postage – PHP 150 
 
d. SWIFT Cable Cost – PHP 500 
 
e. Handling Commission - ¼ of 1% of the draft amount. Minimum of PHP 1,000 

(If import bill is paid in US Dollar)
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Annex X 

 
Account Opening Fee / Trade Transfer Fee 

 
For LTNCD 

 
PHP 100 

account opening fee 

+ 

PHP 100 trade transfer fee  

 

For Corporate Bond 

 

PHP 100 

account opening fee 

+ 

PHP 100 trade transfer fee  
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Annex Y 

 
Fee Schedule – Brokering / Placement 

 
 

Broker's fee:  
 

Face value x 0.001 x Term / 360 or PHP200, whichever is higher 
(for securities with tenor of 360 days or less) 

 
Face value x 0.001 or PHP 200, whichever is higher 

(for securities with tenor of more than 1 year) 
 
 

Philippine Dealing Exchange Mapping fee:  
 

Face value x 0.000025 x Term / 365 
(for securities with tenor of 365 days or less) 

 
Face value x 0.000025 

(for securities with tenor of more than 1 year) 
 
 

Uplift Fee:  
 

Face value x 0.00001 or PHP 100, whichever is lower 
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Annex Z 

 
Fee Schedule – Brokering / Placement 

 
 

Broker's fee:  
 

Face value x 0.001 x Term / 360 or PHP 200, whichever is higher 
(for securities with tenor of 360 days or less) 

 
Face value x 0.001 or PHP 200, whichever is higher 

(for securities with tenor of more than 1 year) 
 
 

Philippine Dealing Exchange Mapping fee:  
 

Face value x 0.000025 x Term/365 
(for securities with tenor of 365 days or less) 

 
Face value x 0.000025 

(for securities with tenor of more than 1 year) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Page G-112 
 

Annex AA 
 

Documentary Requirements 

For Escrow - BIR Capital Gains Tax 

          Checklist of Requirements Where to Secure 

Customer Information Sheet for Individual Customer (1 
original copy) 

LBP - Trust Banking 
Group 

Specimen Signature Card (1 original copy) LBP - Trust Banking 
Group 

Risk Disclosure Statement (RDS) (1 original copy) LBP - Trust Banking 
Group 

Escrow Agreement (to be notarized by client) (6 original 
copies)   

LBP - Trust Banking 
Group 

Letter of Instruction/Related Party Transaction (RPT) Form 
(1 original copy) 

LBP - Trust Banking 
Group 

One Time Transaction (ONETT) (Computation from BIR)  
(1 original copy) 

Client to provide 

Deed of Sale (1 original copy) Client to provide 

Special Power of Atty. (if applicable) (1 original copy) Client to provide 

2 Government Issued IDs (1 clear photocopy, client to 
present original) 

Client to provide 

                    

For BIR Revenue District Officer (RDO)   

Customer Information Sheet (1 original copy) LBP - Trust Banking 
Group 

Specimen Signature Card (2 original copies) LBP - Trust Banking 
Group 

Valid Government issued ID (1 photocopy) RDO Officer 

Appointment Papers (1 photocopy) RDO Officer 
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Annex AB 
 

Documentary Requirements  

For Department of Migrant Workers (DMW) Escrow Account 

Private Institutional Customers 

          Checklist of Requirements Where to Secure 

Customer Information Sheet for Institutional Customer (1 
original copy) 

LBP - Trust Banking 
Group 

Specimen Signature Card (1 original copy)  LBP - Trust Banking 
Group 

Risk Disclosure Statement (RDS) (1 original copy) LBP - Trust Banking 
Group 

Escrow Agreement (7 original copies) (to be notarized by 
client) 

LBP - Trust Banking 
Group 

Communication Indemnity Agreement (2 original copies) LBP - Trust Banking 
Group 

Letter of Instruction/Related Party Transaction Form (2 original 
copies) 

