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ANNEX “A” 
 
 

DOCUMENTARY REQUIREMENTS 
 
 
INSURANCE COMPANY 

1. Duly Accomplished Application Form  
2. Original Copy of Certificate of Authority sought to be renewed  

3. Updated General Information Sheet  

4. Updated List of Officers/Board of Directors  

5. Documentary Stamp Tax  

MUTUAL BENEFIT ASSOCIATION (MBA) 
1. Duly Accomplished Application Form  
2. Original Copy of Certificate of Registration sought to be renewed  

3. Latest General Information Sheet  

4. Updated List of Officers/Board of Directors  

5. Renewed Fidelity Bond  

6. Compliance with Guaranty Fund Deposit Requirement  

7. Documentary Stamp Tax  

HEALTH MAINTENANCE ORGANIZATION 
1. Application Letter  

2. Original Copy of Certificate of Authority sought to be renewed or Clearance to Operate 

issued by DOH  

3. Latest General Information Sheet  

4. List of current member of the board of directors/officers/stockholders  

5. Any amendment/change in the documents submitted during its initial application   

6. Documentary Stamp Tax  

PRE-NEED 
1. Duly Accomplished Application Form  
2. Original Copy of Certificate of Authority sought to be renewed  

3. Updated General Information Sheet (GIS)  

4. List of Officers/Board of Directors  

5. Documentary Stamp Tax  

INSURANCE/REINSURANCE/HMO BROKER 
1. Duly Accomplished Application Form  
2. Original Copy of license sought to be renewed  

3. Income Tax Return (ITR) of the Broker & Soliciting Official/s  

4. Latest General Information Sheet  

5. Updated list of stockholders, members of the Board of Directors and Officers  

6. Copy of the Surety Bond  

7. Copy of Errors and Omissions policies  

8. Certification on commissions earned during the preceding fiscal year   

9. Affidavit signed by a senior officer, no violation of Section 11 of Circular Letter (CL) No. 

2018-52 or Section 10 of CL No. 2023-02  

10. Documentary Stamp Tax  

ADJUSTER 
1. Duly Accomplished Application Form  



Note: Each documentary requirement must be scanned separately by document type and saved in the 
following file name format: “1_Duly Accomplished Application Form”. 

2. Original Copy of Certificate of Authority sought to be renewed 

3. Latest General Information Sheet  

4. Proof of filing of Quarterly Report  

5. Renewed surety bond for each line  

6. Receipt covering payment of taxes of fees  

7. ITR of the company or corporation  

8. Audited Financial Statement of the company  
9. Verified photocopy of ITRs & PTRs of all adjusters  

10. Documentary Stamp Tax  

11. Value Added Tax Returns   

12. List of current stockholders and its corresponding shares  

ACTUARY (LIFE/NON-LIFE/PRE-NEED/HMO) 
1. Duly Accomplished Application Form  
2. Original Copy of Certificate of Registration sought to be renewed  

3. Verified photocopy of PTR  

4. Verified photocopy of Income Tax Return (ITR)  

5. Documentary Stamp Tax  

RESIDENT AGENT 
1. Duly Accomplished Application Form  
2. Original Certificate of Registration  

3. Audited Financial Statements of the principal for the three (3) immediately preceding 

years  

4. Copy of renewed certificate of authority, license or registration certificate of the 

principal duly certified by the insurance supervisory authority or its equivalent where 

said principal is authorized to do insurance business  

5. Copy of the current Errors and Omissions policy, if principal is a broker   

6. lncome Tax Return or verified copy thereof (individual or corporation) of the applicant 

7. Documentary Stamp Tax  

NON-LIFE COMPANY UNDERWRITER (NLCU) 
1. Duly Accomplished Application Form  
2. Original Copy of Certificate of Authority sought to be renewed  

3. Latest Income Tax Return (ITR) or certified true copy thereof  

4. Documentary Stamp Tax  

AUTHORITY TO ACT AS SURETY IN GOVERNMENT TRANSACTIONS 

1. Letter of Intent  

2. Copy of the applicant's Certificate of Authority  

3. Copy of Administrative Order/Authority issued by IC  (w/ copy of Certificate of Filing of 

Amended Articles of Incorporation if there is an amendment in corporate name) 

4. Sworn Statement that the applicant has complied with the minimum capital 

requirement under the lnsurance Code, as amended, and with the liquidity 

requirements under the pertinent circulars issued by the lC  

5. Notarized Contract of Undertaking executed by the applicant in favor of the Republic 

of the Philippines to the effect that it is able to keep and perform its contracts  

6. Certificate of the Corporate Secretary submitting the names of the authorized 

signatories of the applicant  

7. Certificate of the Corporate Secretary listing the latest composition of the Board of 

Directors of the applicant.  

8. Documentary Stamp Tax  


