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Assistant Schools Division Sup€rintendent
ChiefEducation Supervisors, CID and SCOD
Public Elementary and Se.condary School Heads
All Others Concemed
This Division

. GAZO, PhD, Cf,SO V
Schools Di

DATE May 18,

SUBJECT: DISSf,MINATION OF TREASURY CIRCULAR NO. 02-2019 d8ted April 25,
2019 re: R.EVISED OMNIBUS REGULATIONS GOyf,RNING THE
I'IDELITY BONDING OF ACCOUNTABLE PUBLIC OFFICI]RS

l. Attached herewith are the Treosury Circulor No. 022019 and the Natiotrrl Government
Collectiotr ard Modilied DisbuB€ment Systcn (NGCDS) Fidelity Bond Management System
(User Manual Guide).

2. Relative to this, all aacountable oflicers shall file for online fidelity bond apphcation
tfuough httos://ngcds.treasurv.eov.ph/fidelitu, wirh usemame

deDedac{ounti nsmalaybalay@yahoo. com. ph.

3. User password shall be given to the accountable officers u;nn request. Request and other
queries shall be addressed to Janice M. Baubsta or Cherry Faye T. Peligrino of the Accountirg
Unit.

4. This memorandum shall take efect immediately

Superintendenfil
I

TO BE POSTED IN THE DIVISION \}'EBSITE
Cop) Fmi$d. tuords Serron

Accounling U t

Address: Sayre HFway, Purok 5, C.sisan& M.l.ybal.yCity
Telefar No.: ma-314{094; Telephone No.: 088-813-1245

EmailAddressi m.lavbaliv.clw@dep€d.sov.ph
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TREASURY CIRCULAR NO. 02 - 2OI9
April 25 2019

TO

ALL HEADS OF DEPARTMENTS. BUREAUS AND OFFICES OF NATIONAL
GOVERNMENT AGENCIES ANO LOCAL GOVERNMENT UNITS GOVERNMENT-
OWNED OR CONTROLLED CORPORATIONS, STATE UNIVERSITIES ANO
COLLEGES STATE AUDITORS AND ALL OTHERS CONCERNED

SUBJECT:

REVISED OMNIBUS REGULATIONS GOVERNING THE FIDELITY BONDING OF
ACCOUNTABLE PUBLTC OFFTCERS (SECTTONS 313 - 335 CHAPTER 15,
REVTSED ADMTNTSTRATTVE COOE OF 1917)

r.0BAsrs

Thrs Treasury Circ{lar is issued pursuant to Sections 313-335, Chapter 15. otherwise
known as Public Bonding Law. under the Revrsed Administrative Code of 1917
Executive Order No. 449 s. '1997 (Realigning the Organrzalion of the Bureau ol lhe
Treasury) rn relatron to Govemment Auditrng Code sf the Phrlippines (P.D 1445)
Chapter lX Book V of the Administrative Cod6 of 1987 (E O 292), and th€ Local
Governmeni Code of 1991 (RA 7160), SK Reform Act of 2015 (R.A. 10742). Antr-Red
Tape Law (R.A. 9485); Ease of Dorng Business Acl of 2018 (RA 11032)

2.OPURPOSE

1. This Treasury Circular revises Treasury Circular No 02-2009 pertaining to
regulations promulgated for the effective bonding of accountable public officers
pursuant to the provrslons of the Publrc Bonding Law and to addr€ss other issues
on fi dehty bonding applicatron/cancellatron,

2 To streamlrne documentary requirements and re-engineer fidelity bonding
procedures in comphance to AnlFRed Tape Law (R A 9485) and in relatlon the
Civil Servic€ Commission (CSC) Memorandum Circular No. 14. s 2016i and,

3 To delegate th€ approval of application/canc€llation of Fidelity Bond and

Confirmation Letter to the BTr DistricvProvincial Offices to comply wrth the Ease
of Dorng Busrness Act of 2018 (RA 11032).

3.OOEFINITION OF TERMS

The followrng t€rms, whenever used in this Clrcular, shall have the following meaning
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e) Auahodzed Government D9p,osiaory Bank (AGDB) - shalt refer to banking
instrtution where National Government Agenctes (NGAs), Local Governmsnl
Units (LGUs) Govemment-Owned or Controlled Corporations (GOCCs), and
Stale Universities and Colleges (SUCS) are allowed by law to deposrt
Governmenl Funds and maintain depository accounts, or by way of exception.
a bank allowed by the Departmont of Frnance (DOF) and the Monetary Board
to hold govemment deposils subiecl to prsscflbed rules and regulattons as
outlined in Department of Financ€ Circular No 01-2017 dated 1 1 May 2017. or
its amendments or supplements

b) Aulhorily lo Accql Payt,.n,ena (ATAP) - shall refer to the torm (Form 1: Annex
A) rssued by the Bureau of the Treasury to the fidelity bond applrc€nt for
prosentation to th€ AGDB authorizing lh€ receipl of paymenl of bond premium.

c) Burcau ol the treasury (BTt) - shallrcfer to the agency under the Department
ol Frnanc€, authorized under E.O,t49 s 1997 in relation to the Pubhc Bondrng
Law PD No '1445 and E. O 292, s '1987 to issue fidelity bond to all accountable
public oflic€rs.

d) Chiel T,Eesu,y Opentlons Oflicet lt (CTOO r, - shall rerer to the unrt head
of a BTr Dist.icuProvincial Office, including those designated as Officerrn-
Charge

e) Commlssion on Aud (COA) - shall refer to the conslitutiorEl agency which
rmplemenls the Govemment Auditing Cde of the Philippines (P O. No. 1445)

D Confirmalion Lefrer (CU - shall refer to the document (Form 2: Annex B)
issued by the BTr DO/PO to the Head of Agency, statrng the name of bonded
accountable otfic€r, amount of bond, flsk number, station, and. the peaod of
etf ectivity/cancellatron of bond

g) Dislticl Orlbe (DO, - shall refer to a division/unit of the BTr Regional Office in

the National Caprtal Rogron.

h) Flatelity Eonct - shall reter to a bond secured by an accountable officer from
the BTr in compliance with the Publrc Bondrng Law and applicable requrrements
to assure the Govemment of the RBpublic of lhe Philippines of the faithful
pertormance of all the duties and responsibihties imposed by law upon such
accountable ofiicer, and ttle faithful accounting of all publc funds and propedy
coming into his/her possession, custody or conkol.