LBP - Trust Banking 
Group 

Articles of Incorporation* (or any equivalent document)  
(1 Certified-True-Copy) 

Client to provide 

Certificate of Registration with the SEC (or any equivalent 
document) (1 Certified-True-Copy) 

Client to provide 

By-Laws (or any equivalent document) (1 Certified-True-Copy) Client to provide 

SEC Latest General Information Sheet* (1 Certified-True-Copy) Client to provide 

List of Stockholders* (1 Certified-True-Copy) Client to provide 

Duly Notarized Board Resolution containing the following:  
(1 original copy) 

Client to provide 

 Authority to open an escrow account with LBP-Trust 
Banking Group 

 Designated officers authorized to transact/sign with 
regards to the account 

Valid government issued ID of each designated officer (1 
photocopy) 

Client to provide 

Letter/Clearance from POEA that the company will transfer to 
another Escrow Agent (for transfer only) (1 photocopy) 

Client to provide 
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   Annex AC  
 

Documentary Requirements 
For Department of Human Settlements and Urban  

Development (DHSUD) Escrow Account 
Private Institutional Customers 

          Checklist of Requirements Where to Secure 

Customer Information Sheet for Institutional Customer (1 
original copy) 

LBP - Trust Banking 
Group 

Specimen Signature Card (1 original copy) LBP - Trust Banking 
Group 

Risk Disclosure Statement (RDS) (1 original copy) LBP - Trust Banking 
Group 

Escrow Agreement (7 original copies) (to be notarized by 
client) 

LBP - Trust Banking 
Group 

Communication Indemnity Agreement (2 original copies) LBP - Trust Banking 
Group 

Letter of Instruction/Related Party Transaction Form (2 original 
copies) 

LBP - Trust Banking 
Group 

Articles of Incorporation (or any equivalent document) 
(1 Certified-True-Copy) 

Client to provide 

Certificate of Registration with the appropriate gov't. agency (if 
applicable) (1 Certified-True-Copy) 

Client to provide 

By-Laws (or any equivalent document) (if applicable) 
(1 Certified-True-Copy) 

Client to provide 

SEC Latest General Information Sheet (1 Certified-True-Copy) Client to provide 

List of Stockholders (if applicable) (1 Certified-True-Copy) Client to provide 

Duly Notarized Board Resolution containing the following:  
(1 original copy) 

Client to provide 

 Authority to open an escrow account with LBP-Trust 
Banking Group 

 Designated officers authorized to transact with regards 
to the account 

Valid government issued ID of each designated officer (1 
photocopy) 

Client to provide 

Letter/Clearance from DHSUD that the company is allowed to 
operate (1 photocopy) 

Client to provide 

 

 
 
 
         



 
 

Page G-115 
 

For DHSUD Authorized Signatory   

Customer Information Sheet for Institutional Customer (1 
original copy) 

LBP - Trust Banking 
Group 

Specimen Signature Card (2 original copies)  LBP - Trust Banking 
Group 

Valid government issued ID (1 photocopy) DHSUD Authorized 
Signatory 

Appointment Papers (1 photocopy) DHSUD Authorized 
Signatory 
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Annex AD 
 
BASIC TRUST FEES 
 

TBG shall be entitled to minimum 
fees as follows 

FEE 

1. Upfront Fee / Acceptance Fee 
- Payable upon acceptance of 
the proposal/engagement, for the 
conduct of due diligence, 
including legal and compliance 
review of the structure and 
processes involved, drafting of 
agreements, forms and other 
account opening documents; 

*Minimum of PHP 10,000.00 or USD 200 p.a.  
*Amount may be adjusted depending on the 
complexity of services rendered 

2. Account Opening Fee 
- Payable upon opening of the 
account, for the finalization / 
execution of account opening 
documents,  
- Creation of account, setting up 
and defining details in the LBP-
Trust Banking Group system 

*Minimum of PHP 10,000.00 or USD 200 p.a.  
*Amount may be adjusted depending on the 
complexity of services rendered 

