Republic of the Philippines
Department of Finance
INSURANCE COMMISSION

1071 United Nations Avenue, Manila
BAGONG PILIPINAS
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Advisory No.: s vl

Regulatory and
Classification: Supervisory Advisory
Date: 03 Decemker 2025

INSURANCE COMMISSION ADVISORY

TO : ALL CONCERNED REGULATED ENTITIES

SUBJECT : Submission of Application for Renewal of Licenses
Expiring on 31 December 2025

In the interest of ensuring timely processing of license renewals and continuous
authority to operate, this Commission hereby issues the following Advisory for all
regulated entities with licenses valid until 31 December 2025 except for:

a. insurance agents’ and general agents’ licenses;

b. accreditation under the Passenger Personal Accident Insurance
Program for Public Utility Vehicle;

c. accreditation of Insurers under Omnibus Rules and Regulations
Implementing the Migrant Workers and Overseas Filipinos Act of 1995,
as amended by Republic Act No. 10022; and

d. accreditation of Auditing Firms and External Auditors.

DEADLINE FOR SUBMISSION

To avoid delay in processing and to ensure continuous validity of licenses, taking
into consideration the turn-around time for processing of renewal applications
required under Republic Act No. 10607 or the “Amended Insurance Code”, all
applicants are advised to submit their complete renewal documents on or before
12 December 2025.
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LATE SUBMISSION

Any application submitted after 31 December 2025 shall be considered late and
must be accompanied by:

i) a duly notarized affidavit executed by the President of the company
or the individual applicant, as applicable, stating the reasons for the
delay; and

i) payment of penalty of Five Hundred Pesos (P500.00) per calendar
day of delay.

DOCUMENTARY REQUIREMENTS

All documentary requirements must be properly labeled and arranged in the order
specified in Annex “A” of this Advisory. Scanned copies of the documentary
requirements shall likewise be submitted via email at licensing@insurance.gov.ph
upon submission of the physical copies to the Licensing Division. Each
documentary requirement must be scanned separately by document type and
saved in the following file name format: tem Number_Type of Document. Example:
“1_Duly Accomplished Application Form”.

INCOMPLETE OR DELAYED SUBMISSION

Submissions after 12 December 2025 and incomplete submission may result in
extended processing periods and interruption in the validity of authorization to
conduct business.

NOTIFICATION OF NON-RENEWAL

Regulated entities that do not intend to renew their licenses are required to notify
this Commission through a formal letter. The letter must clearly state the reason/s
for non-renewal and must be submitted prior to the expiration of the existing
license.

All regulated entities are hereby enjoined to comply strictly with the above
guidelines to ensure the orderly and timely processing of license renewals.
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Insurance Commissioner
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ANNEX “A”

DOCUMENTARY REQUIREMENTS

INSURANCE COMPANY

1.
2.
3.
4.
5.

Duly Accomplished Application Form

Original Copy of Certificate of Authority sought to be renewed
Updated General Information Sheet

Updated List of Officers/Board of Directors

Documentary Stamp Tax

MUTUAL BENEFIT ASSOCIATION (MBA)
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Duly Accomplished Application Form

Original Copy of Certificate of Registration sought to be renewed
Latest General Information Sheet

Updated List of Officers/Board of Directors

Renewed Fidelity Bond

Compliance with Guaranty Fund Deposit Requirement
Documentary Stamp Tax

LTH MAINTENANCE ORGANIZATION

Application Letter

Original Copy of Certificate of Authority sought to be renewed or Clearance to Operate
issued by DOH

Latest General Information Sheet

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

Any amendment/change in the documents submitted during its initial application
Documentary Stamp Tax

-NEED

Duly Accomplished Application Form

Original Copy of Certificate of Authority sought to be renewed
Updated General Information Sheet (GIS)

List of Officers/Board of Directors

Documentary Stamp Tax

INSURANCE/REINSURANCE/HMO BROKER

1.
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Duly Accomplished Application Form

Original Copy of license sought to be renewed

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

Latest General Information Sheet

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

Copy of the Surety Bond

Copy of Errors and Omissions policies

Certification on commissions earned during the preceding fiscal year

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”.
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10.
11.
12.

Original Copy of Certificate of Authority sought to be renewed
Latest General Information Sheet

Proof of filing of Quarterly Report

Renewed surety bond for each line

Receipt covering payment of taxes of fees

ITR of the company or corporation

Audited Financial Statement of the company

Verified photocopy of ITRs & PTRs of all adjusters
Documentary Stamp Tax

Value Added Tax Returns

List of current stockholders and its corresponding shares

ACTUARY (LIFE/NON-LIFE/PRE-NEED/HMO)

1.
2.
3.
4.
5.

Duly Accomplished Application Form

Original Copy of Certificate of Registration sought to be renewed
Verified photocopy of PTR

Verified photocopy of Income Tax Return (ITR)

Documentary Stamp Tax

RESIDENT AGENT

1.
2.
3.

4.

5.
6.
7.

Duly Accomplished Application Form

Original Certificate of Registration

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

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

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

Income Tax Return or verified copy thereof (individual or corporation) of the applicant
Documentary Stamp Tax

NON-LIFE COMPANY UNDERWRITER (NLCU)

1.
2.
3.
4.

Duly Accomplished Application Form

Original Copy of Certificate of Authority sought to be renewed
Latest Income Tax Return (ITR) or certified true copy thereof
Documentary Stamp Tax

AUTHORITY TO ACT AS SURETY IN GOVERNMENT TRANSACTIONS

1.

3.

Letter of Intent

Copy of the applicant's Certificate of Authority

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)
Sworn Statement that the applicant has complied with the minimum capital
requirement under the Insurance Code, as amended, and with the liquidity
requirements under the pertinent circulars issued by the IC

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
Certificate of the Corporate Secretary submitting the names of the authorized
signatories of the applicant

Certificate of the Corporate Secretary listing the latest composition of the Board of
Directors of the applicant.

Documentary Stamp Tax

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