0 Govemmenl Ag.ncy (GA) ot Agency - shall refar to any of the vanous units

of the Govemment of the Repub[c of the Phtllpgnes includlng departments.

bureaus, olfices agoncies and instrumentalities, GOCCS, LGUS whether
pertainrng to the autonomous regions, the provrncial crty. munlqpal. or
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barangay subdivrsrons or other forms of loc€l governments, and SUCS or a
distrnct unit therern.

j) Govemment Ownd ot Coatrollad Coryo'E ions (GOCC) - shall refer to an
entity organized as a stock or nonstock corporation. vested with functions
relating lo public n€6ds whether govemmental or propfletary rn nature, and
olvned by the Government of the Republic of the Philippines diredly or through
rts rnstrumentalilres erlher wholly or, where appltcable as in the case of stock
corporalions. lo the efent of at least a majority ot its oulstanding capital stock,
including Govemment lnstrumentalities with Corporate Powers
(GICP)/Govemmenl Corporate Entities (GCE).

k) Head ot Agency - shall ref6r lo the head of a Gov€rnment Agency For
purposes ofthrs Circulsr, th€ H6ad of Agency of a National Government Agency
includes the unit head of a regional/provincral/divrsror/drstnct operating
unruofiice of such Natronal Government Agency For LGUS the Local Chref
Execulive. such as the Regional Governor Provincial Govemor City or
Municrpal Mayor and. Punong Barangay. shall b6 deemsd the Head ofAgency

l) List ol Due and Demandable Accounts Payabte - Advice to Debit Account
(LDDAP-ADA) - shall refer to an accountable form integrating the AOA, which
serves as instruclion lo Modifi€d Disbursement System-Govemment Servicing
Banks to debfl specified amount, with the LDDAP whtch rsflects the names of
creditors/payees to be paid by the Gl'/Operating Units and the correspondrng
amount of their unpaid clarms duly certitied and approved.

m) Local Govemment Uni,s (LGU) - shall refer lo the polrtical subdrvrsrons
established by or rn accordance with the Constrtutron whether pertaining to the
autonomous regions, the provincial, city. munidpal, or barangay subdrvrsrons
or other forms of local governments-

n) National Gownmenl Collection and Disbursement Sys,em (TVGCDS, -
shall reler to the eleclronrc front-end system owned and operated by the BTr
for the proc€ssrng of online application for Fidelity Bondrng by accountable
offic€rs of Govsrnmont Agenqes.

o) Public Bonding l.rx, (PBL) - shall refer to Sectrons 313 - 338, Chapter 15
Revised Administratrve Code of 1917, or its amendments or supplements.

p) Proyincial Ofrce /PO) - shall refer to a divisron/unit of the BTr Regronal Ofiice
except the Natronai Capital Region.

q) Public Funds - shall refer to funds or public monres under the possessron.

custody or control of an accountable officar by vrrtue of his/her officlal
position/designation, whrch include public monres ot every sort and other
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financial resources, such as cash, rnstruments representing or convertible to
money reoervable and the like. pertaining to the Govemment Ag6ncy.

4 Publk PrcperU - shall r6f6r to any personal property pertaining to the
Govemment Agency in the possession, custody or control of an accountable
officer by virtue of his/her positiorvdesignation

s) Public Orficet - shall rsfer lo any person who, by direct provision of the law,
popular eleclion or apr,ointment by comp€t€nt authority, shall take part in the
performance of public lunctions rn the Government of the Republic of the
Phrlrppines or shall perform rn said Govemmenl or in any of its branches public
duties as an employee, agent or subordinate offrcial of any rank or class (Art.
203, R€vised Penal Code)

t) Regional Ditoctot (RD) - refers to the unrt head ol the BTr Regronal Ofrlce
including those acting as Officers-in-Char9e.

u) Saaae Unive.s,iue€ ot Cotteges (SUC) - shall refer to a chartered public
educational institution under the supervtsion of Commissron on Htgher
Education (CHED).

v) Treasurct ol lhe Phitippinos OOP) - refers to head of the BTr and the officer
authoozd to issue the implementrng rules and regulations on the Public
Bonding Law.

4.0 GENERAL PROVISK'NS

1.1 Cove.,,ge -

4.'1.1 Every oficer. agent, and employee of the Government of the Republic
Philippines, its agencies and instrumentelitiBs, GOCCs, and SUCs,
regardlBss ofthe status ofth6ir appotntment, whenever the nature of
the duties performod by such ofticer, agent or employee perm(s or
requrres the possessron, custody or control of public funds or
properties for which he/she is accountable, be deemed a bondable
otfic€r and shall be bonded or bondable and his/her fid€lity insured.

4.1.2 Every of{lcer, agenl, and employee of an LGU whose duties permit or
require possession, custody or control of loc2l government funds and
properties, including but not limited to regional/provinoal governors
citylmunrcipal mayors
provincial/city/municipal/barangay/sangguniang kabataan treasurers
punong barangays, and sangguniang kabataan charrperson,
including those Bmployed as job order, contractual and casual
employees, shallbe accountable and responsrble for sard publicfunds
and properties for the saf€keeping thereof and shall be or his/her
f idelity rnsured,/bonded.
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4.1.3 Accountable oflicers dischargrng therr duties rn a foreign country

4.1,4 Accountable officers who are secondanly acrountable to a person
who rs pflmarily acc,ountable to publrc funds and propenies of hrs/her
Government Ag€ncy.

4.1.5 Publlc offrcers designated as authodzed srgnatories, counter or
alternate signatories in govemmenl bank accounts of his/her
Governm€nt Agency, issuance of checls or Authorrty to Debit
Account (AOA), approval of disbursement vouchers. and those rn
custody of accountable forms.