3. Annual / Maintenance Fee  Please refer to Proposed Trust Fee Structure 
below 

4. Transactional / Processing Fee Activity-based fees depending on the final 
terms of the agreement; 
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TRUST FEES BY PRODUCT 
 

PRODUCT FEE 

Escrow   

1. BIR (Capital Gains) Minimum flat fee of PHP 25,000 for the first 18 
months, plus 0.50% p.a. based on AUM for 
subsequent months  
 

2. Department of Migrant Workers 
(DMW) 

Peso- Minimum of 1.0% p.a. based on AUM or 
subject to a minimum flat fee of PHP 25,000 
p.a. 
 

USD – Minimum of 1.0% p.a. based on AUM or 
subject to a minimum flat fee of USD 250 p.a. 
 

*Escrow Fee for the entire period of the license 
will be collected upfront 
 

3. Department of Human 
Settlements and Urban 
Development (DHSUD) 
 

Minimum of 0.10% p.a. based on AUM or flat 
fee subject to minimum of PHP 25,000 p.a. 
 

Trust  

Legislated and Quasi-Judicial Trust Minimum of 0.10% p.a. based on AUM 
 

Certification Fee 
Minimum of PHP 200.00 per certification 
 

Out of Pocket Expenses 

Other reasonable costs and expenses incurred 
relative to the performance and observance of 
functions as Trustee, including but not limited to 
notarial fees, postage costs, travel expenses, 
photocopying, printing, couriers, compliance 
activities and other related activities, to be billed 
monthly. 
 

 

 

 

 

 

 

 



 
 

Page G-118 
 

Annex AE 
 

CREDIT SURETY FUND (CSF) ACCOUNT 

          Checklist of Requirements Where to Secure 

Customer Information Sheet for each member entity/ 
institution/ cooperative authorizing their membership to the 
CSF & their designated representatives to the CSF (1 
original copy) 

LBP - Trust Banking 
Group 

Specimen Signature Card (1 original copy)  LBP - Trust Banking 
Group 

Risk Disclosure Statement (RDS) (1 original copy) LBP - Trust Banking 
Group 

Executed Trust Agreement (8 original copies) LBP - Trust Banking 
Group 

Communication Indemnity Agreement (2 original copies) LBP - Trust Banking 
Group 

Letter of Instruction/Related Party Transaction Form (2 
original copies) 

LBP - Trust Banking 
Group 

Secretary's Certificate/ Oversight Committee Resolution or 
any equivalent document (1 original copy) 

Client to provide 

 Authorizing to open a Trust Account with 
LBP-Trust Banking Group 

  

 Indicating the Authorized Signatories to the 
account 

       

Secretary's Certificate/ Board Resolution from each member 
entity/ institution/ cooperative authorizing their membership 
to the CSF& their designated representatives to the CSF                
(1 original copy) 

Client to provide 

MOA between establishing the Surety Fund (1 Certified-
True-Copy) 

Client to provide 

Valid government issued ID of each authorized signatory (1 
photocopy)  

Client to provide 
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Annex AF 

Documentary Requirements for PF Real Estate Loan 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

REL Application Form (2 pages) and 
Certification (1 page) properly filled out 
and duly notarized. (1 original copy) 

Workplace/ LBP Notes 

Duly accomplished Mortgage Redemption 
Insurance (MRI)I application form (2 
original copies; if with spouse) 

PFD- Loans Desk/ Workplace 

Original/ Transfer/ Condominium 
Certificate of Title duly issued by the 
Registry of Deeds concerned at least six 
(6) months preceding the date of 
application. (1 electronic copy) 

Registry of Deeds - Registration Information 
Officer (RIO) 

Tax Declaration of the Property (1 
photocopy/ 1 scanned copy) 

City/Municipal Assessor’s Office – Assessment 
Records Management Division 

Official Receipt (OR) of Real Property Tax 
(RPT) or Tax Clearance Certificate and for 
the current year (1 photocopy/ 1 scanned 
copy) 

