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Scope

This document covers the policies and procedures in compliance of credit
application.

Ownership

The Business Development Manager and/or Sales Manager are responsible to
ensure that this documentation is strictly complied and is cascaded to all
concerned personnel and that it reflects actual practice.

Policies

1. The Customer shall submit the filled-up Credit Application Form with following
documents for the credit line application:
General Requirements:
» Mayor's Permit / Certificate of Registration and Tax Exemption / Certificate of
Registration
BIR Registration (2303)
 Company profile (if available)
GIS (If any)
Latest Audited Financial Statements for the last two (2) years duly received
by BIR or Statement of Accounts for newly opened companies (if any).
Other Requirements, if needed:
* Latest BOI Registration
* Latest PEZA Registration
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* Other Latest Freeport Zone Authority Registration
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Procedures

Business Development
Manager (BDM) /
Sales Manager or
Customer Service

Representative (CSR)

1. Sends Credit Application
form to customer

v

Customer/BDM/SM

2. Fills up form and sends
back to CSR with the
required documents

A 4

Business Development
Manager (BDM) / Sales
Manager or Customer
Service Representative
(CSR)

Submits the Credit Application
form with the required
documents to the AVP-
Finance/Finance Manager or
In-Charge

Provides and suggest credit
line amount.

A 4

5.

Finance Manager /
AVP-Finance

Approved?

6. Forwardst

Operating

Finance Manager /
AVP-Finance

o the Vice

President (VP) and Chief

Officer (COO)

A

y

Applicatio

to CSR

VP/COO

7. Signs the Credit

n form

8. Endorses the documents

A

y

letter of con

sign by AVP

CSR

9. Prepares the approved

firmation to the

Customer and then have it

-Finance.

Finance Manager /
AVP-Finance

13. Coordinates with BDM

\ 4

Business Development
Manager (BDM) /
Sales Manager (SM)

14. Coordinates with
customer and asks for
additional documents if
necessary

Approved?

A

y

Evaluates the Credit
Application form based
from reauired documents

VP/COO

10. Signs the approved
confirmation letter

BDM/SM/CSR

Sends the contract to the
customer for conforme
Forwards conforme to Finance
Manager / AVP-Finance once
received from customer

End
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