4.1.6 Head of any Govemment Agency who is immediately and primarily
responsrble forall government funds and property pertaining to his/her
Agency

4-2 Accounlabiry lot Public Propstay - Every ofiic€r, agent and employee of a
Gov€rnm€nt Agency who is accountable for public property shall be liable for
its mon€y value rn case of improper or unauthorized use or misapphcahon
thereof. by himsolf/herself or any person for whoso acts he/sh€ may be
responsrble. He/she shall likewise be lrable for all losses. damages or
deterioration due to negligence in the keeprng or use of lhe property, whether
or not it be at the trme of such loss, damage or detefloratron. rn hrs/Irer aclual
custody.

4-3 Accounbbility tor Pubtic Funds - Euery officer agent and employee
accountable for public funds shall b€ lrable lor all losses resulting ftom the
unlaMul deposit, us6, or application tl€reof. and for all losses attributable to

negligence in the keeping of such funds

1.4 Accourrlabilily lot tloney, Prcpetty and Accountabte Forms - An

accountable olficer who has accountability for money, property and accountable
forms shall be bonded only once to cover all accountabilities in accordance wrth
the Schedule of Promrum Rates

4.5 Accounlabili y o, Accountabb OlficeB Acaing on O,de,s ol Superiors -
No accountable otfic€r shall be relreved from accountability by reason of higher
having aded undar the direclion of a superior officer in paying out, applying or
disposing of public funds or property which he is accountable, unless prior to
that act, he notified the superior officer in writing of ih€ illegality of the payment

applic€tion or disposrtrcn. The otftcer directlng any illggai payment, application
or disposition of publc funds or properly shall be primarily liable for the loss,

damage or deterioratpn while the accountable offic€r, who fails lo ssrve the

requrred notice, shall be seclndarily lrable.
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1,6 Extenl ol Liability and Condition ol Bond - An accountable officer whose
frdelity is insured in th6 Fidolity Fund shall, from the moment he/she assumes
the duties of tho offic€, is considerod bonded to the governmenl for the faithful
performance of all duties imposed upon hrm/her by law, and for the faithful
accounting of all public funds and properties coming into hivher possessron.
custody or control by appropriation, collectrcn, transf€r or otherwise. as well as
for the lawful payment, disbursement and expenditure or transfer of all such
publicfunds or properties rn hisJher custody. possession or under his/hercontrol
as ac€ountable or respo{lsible otfrcer (Sec 318, PBL). The Fidelity Fund shall
be available for the purpose ot replacing detalcations, shortages, unrelieved
losses in the accounts of bonded acrountable otfic€rs, for the payment of fees
and costs incident to ovil proceedings brought against them to recrver sums
paid on their account from said Fund (Sec 326, PBL)

1.7 Ettectivity o, Bond - The fidelity bond of an accountable officer whose
application for bond has not been crntested shall be valid and effectrve upon
payment of bond premrum for over-the-counter payments and approval of CL
for online payments The accountable otficer shall submit to the BTr DO/PO a
copy of the AGDB validated deposit slrp/LDDAP-ADA and ATAP as proof of
paymenl of bond premrum. For advance payments, the effectivity shall be upon
the maturity ot exishng fidelity bond.

4-A E/lect ol Approved Bond - An approved fidelity bond shall be non-
transferable and psrsonal to lh€ ac@untable offic€r and shall remarn valid and
effective forone (1) ysar two (2) years or three (3) years from the date of over-
the-counter payment or approval of CL for onlin€ payments. The fidelity bond
shall be subjecl to renewal, before or 30 days pflor to the expiration of the
present bond mverage while tlte accountable oflicar is holding such posrtion for
whrch he/she was bonded. Failure to rens$/ shall consrdef sucfr bond as
automatically c€nc€lled and shall have no legal €tfect.

4.9 Regisary ot Bonded Accounbbte Officers - The BTr DO/PO shall marntarn
a Registry ol Bonded Accountable Oftlcers.

1.1O Eff*t ol Cancella,ion -Ihe canc€llation of lhe bond for any cause allowed
under thrs Crrcular before €xprration date, has tho etfect of limiting the liability
of the Frdelity Fund to the transactions within the peflod cov€red up to the time
of its cancellation The bond premrum pald for the accountable officer whose
bond rs cancelled shall not b€ transferrable and not refundable

4.11 Effuc, ot S€prnaion trom Office or Rqnovel trom Accountabiry - \t'fi-\en

the bondable ofiicer is separated from the service by reason of resignation or
retrrement, or rolieved of accountabrlrty by reason of hls/her removal or trans{er

to another positron or government agency the Hoad of Agency concerned shall

immediately request the BTr DO/PO CTOO ll for the cancellation of the fidelrty
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bond. The csncellatron c,f the bond shall take affect on the date of separalion,
relief or transfer.

5.0 AiIOUNT OF BOND ANO OETERi/|INANON OF PREMIUiI

5.1 Amoun, ol Bond - The amount of bond shall be based on the lotal
accountability (cash, property and accountable forms) o, the accounlable officer
as determrned by the Head of Agency. Provided the individual maxtmum
amount of bond of each accountable oftic€r shall not exceed Eloven Million
P€sos (P1 1M) However, the Head of Agency may assrgn to other acmuntable
offrcers the excess acaountabilrty for which a separate Fidelity Bond shall be
secured.

5.1,1 A Barangay Troasurgr shall be bonded inan amount of accountabil(y
to be determined by the Sanggunrang Barangay: Provided, that the
maximum amount of bond shall not exceed P10,@O 00 as authorized
by R A 7160 or at an amount whrch may or herernafter be prescflbed
by any other law, pr€mrum for whrch shall be paid by the Barangay
(Section 39qd). R.A 7160)

5.1.2 A Barangay Treasurer who is designated as Special Collecting and/or
Special Oisbursing Ofiicer of public funds from other sourc€s (e.9.
KALAHI-CIDSS and other special prqects) shall be bonded
separately based on the amount of such accountability.

5.2 Authotity lo Fix Schdute o, Pnmiurn - Th6 TOP with the approval of the
Seqetary of Frnance shall fix and, from time lo trme. review the untform rale of
the bond premium chargeabl€ for insurance under the Public Bonding Law and
this Circular.