Treasurer’s Office - Cashier 

Lot Plan and Vicinity Map (Not required for 
additional loan if applying for the same 
property) (1 original copy) 

Geodetic Engineer or Department of Environment 
and Natural Resources/Land Management 
Services – Record Section/seller (if available)  

Relocation Plan (Not required for 
additional loan if applying for the same 
property) (1 original copy) 
 
The borrower may submit an Appraisal Report 
prepared by Property Valuation and Credit 
Information Department (PVCID) in lieu of this 
requirement  

Geodetic Engineer 
 

Property Identification Map (Not required 
for additional loan if applying for the same 
property) (1 original copy) 
The borrower may submit an Appraisal 
Report prepared by PV-CID in lieu of this 
requirement 

City/Municipal Assessor’s Office – Tax Mapping 
Division 

Duly accomplished and notarized Affidavit 
(1 original copy) 

Workplace  
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Pictures of the subject property (and 
improvement/s thereon taken from interior 
and exterior angles) (1 original copy/ 1 
scanned copy) 

PF Member – Employee 

Affidavit of Undertaking (only for properties 
situated within Bataan, Zambales, 
Pampanga, Tarlac and Albay) (1 original 
copy) 

Workplace  

Certification on the effect(s) on the subject 
lot of lahar/ mudflow/ siltation, etc. 
(only for properties situated within Bataan, 
Zambales, Pampanga, Tarlac and Albay) 
(1 photocopy) 

DOST-PHIVOLCS - Receiving Officer (or 
Scientist of the Day) 

One valid identification card bearing the 
picture signature of borrower and his/her 
spouse (if married) (1 photocopy) 

PF Member – Employee 

Duly accomplished MRI application form 
for borrower and spouse (1 original copy) 

PFD – Loans Desk/ Workplace 

Additional Requirements (as applicable):  

1. Purchase of a residential lot or house 
and lot: 
1.1. Conditional Contract to Sell (CTS) 

(1 original copy) 

 
 
Owner/Seller/s and borrower/s 
 

2. Purchase of residential house and lot 
from a subdivision owner/ developer 
(package deal arrangement): 
2.1. Building Plans, Specifications, and 

Bill of Materials & Cost Estimates 
(1 photocopy) 

2.2. Conditional CTS (1 original copy) 
2.3. Building Permit (1 photocopy) 

 
 
 
Civil Engineer/ Architect 
 
 
Owner/Seller/s and borrower/s 
Office of the Building Official of the LGU 
concerned 

3. Construction of a residential house on 
lot owned: 
3.1. Building Plans, Specifications, and 

Bill of Materials and Cost 
Estimates (1 photocopy) 

3.2. Building Permit (1 photocopy) 

 
 
Civil Engineer/ Architect 
 
 
Office of the Building Official of the LGU 
concerned 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

4. Purchase of a real estate property with 
payment of the seller’s outstanding 
balance with the original mortgagee: 
4.1. House & Lot: 

4.1.1. Conditional CTS (1 original 
copy) 

4.1.2. Latest and duly signed 
Statement of Account (SOA) 
from the mortgagee (1 
original copy) 

4.1.3. Deed of Undertaking (1 
original copy) 

4.2. Condominium Unit: 
4.2.1. Conditional CTS (1 original 

copy) 
4.2.2. Latest and duly signed SOA 

from the mortgagee (1 
original copy) 

4.2.3. Deed of Undertaking (1 
original copy) 

4.2.4. Clear copy of Master Deed 
of Restrictions (1 photocopy) 

4.2.5. Certification from the 
Condominium Corporation 
stating that the entire 
building is covered by fire 
insurance (1 photocopy) 

 
 
 
 
Owner/Seller/s and borrower/s 
 
Original mortgagee 
 
 
 