5-3 Raae of Prcmium - The rate of premium of the fidelity bond is equal lo One
and One Half Percent ('1.5%) of the amount of bond bul shall not be less than
One Hundred Fifty Pesos (P150.m). The Revised Schedule of Premrum Rates
(Ann6x C) shall form an integral part of this Circular until amended or revised

6.0 DUTIES AND RESPONSIBILITIES OF THE HEADS OF AGENCIES/OFFICES
OR PERSONS PRIMARILY ACCOUNTABLE

6.'l Primety Liabiliay - The head of any govemment agency at all levels, whether
natronal, corporate or local is primarily responsible and accountable for all
govsrnment funds and property pertaining to hrs/her agency

6.2 Outy lo NoaW - The head of any government agency at all levels shall, upon
appointment or tawlul accession by any accountable oflicer to a bondable
position or ofllce p€rtaining to their respective junsdiction, or separatron
thereftom of any such accountable officer notfy in writing the TOP through the
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BTr DO/PO havrng jurisdictron over the sgerrcy/otfice/GOCC/LGU/SUC within
five (5) days from such appotntment, laMul accession or separation and to
submrt the requirod application for bond or canc€llation thereof, as applicable.

6.3 Prefersntia, Attenrbn - The immediate perlormance of the above duty shall
receive prefsrent'al attention of such h€ad ol depanments. bureaus and of{lces
o, the NG including GOCCS SUCS. heads of LGl,Js, provincial and local
treasursrs and othsr offcials concerned.

6.4 Etfecl ot Failurc,o ,rrotiry - Failure on the part of the Head of Agency to make
the requrred notrfication to the TOP through the concerned DO/PO shalt r€nder
hrm/her primanly lEble to any such loss or damage to public funds or properties
their resp€dive agency. provrnca city or municipality, barangay, as the case
may be, may incur on account of such failure.

7.O PROCEDURE FOR APPLICATION. RENEWAL AND CANCELLATION OF
BONO

7.1 Procedure tot ADticetion and Renewal

7.1.1 The applicant shall accomplish and submit online the Fidelity Bond
Applicatron Fom (Form 3: Annex D) tn the NGCDS Fidelity Bond
Module Two (2) copres shall be printed, subscribed and sworn to before
any otficer authonzed to adminrster oath atiaching thereuth two (2)
passpon size identiflcation pictures taken within the last three (3)
months prior to the date of application lor submission to BTr POIDO
The Frdelity Bond Appltcataon Form shall be ac4ompanied by the
following:

7.1.1.1 Lrst of Bonded Accountable Officer/s, to be generated from
NGCOS Fidelity Bond Module, cortified by lhe agency officer in
charge of Administrative and/or Financ€ Department, Servrc€.
Oivisron or un( (Form 4: Annex E)

7.1.'1,2 ll an admrnrstrative or cnminal case is still p€nding. copies of
pertrnent pleadings, orders and resolutions filed or isslred by the
disputrng parti€s, prosecutor or investigatory offices aM judicral
bodies and all legal documents and orders relative to the sard
case together with an Affidaviuundertaking setting forth the
following that.

a) an Administrative or Criminal Case is still pending at the
time the application for fidelrty bond is made,

D) the case do€s or does not involvs the misappropriation
and/or malversation of public funds and/or misuse of
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public propertres and olher charges relatrve lo pubhc

funds, properlios and accountabl€ forms:

c,, the applicant shall fumish the OO/PO of the final decisron
or any appeal taken therefrom thal may have occurred
after the application of the bond and during tha time that
ths bond rs effective, and,

d) the applic€nt understands that his/her application is
subject to thorough evaluation and legal revrB, by BTr -
Legal Servic€, for a maximum period of fiIteen (15) days
upon submission ot completo documents, before a
Confirmation Lelter may be approved and issued by the
croo

7.1.1.3 For LGU applicanls who are nol inciuded in the List of LGU
lncumbent Officials with BTr DO/PO. a Certific€te of
lncumbency shall be sgcured from DILG Otfice rn therr
respective Regions.

7.1.2 The Fidelity Bond Application Form. together wrth required supporting
documents shall be filed wilh the BTr DO/PO having jurisdiclion over
the agency The BTr DO/PO CTOO ll or his/her representative shall
venty ascerlain, and. determrne the followrng rf the:

7.1.2.1 Fidslity Bond Apphcation Form have been properly
accomplrshed and in order;

7.1-2.2 required supporling documents are complete and rn orderl

7.1.2.3 name of lhe applicant appears on the list of bondable publrc
officars submitted by lhe agency; and,

7.1.2.4 Head of the Agency certilies that th€ applicant is a safe and
conservative risk in a@ordance wrth Sec 320 of the PBL.

7.1.3 ln case of non-cEmplianc€ with Sec. 7.1 2 (ltems 7 1.21-7 1.2.4).lhe
CTOO ll shall retum to the applicant the Fideiity Bond App[cation Form

and its supporting documents for nec€ssary conoction/s and/or
compliance. Th€ CTOO ll or his,/her representative may requrre
additronal documents to support the applicahon o( an accountable
officer that the CTOO ll o. his/her representative may deem necessary

rso S001 2O1 5 Oualily Maneg.m.nt Staleh
Cdrii..t. No AJAIT!071
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for rts verrflc€tron and evalualion Thrs may include but not limited lo
cert ication/s from other government or private agencies, ofllces or
courts of law. ln c€se the applrcant is determined to be an unsafe risk,
the CTOO ll or hisiher representative shallfollow the procedures under
Sec 7 1.6.

The CTOO ll or hrs/h€r representative shall rssue the ATAP wh€n
Fidelity Bond Application Form and supportrng documents are found
complete and in order

7.1.4 It the applic€nt opls to pay the Fidelrty Bond premium lhrough eleclronrc
payment system (e.9. LBP Lrnkbiz), he/sh€ shall submit the requrred
documents under Ssc. 7.1 1 (ltems 7 .1.1 .1-7 .1 .1 .3\ together with the
printed proof of payment for rssuance of CL

7.1.5 lf the applic€nt opls to pay Fidelity Bond premrum through c€sh, check
or LDDAP-AOA, he/she shall proceed to the nearest AGDBs for
payment Check payment for bond premium shall be for lhe account of
lhe TOP Ttp CTOO ll or has/her representative shall not, for any
reason, recerve payment of the bond pr€mium. Violation hereof shall
sublact the CTOO ll or his/her representatrve to appropriate sanctrons
as for grave misconduct defined and penalzed under the Revised
Uniform Rules rn Administrative Cases in the Crvrl Servrce rn relatron lo
Rule XIV Omnibus Rule of lmplementing Book V of EO 292, s '1987

7.1.5,1 The applic€nt shall submil and present to the concerned CTOO
ll or his/her reprssentative a copy of the validated deposit slip
and ATAP as proof of paym€nt of th6 bond premtum

7.1.5.2 The CTOO ll shall approve all bond applic€tron upon proof of
complanca under Sec. 7.1. CL shall b€ immediately released
only upon proof of complianco under Sec. 7.1.6. Drsapproval ol
bond applicatron shall follow the procedures under Sec 7.'1 7
and contested bond applicalion under Sec. 7 '1.8.

7.1.6 Unsaro Rist - Th€ conc€rned CTOO ll or hiyher representative shall
evaluate the bond application to det€rmine it the applic€nt rs a safe and
conservative risk in accordance with Sec. 320 of the PBL based on the
certific€tion of th€ Head of th€ Agency. Vlihen the CTOO ll or hrs/her
representatrve have the basis to prove that the applic€nt is an unsa{e
risk owing to character, association, or habits, the following procedures

shall be followed:

lso 9OO1 2015 Ooldy Man.g.n.nl sysl.m
c.n E.t. No a,JA17{O71
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7.1.7

7.'t.6.r The CTOO ll or his/her rapresentative shall submrt the bond
applcatron lo the RD with his/her recommendatron for
disapproval stating the basls thereof yvhen the
recommendation of the CTOO ll or his/her represantative is
affirmed by the RD or the RD has reasons and bass to
disapprove a favorable recommendalion made by the CTOO ll
or his/her representative, the latter shall communic€te the
drsapproval in writing to the Head of Agency of the applicant
statrng tharein the factual and legEl basis for such disapproval

7.1.6.2 The disapproval/(bcision of the RO maybe appealed by the
concerned Head of Agency by filing a lettsr of appeal with the
TOP withrn fiftB€n (15) days from th€ receipt of sucfr
disapproval/deqsion. The letter of appeal shatl state clearly and
drstinctively the grounds and arguments of the appeal. A copy
of the assarled Mitten actron/deqsion and disapproved bond
applrcatron and its supporting documents shall be attacied to
the letter of appeal The letter of appeal shall [kewise be
accompanred by a postal money order or MDS check in the
amount of One Thousand P€sos (P1,000.00) as appeal fee
payable to the TOP;

7.1.6.3 Vvithrn five (5) days from receipt of lhe letter of appeal and
appeal tee, the TOP shall require the CTOO ll or his/her
representatrve through the RO to elevate the entire records
relating the disapproved bond applic€tion The TOP shall have
fifte€n (15) days from rec€ipt of the records from the OO/PO to
resolve the appe€l: and,

7,1.6.4 The deosron of the TOP shall be final and executory and not
aPPealable.

Applicant with Pondlng Case/s - The CTOO ll or hrvher
repres€ntative may, prior 1o afllrming a disapprovd applrc€tion or
approval of any CL may forward and r€commend an applic€tton of
accountabie offrcer wilh pendrng case/s and all the documents
supportrng thereto to the BTr Legal Servrce for further evaluation and
advise

Contested Application - The applic€tion for Fidelity Bond by an
ac,countable offic€r, may be contasted by any person wrth interest to the
said application within thiny (30) days aftsr the approval and rssuance
of CL for any of the following reasons.

lso9@1 20i5 ouahly M...!Eoem sFl.m
c6nrtu 16 No NA17 0071
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7.1.8.'t Accountable oflicer does not lawrully hold the sard
positron/lawfully designated as such

7.1.8.2 Exrslence of a pending case not declared by the applicant or the
failure of the applic€nt or any offlcer to properly declare a
pending c€s€ involving public funds, property and accouniable
formst and,

7. 1 .8.3 Any vahd and legal reasons which shall render the accountable
officer an unsafe risk and of questionable integrity to hold publrc
funds properties o{ accountable forms, which shall be
suPportd by proper doclments.

The person contesting the applc€tron should rnform the OO/PO
crncerngd through a formal lettor addressed to the CTOO ll
citing the reasons end attaching all supporling documents The
CTOO ll shall forward the contesled applic2tion to LS for
evaluation through the RD. The LS shall make recommendatron
to the TOP through the DTOP whictl has Jurisdrction over
Regional operations.

Any contesls not made after the prescribed period may not be
entertarn€d by the DO/PO concern€d

7-2 lnc,€,aae ln Accountability - Any increase rn the amount of accountabilrty.
resulting to an increase in the amount of bond shall be subjeci to increase rn

premium.

7.2.1 The applicant shall follow proc,edure 7.1 1 rndicating the nevv amount
of accountability in the Fidelity Bond Application Form,

7.2.2 The amount of bond pr€mium shall be computed based on the
increased amount of bond. The bond shall lake effed upon approval
of the CL of the new bond applacation, and.

7-2.3 The CTOO ll concemed shall cancal the previously assigned osk
number.

7.3 Cencetletloo -
7.3.1 The Head of Agency or authorized represontatrve shali immedrately

submit a wntten request for bond c€ncellatton to the concemed BTr
DO/PO CTOO ll involving acaountable officers who are no longer

accountable by reason of retirement, separation lrom the servlce

lSO9OOl 2O15 Ou.kty M.n.o.ftnl Sy.l.m
cdffi..t No aJA17S71
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promotion. Uansfer, suspension from office or tor any other cause
rendering them not bondable to lheir prosant position. The Head oI
Agency or aulhonzed rspresentative roquesting for cancellatron of the
bond shall accomplish and submit online the Fidelity Bond Application
Form in th6 NGCDS Fidelity Bond Moduls. Two (2) copies shall be
printed. subscribed and sworn to befor€ any otfrcer authorized to
administer oath. for submission to BTr POs/OOs.