Workplace 
 
 
Owner/Seller/s and borrower/s 
 
Original mortgagee 
 
 
Workplace  

 
Condominium Corporation/Developer 

 
Condominium Corporation/Developer 
 

5. Purchase of a residential lot on which 
applicant’s house was constructed: 
5.1. Conditional CTS (1 original copy) 

 
 
Owner/Seller/s and borrower/s 

6. Purchase of a residential lot and 
construction of house: 
6.1. Building Plans, Specifications, and 

Bill of Materials and Cost 
Estimates (1 photocopy) 

6.2. Conditional CTS (1 original copy) 
6.3. Building Permit (1 photocopy) 

 
 
Civil Engineer/ Architect 
 
 
Owner/Seller/s and borrower/s 
Office of the Building Official of the LGU 
concerned 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

7. Transfer of Real Estate Mortgage 
(REM) from original mortgagee: 
7.1. House & lot: 

7.1.1. Latest and duly signed 
Statement of Account (SOA) 
from the mortgagee (1 
original copy) 

7.1.2. Deed of Undertaking (1 
original copy) 

7.2. Condominium unit: 
7.2.1. Latest and duly signed SOA 

from the mortgagee (1 
original copy) 

7.2.2. Deed of Undertaking (1 
original copy) 

7.2.3. Master Deed of Restrictions 
(1 photocopy) 

7.2.4. Certification from the 
Condominium Corporation 
stating that the entire 
building is covered by fire 
insurance (1 photocopy) 

 
 
 
Original mortgagee 
 
 
 
Workplace 
 
 
Original mortgagee 
 
 
Workplace 

 
Condominium Corporation/Developer 

 
Condominium Corporation/Developer 

8. Acquisition of a condominium unit: 
8.1. Conditional CTS (1 original copy) 
8.2. Master Deed of Restrictions (1 

photocopy) 
8.3. Certification from the Condominium 

Corporation stating that the entire 
building is covered by fire 
insurance (1 photocopy) 

 
Owner/Seller/s and borrower/s 
Condominium Corporation/Developer 
 
Condominium Corporation/Developer 

9. Renovation or repair of house: 
9.1. Bill of Materials and Scope of 

Works (1 photocopy) 
9.2. Building Permit – if applicable  (can 

be pre-release requirement) (1 
photocopy) 

 
Geodetic Engineer 
 
Civil Engineer/ Architect 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

10. Extension of house 
10.1. Building Plans, Specifications, 

and Bill of Materials & Cost 
Estimates (1 photocopy) 

10.2. Building Permit (can be pre-
release requirement) (1 
photocopy) 

 
Civil Engineer/ Architect 
 
 
Office of the Building Official of the LGU 
concerned 

11. Purchase of an agricultural lot (SFP 
loan) 
11.1. Conditional CTS (1 original copy) 
11.2. Certification from the DAR that 

the agricultural land is not subject 
to CARP (1 photocopy) 

 
 
Owner/Seller/s and borrower/s 
DAR - Reform Program Officer 
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Annex AG 
 

Pre-Employment Requirements 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Pre-Employment Requirements  

 Application for Employment Form 
(1 original copy; Scanned copy as advance 
copy may be sent to the designated email of 
processor) 

Recruitment Division, Personnel 
Administration Department (PAD), 
Land Bank of the Philippines 

 Transcript of Records 
(1 original copy; Scanned copy as advance 
copy may be sent to the designated email of 
processor) 

School where the applicant finished 
tertiary or post-graduate education 

 Copy of Rating for the Certificate of 
Eligibility 
(1 original authenticated copy) 

Civil Service Commission or 
Professional Regulation 
Commission 

 Medical/Physical Tests 

 Complete physical examination 

 Chest X-Ray 

 Complete Blood Count 

 Urinalysis 

 Drug Test 

 Psychological/Neuropsychological Test 
(1 original copy of each test result) 

Department of Health – Accredited 
medical facilities 

 CSC Form No. 211 (1 original copy) Government physician 

 PWD Identification Card 
(1 photocopy only) 