7.3.2 The CTOO ll shallapprove the request for bond cancellahon and issue
the corresponding CL.

8.0 ADJUDICATION AND PAYi'ENT OF CLAITI AGAINST THE FIDELITY FUNO

8-1 APlicaaion fot Reliel lrom Accountabilily - V{nen loss of public funds or
property occurs while they are in transit or tha loss rs caused by fire, theft. or
other c€sualty or force maieure the accountable olficer therefore havrng
possession, custody or control thereof shall immediately notity the COA or the
agency auditor concemed, and within thirty (30) days or such longer penod
as the COA may in the partrcular case allow, shall pres€nt this application for
reli€f wrth the available supporting evidence

a.2 Efiec, ot Relrpt ttom Accounlability Dy COA - The relieflrom accounlabrlily
of lhe accountable pub[c officor granled by th€ COA shall relieve the agency
from responsibility for the loss, damage to public funds or property.

8.3 Fideli y Fund; When Uabte - wl\en no relief of accountabrlity rs granted by
COA, the agency concarned may file claim for reimbursement from the
Fidelity Fund to the extent of the approv€d bond covered or amount of loss
whicltever is lower.

8.4 Craims - Any and all claims against the Fdelrty Fund shall be filed as a money
clarm wrth COA, wth clpy to BTr together wth the evidence relahng thereto.
Claims approved by the COA shall constrtute a legal clarm against the Fidelrty
Fund.

8.5 Regt irerneals lor Paymenl ol Adiucticeted Claim -fhe agency shall ftle a
claim for payment from the Fidelity Fund with the BTr. altaching lherewith the
favorabl€ findrngs of COA. The BTr shall process the claim in accordance wrth
exrsting budgetrng, accountrng & auditing rules and regulations.

rso 9oo1 20 r 5 ou.hry M.n gemdl syEr6
C.rl,rE{. No AJAIT{O71
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9.0

E.5,1 ln case ot d€falc€tion, shortages end unreliev6d lossos on ths account
of bondad public officar, the claim shall b€ supportsd by th6 bllo ,ing
documBnts: end,

6.5,1.1 Agency and COA findings and rrEcommendation on the
delalcation, shortages and unrBli6v6d accounlability; and,

E.5.1.2 Oft€r documenus $hifi may be required by the BTr.

8.5.2 ln case of pmven shoftag€s grd defalcalion, the accountable oftcer
r€spofisiblo thereto should b€ removsd or ralieved of his/her duties
withoul prejudice to civil, criminal or edministrstivB cases to be
charg6d; end,

8.5.3 Only approvod claims shall b€ paid from th€ Fid6lity Fund.

PENAL CLAUSE

Unjustified isilure of an accountable public ofrcar to comply r/vith the
rsquiromenB to apply Ule Fidolity Bond pursuant to this circulqr snd th6 PBL
shall subjec{ th€ r$ponslblE offciauomployse to applicable siminal, and/o.
administratiw liability under the Revas6d Ponel Code and PD No. 1445.

REPEALING CLAUSE

All ciruJlars, o{dErs and/or m€moranda inconsigtenl herswith sra horeby
rep€aled andor modified accordingly.

EFFECNV]TY

10.0

't t.0

This Ciranler sh6ll take afrscl imm€diately

ROSALIA V. DE LEON
TGasurer of tha Philippinos

Ul'l l:

lsP 9(pi 2015 ou.ry r.nqaffir sy.d,
C.?ltlc.b t5 l\r^lT{rl

And.mbrl! Bderl. c-l& 8lt .t @mr A. so.l.B 
^v.ru, 
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Form 1: Anher A
Republc of the Philippines

Department of Finance

BI.JREAIJ OF TREASURY . A5514

Office of the Oistrict/Chiel Tresury Operations Officer ll

DISTRICT I

Address

TO: THE MANAGER ATAP NO

AUTHORITY TO ACCEPT PAYMENT
FOR DEPOSTT TO SAVINGS ACCOUNT OF THE TREASURER OF THE P}IILIPPIN€S

PAYING AGENCY AREA CODE

PAYING AGENCY CODE DATE PREPARED

ADDRESS BILLNO (YR,MONTH.NUMBER)

COMPUfANON OF FIOEUW BOI{O PREMIUM OUE

FUD
cooE

TRANSACTION

cooE
AMOUNT Of BOND

(at 1.5% pe. annum / P 150.m1
AMOUITT

152 661 P I

TOTAL AMOUNT PAYABI."E t
PRPEPARED BY APPROVED 8Y

FRANCIS XEVII{ O. GARCIA

Traasury operations ofller ll
LOUf,OES S. TANNG

OtfEer-l n.cha.ge, Distrld I

Signature over
Printed Name and Position

SrSnature over
Printed Name and Position

FOR BA1{K5 USE ONLY

OETAILS OF PAYMENT
PARTI CUI.ARS DRAWEE BANX/NUMBER

CASH P

CHECK

TOTAL PAYMINT RECEIV€D

BANX MACHII{E VAUDANON OF AMOUI{T AT{D OATE



R.puHlc ol th. PhllFplh.!
D.ra.EErn ol Fln.nc.

BUREAU Of IBE IREAAUIY
tl.dd, C.dl.l Rdlm

This Ls to inlom you tnal lhe /.quosltor bo.drig rnd/o. c.^c.lb!d ol bmd6 ol lh. rolbsng .c.ountabL olroah
.nd eEp!oy.6 ol y(r 066 / Agdcy h6s b€en aoFoved 6od duly FIGEd h the RegEt'y ol Bonded PublE

COXFNIATloX IETTET

D|STECT I

Aonded hlbllc Olltca Eddns lcuoll.tid

Ih! coveno€ ol aEroled bond 6 d. ys.r lrom d6re olrsuelo be €.red on or betde lt€ onnrvesg.Y dale
orhoiwiso bond E eutomrlEs[y 6n.oa6d.