Department of Social Welfare and 
Development 

 Clearances issued not more than six (6) 
months from the time of submission 

 National Bureau of Investigation (NBI) 

 Regional Trial Court (RTC) 

 Municipal Trial Court (MTC) 

 Police Clearance 

 Certificate of Employment 
(COE)/Clearance 

(1 original & photocopy) 

NBI, RTC, MTC and Police 
Clearances – Respective offices 
under the coverage of permanent 
residence 
 
COE/Clearance – Previous 
Employer/s 

 Birth Certificate (1 original copy) Philippine Statistics Authority 

 Government Issued Identification 
Cards/Numbers 

 Tax Identification Number (TIN) 

 Philhealth 

TIN – Bureau of Internal Revenue 
 
Philhealth Number – Philippine 
Health Insurance Corporation 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 Pag-ibig/HDMF 

 Government Service Insurance System 
(GSIS) 

 
 
(1 photocopy only) 

Pag-ibig/HDMF Number - 
Pagtutulungan sa Kinabukasan: 
Ikaw, Bangko, Industriya at 
Gobyerno/ 
Home Development Mutual Fund 
 
GSIS Number - Government Service 
Insurance System 

 BIR Form No. 2316 for the current year (1 
original and photocopy) 

Former Employer 

 Certificate of Attendance to 
Trainings/Seminars Attended  
(1 photocopy) 

Facilitating/Concerned Agency 

 Notarized Affidavit of No Delinquent 
Financial Obiligation (1 original copy) 

Form provided by Recruitment 
Division to be accomplished by 
Applicant 

 Notarized Authorization Form for Querying 
the Bangko Sentral Watchlist  Files (1 
original copy; Scanned copy as advance 
copy may be sent to the designated email of 
processor) 

Form provided by Recruitment 
Division to be accomplished by 
Applicant 

 Consent for Credit Information Report 
(1 original copy; Scanned copy as advance 
copy may be sent to the designated email of 
processor) 

Form provided by Recruitment 
Division to be accomplished by 
Applicant 

 Consent Form for Conduct of Background 
Investigation 
(1 original copy; Scanned copy as advance 
copy may be sent to the designated email of 
processor) 

Form provided by Recruitment 
Division to be accomplished by 
Applicant 

 Passport-sized picture in corporate attire 
with blue background  
(1 original copy; Scanned copy as advance 
copy may be sent to the designated email of 
processor) 

Photo studio 
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Annex AH  
 

A. SUMMARY OF CHECKLIST OF REQUIREMENTS FOR SEPARATING EMPLOYEES  

(Head Office Based Employees) 

 

REQUIREMENTS  

For Release of PF/HF Refundable Equity (c/o PFD) 

1 Bankwide Employee Clearance (BEC) pages 1-3 To be routed to various Bank Units; Must be complete 
prior to PAD’s endorsement to PFD 

For Release of Terminal Pay and Other Benefits Due 

2 Application for Ombudsman Clearance - OMB 
Form 1  

Pls. provide the processing fee of P150.00 if request is 
thru PAD 

Attachment: Service Record (c/o PAD) 

3 GSIS Member Request Form  To be accomplished in 2 copies 

4 GSIS Application for Retirement-Separation-Life-

Insurance-Benefits pages 1-4 

Pls. accomplish and sign 

Attachments: (c/o PAD) 

- Service Record  
- Certificate of Leave Without Pay  

5 GSIS Declaration of Pendency-Non Pendency of 

Case  

To be notarized; Pls. wait for the advice of GSIS on 

when to notarize the form and return it to GSIS within 
five (5) calendar days after notary 

 
Applicable for employees who are 60 years old with at 

least three (3) years in service and for employees with 
15 years in service 

6 Pag-IBIG Application for Provident Benefits Claim Please submit duly filled-up form to the nearest Pag-

IBIG Fund Office in your area (OPTIONAL) 
 

Attachments: (to be issued by PAD) 

- Service Record (SR) 
- Certificate of Employment (COE) 