Please.ori, lnrs Oriicc rr tr'de ar. chang€s ih a( n€blc ofi66 dshowt ols@unbbtlyw hln the.fiedJve

ROEAIAV, OE LEON
Treasurd ol th. Philippines

8y

LqrRoEs s. TATt{o
Ofi6-lEchalle Dr3tnd I



Annrx C

REVISED SCHEDULE OF PREMIUM RATES

I CASH ACCOUIITABN.]TY

IINI UIII CASH
ACCOUNTABILITY

XAT| UI CASTI
ACCOUI{TAAUY AISOUNT OF 6ONO BONO PRE IUi'

5,O01.00 9,000.00 750/" of lh.lr Totrl C*rh 8orld PrGmium 6hall
not b. lcaa than P150

'r2.o00.o0 9.0OO.00 Ito.00
12,(xX.00 15,000.00 11,250.m ta!.?6
15,00r.00 13,500.00 ?ol-il
1E,001.00 21,(x}0.00 18.750,00 251-26
21,001.00 25,000.o0 18,900.00 e$.60
25,001.00 30.000.00 22.500.00 8t7.50
30.00r.00 35.000.00 26,250.00 ilo3.16
35.0O1.00 40.000.o0 30.000.00 ,t5o.(x,
,o,00r.00 50,000.00 37.500.00 6C2.60
50,mt.oo 60.fi)o.00 45.qX,.00 6r6-00
60.ml.o0 80.000.00 60,000.m eoo.00
80.001.00 1m.000.o0 7s.@o.00 r.r 25.00

100,o01.oo 250,000.o0 100,000.00 I,5Ot .(x'
250,001.00 500.000.00 225,0(x).00 8,3r5.OO
500.001.o0 750,00o.00 350.250.0O 6,25i1.75
750,001 00 I ,t}oo,000.00 500,000-00 7.5@.00

1,O00.001.00 2,500,000.00 750,000.00 rr,260.q,
2,500,00r .00 5,000,000.00 t ,500,000.00 x4@.fi
5,000.001.00 25.(x)0.000.00 3.5(r0.000.00 &I,600.oo

25,0@,mr.00 75.000.0,00.00 4,000,000.00 t(!.m0.00
75,m0,001.00 I 0O.000.000.00 5.m0.(mo.00 76,000.@

roo.oo0.(xh .00 500.000.00o.00 8.OOO-(m.00
500,om,@r .oo I .O00,000,mo.00 1r,trco,0(n.m tt6.(m.oo

II PROPERTY ACGOUNTABU.ITY
1. Property, Plant & Equiprnent (Nel Book Value)
2. lnvenlones tper GAAM)

30% ol h6r Tol,lvalue
50+. 01 h.tr Torrl vds

III FOR ACCOUIITABLE FORXS
a) lntemal Revenue SEmp
b) Poslag6 and olhor Slandard Stamped Slock
c) Officral Recerpt
d) Olher Accountablo Forms and Valuables

l0% or thoir Tolal Value
Value Rounded Olf

to the neareat hundred

9,OOr.OOl

18,000.00

I

tzo.E0.00



Form 3: Anner O

Fid.ltty 8o6d Applic.tion Form
ItrLr@ lo. a D.t. rl& ttl'oluc or tE PaEDttrta

a^<rag^rrl ro PAItAtAtrFt
I(A'A!IEA,i IO IIOATAtr(LYA.IAI

(aUnII! Ot tE ttllSrrRB
H8I( TIIBCR
lt.b E,rbtu b at,.tkan

EEQUEAT FIOR A'PllCAflOII FOR BOTD G ATD/OR C^ICEIIJTTIOI OT
NDELITY B{)IID OF ACCOUNTAET,I PUBrlC OI?ICAR

! ac€or.PLei rh6 Fo&x cdnEcfly ]*E(rr+f,oF*xrEEo;s E drBcs€cx '/'
2 FR'.I EITR*S ECETY I{ CTFIA I.ETTER6

----=6r;;

oAlE Of BIR'H (nimrddrr,1y)

t 8€r CMT, A'AIOA

E *n.a E -oo*.o

D. aOI{THIY lxCOlrE .5.A*,.rrlm..aDdiru ,ffi ..d rrr. Aih) 1 , €6Tf,AICO IOIIlltY E.:(PEIISES

l, B.t. )oo .f b..n..F.r.d 1'ulh..rvo ln e, ollrr lhacehC mod..: BllEdd, r.ltnri, lkoDo.d ft th.rol.diFiul,
tmDrtff -a or rdrr, 15d.h.., 6nrr.cr d ,a[.d cr l.b5dl nt d!. pobtc 6 ,.r'rl Ecror?

r t .. H.v. you .r bh louri Oully or .hy ..rnlnhir.dr on..{?
YEB

6. Hlr y.{ d,6... lDund gullly ot cir ..lc@n t6o.ny4un?

YES

r5, I declarc lh.t thc answer ro the rorosohg qu.slo.s aE true to Lhe besl o{ my khowlodg. 6nd bdier I ruly undeBta.d rhar any
mrsBpc3e.blron m8d. h lhis Bppl|caridl and sopponrng docun.nrs shall66u6. dr. flrng ol adm nislrarive/F'ninal @se(s)

lO/LEcn6€lP i6Bporl Number
5q'!&ddhrb.ts.fr€Dno&bEron

SIIBSoRTSED AiD SrIORN b Eetd! fr. r'. .naq .rhdnnc hrsrB vaEly 's*d G()r6hsr

StCNlu. o, Otfrcd/P*.. a,nntst..^a

E'r"



?. axoutar oF accouu^sutY

t 11 As Cdr.d69 rrirk.r
(21a. E1hhq6,na oins
13) A6 S,goh! Ofi@r

\{\ rN.itm.nr OfhMr (GS hYahs il

r1)rnwnldh (p.r 6^ rrl
r2lP@ny, Phir a Equ'pFmrlNd&\ rdcl

lct th..nd orhd valutlh.