- Certificate of Leave Without Pay (CLWOP) 
- GSIS Retirement Voucher for retirees less than 60 

years old 

7 CS Form No. 7 Clearance Form Pls. accomplish and sign (Parts I and II only) 

8 Revised Leave Form 2021 (For Terminal Pay) Pls. accomplish and sign by employee only; To be 

approved by PAD for terminal pay 

9 LBP Alumni Personal Data Sheet  Accomplished Form with 1x1 ID picture 
Pls. surrender LBP ID issued  

10 a. IPCR-O Template (For Officers) 

b. IPCR-S Template (For Staff) 

Duly accomplished and signed; Please coordinate with 

PAD-PMODU  

11 SALN Form  SALN as of day before the effectivity date of 

separation; to be submitted in three (3) original 

copies;  
To be notarized after effectivity date of separation 
from the Bank 

12 Undertaking -Confidentiality of Bank Information  Duly accomplished and notarized; Please notarize 

after the effectivity of your separation from the Bank. 

13 Quit Claim Pls. accomplish and sign 
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REQUIREMENTS  

14 Letter of Instruction (if with PFD loans-

accountabilities) 

Provident Fund/Housing Fund Loan documents for 

those with PFD accountability/ies 

15 Letter Request to Deduct Accountabilities with the 

Bank with instruction of payment 

To deduct any outstanding accountability with the 

Bank from the proceeds of separation 
benefits/terminal pay/other benefits 

 

Provide LANDBANK account number 

16 Letter Request for Cash Dept. - Closure of Cash 

Card & ATM Payroll Account for HO employees 

Letter request to close Cash Card and ATM payroll 

(ATM and Cash Cards to be surrendered) 

17 User Request/Certificate of Access Rights Form 
(UR/CARF) 

Pls. accomplish and sign; Ensure deletion of access to 
Bank systems  

18 Employee Exit Interview Form Pls. accomplish and sign 

19 Cancellation of Fidelity Bond (if bonded) If bonded/applicable 

 
 
B. SUMMARY OF CHECKLIST OF REQUIREMENTS FOR SEPARATING EMPLOYEES 

 (Field Unit - Based Employees) 

 

REQUIREMENTS  

For Release of PF/HF Refundable Equity (c/o PFD) 

1 
 

 

 
 

 
 

 

Bankwide Employee Clearance (BEC) page 1 only 
 

Pages 2-3 (c/o PAD) 

 
 

-Page 1 c/o employee concerned with complete 
signatures of property officer, 

Unit/Department/Branch Head, Group Head and up 

to Sector Head for officers 
 

- Pages 2-3 to be routed by PAD to various Bank 
Units;  

 
Note: BEC must be complete prior to PAD’s 

endorsement to PFD 

For Release of Terminal Pay and Other Benefits Due 

2 Application for Ombudsman Clearance - OMB 
Form 1  

Pls. provide the processing fee of P150.00 if request 
is thru PAD 

Attachment: Service Record (c/o PAD) 

3 GSIS Member Request Form  To be accomplished in 2 copies 

4 GSIS Application for Retirement-Separation-Life-

Insurance-Benefits pages 1-4 

Pls. accomplish and sign 

Attachments: (c/o PAD) 
- Service Record  

- Certificate of Leave Without Pay  

5 GSIS Declaration of Pendency-Non Pendency of 
Case  

To be notarized; Pls. wait for the advice of GSIS on 
when to notarize the form and return it to GSIS 

within five (5) calendar days after notary 

 
Applicable for employees who are 60 years old with 

at least three (3) years in service and for employees 
with 15 years in service 

6 Pag-IBIG Application for Provident Benefits Claim Please submit duly filled-up form to the nearest Pag-
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REQUIREMENTS  

IBIG Fund Office in your area (OPTIONAL) 

 
Attachment: (to be issued by PAD) 

- Service Record (SR) 
- Certificate of Employment (COE) 

- Certificate of Leave Without Pay (CLWOP) 
- GSIS Retirement Voucher for retirees less than 60 

years old 

7 CS Form No. 7 Clearance Form Pls. accomplish and sign (Parts I and II only) 

8 Revised Leave Form 2021 (For Terminal Pay) Pls. accomplish and sign by employee only; To be 
approved by PAD for terminal pay 

9 LBP Alumni Personal Data Sheet  Accomplished Form with 1x1 ID picture 

Pls. surrender LBP ID issued  

10 a. IPCR-O Template (For Officers) 

b. IPCR-S Template (For Staff) 

Duly accomplished and signed; Please coordinate 

with PAD-PMODU  

11 SALN Form  SALN as of day before the effectivity date of 
separation; to be submitted in three (3) original 

copies;  
To be notarized after effectivity date of separation 
from the Bank 

12 Undertaking -Confidentiality of Bank Information  Duly accomplished and notarized; Please notarize 
after the effectivity of your separation from the Bank. 

13 Quit Claim Pls. accomplish and sign 

14 Letter of Instruction (if with PFD loans-
accountabilities) 

Provident Fund/Housing Fund Loan documents for 
those with PFD accountability/ies 

15 Letter Request to Deduct Accountabilities with 

the Bank with instruction of payment 

To deduct any outstanding accountability with the 

Bank from the proceeds of separation 
benefits/terminal pay/other benefits; 

Provide LANDBANK account number 

16a 
 

 
16b 

Letter Request for Cash Dept. - Closure of Cash 
Card & ATM Payroll Account for FU Officers 

 
Request for Closure of Cash Card for FU Rank & 

File 

Cash Card and ATM payroll to be surrendered 

 
Request for Closure of Cash Card for Rank & File-FU 

17 GSIS Request to Deduct Accountabilities  

18 Employee Exit Interview Form Pls. accomplish and sign 

19 User Request/Certificate of Access Rights Form 

(UR/CARF) 

Pls. accomplish and sign; Ensure deletion of access to 

Bank systems  

20 a. Certification for Cancellation/Expiration of 

Fidelity Bond or Not Bonded;  

b. Cancelled Memorandum Receipts (MRs)  

To be requested by the separating employee from 
last unit/branch 
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Annex AI 
 

Documentary Requirements for Processing of Terminal Pay 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Triplicate copy of duly accomplished 
and approved DOs in accordance with 
applicable CASA provision 

2. Statement of Benefits and 
Accountabilities (1 original) 

3. GSIS Clearance (certified true copy) 
4. Ombudsman Clearance (certified true 

copy) 
5. Memo of Disengagement / Memo of 

Approved Resignation (certified true 
copy) 

6. Letter of Resignation/Retirement 
(certified true copy) 

7. Approved Bankwide Clearance (pages 
1 to 4) (certified true copy) 

8. Certification of Last Salary and 
Allowances Received (certified true 
copy) 

9. Service Record (certified true copy) 
10. Approved Application for Terminal 

Leave (certified true copy) 
11. Certification of Unused Leave Credits 

(original) 
12. Certification of Leave Without Pay, if 

any (certified true copy) 
13. Notarized Statement of Assets, 

Liabilities and Net Worth (latest) 
(original) 

14. Last Appointment (certified true copy) 
15. Notice of Salary Adjustment (certified 

true copy) 
16. Authorization to Deduct Outstanding 

Accountability with Instruction for 
Payment of Separation Benefits 
(certified true copy) 

17. Employee Leave Card (certified true 
copy) 

 

PAD 
 
 
PAD 
 
GSIS (c/o PAD) 
Ombudsman (c/o PAD) 
 
PAD 
 
 
Separated Employee (c/o PAD) 
 
Bank Units (c/o PAD) 
 
PAD 
 
 
PAD 
Separated Employee (c/o PAD) 
 
PAD 
 
PAD 
 
Separated Employee (c/o PAD) 
 
 
PAD 
PAD 
 
PAD 
 
 
 
PAD 

 