(1)hlfur Rsvmu€ silrps
l!)Posqs.n3 olho SlamFd Sro.t

(4)orh.6FMr &nd v.tu tlo.

r l' xArE of oFrflcE oi AoEtcY

t0. ADofiE86 0t oFFtcE ofi aGEflcY

10, sl^IoiuoM$otr Pb@ ci.$lstwn)

2I , IITLE Of FOAiON OR DEIIGXATEX

zr. oarE of oElrcitattot{ d aSstmnot of

Z', Bg{O FERIOO COVENA]BE

rlta ltfitmI EIEdeY tl C/a5l tr mEr*tu-lrH
?4, oFFtcE oi aGEIcY ar{o srattot{

25, IIAI'E Of OFF|CENS TO BE iELEVEO

T'. RilX iII',XBER A'{O EFFECTM'Y DA'E

31- THIS lS TO CEHIllY THAT, aeH€a6 of Aqqrcl ol I venlied lhe lruthfu@ss !l
lhe asyrsG to 0\e qu6rb.6 drai.ad M ihe t*e ol lhls lo.n and lolhd lhff onccr rnsolar .s can be asBtained and Lhar lhe
applEsr 15 a ste 6nd @n6.d61re iak. Hcns. rhs lndeElgrEd rs Bcfrm.nding spp.oval and aunonzing lhe requ6r fo.

tr-*
ER.ntrr

E c&erbr@ Drrd

dfu'r']J.a.@rnr5bD,Jb}co'i@

S{ffillrs ovor ft nred NMa or Hdd 6l lh. Aodryoal6
Aaoftofs]i.d

!2. AXOTJT{r OC BOXO RECOf,l.EtOED 33. A'IOUUT Ot EONO FiETUi' PAYAELE

Thrs is 10 cEnit, tlat r h.v. .rEtully evaluated ih6 r€queA foi
ot Fidolity Bmd or tlE above{mrimed acc@lLble public offler

CANCELI ATION

E
fl
tl
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N6DCS.FIDELITY BOND MANAGEMENT 5Y5TEM

1.0 Revision History

1 tPcMatch 17, 2027 lnitialVersion

Metch 25, 2027 2 Added screenshots to various sections tPc

BUREAU OF TREASURY 2



NGDCS FIOELITY BOND MANAGEMENT SYSTEM

2.0 Signoffs

l.lan r. S qnirLr reOrqa!irzairoii, I!a, t o
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NGDCS FIDELITY BOND MANAGEMENT SYSTEM
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NGDCS FIDEIITY BOND MANAGEMENT SYSTEM

l.0lntroductlon

The Fidelity Bond Module en$res salety and prcviles insuEnce prcteclion for employees of
the Philippine govemment. lt is designed to allow employees appliration for Fklelity Bonds
through lhe website 0lfpSfAg@5!@gsq44gqy"Bz&lel!bd, in which oach applicalion must fi6t
be authorizod and proceeded by lhe agencf approver.

1.1 Gettlng Startod

Open your web bmwser's address bar and type the Fidelity Bonds website
I h ttps.//no cd s. trcasu N. oov. o h/fidelitu \ lhen press enter.

The main homepage willopen and request for user logh credentals. For new users, ask lhe

appointed agency approver ior ac@unt qeation and/or c.edentials, this process will be

explained in seclion 2.0 Acaount Setup.

lnput lhe conect credenlials and clilk the Login button, lhis will lead to lhe Fidelity System.

welcome to the BUREAU OF THE
TREAIIJRY OIILITI: FTDEUTY

ao D.

Bfr Online Fldslity Bond
eServicos

@
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NGDCS,FIDELIry BOND MANAGEMENT SYSTEM

2.0 Account Setup

The Fuelity Bond tlodulo consists of multiple us€r levets for each organization and its
brandrcs; the admin, the approver, and the user. Each levelhas its role snd tunclion to the
website and each agency.

P,Do &'wr.e drEnnyb

+
rn|/Ebh6fuEr.trEefu

+h*i r6r/cq(it@ ss

s>
,6a&o.4rcu .id{ oi .d

'l* ddr ICl] r!..d*F m n s d(lb GU
.ddli/+Pw)[l&'i'n

2.'l Account Typoa .nd Roles

2.1.1 BTr Syst m AdmhfmEs Admin

The BTr System Admin is lhe hEhest level of authority in the system thal manages the ac@unl
creation gnd approvals ot PDO accounts as wellas ovorsees the enlirety of the system ilself.

This role has the ability tol
. Mew the list of 8clive admins.
. Aclivste and deaclivale P/DO admins and accounts.
. See lhe approvallist of the newv created P/DO admins.
. Approve and rejed n€wly seated us€rs.

BUREAU OF TREASURY 6
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2.1,2 P/DO AccountE

1, P/DO Admin

@A
-

AI ?/l)O App'Rver.nd U5er

@',,8 ,

A
ticA,iiGUl6i}4(

Creates and approves user and appmver roies for P/DO, as well as admin roles for
NGA, LGU and GOCC.

This role has the ability to:
. Vlew lho list of active ag6nq/s admins, PiDO approvers and P/DO users
. Add new P/DO applowrs and useG.
. Add and approve new admins to eadr agency (NGpJGOCC/'I-GU).

. Deactivate alluse6 in the activated accounts list.

2. P/DO Approvsr
Approws us€r roles, confirms bond applic€tions, and sends confirmatron letters.

This role has the ability to:
. See the approvallist of created P/DO users.
. Adivate bond applications.
. AF,prove or rejert created P/DO users.

3. P/DO Us€r
Submit lhe bond applicatbns for approval to the P/DO approver.
Manually cmates the ATAP for bond applications, also tEOs them as paid- Creates and
sends the conhmation letter of adivated bond applications-

1r5.,
App'c!c, P OO

. Ad'n 
"rrlGA LGU ind GOC<
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NGOCS.F DELITY BOND MANAGEMENT SYSTEM

This role has the ebility to:
. Generate print report in diflerent fbrmat like

MASTERLIST of Maturing Bonds
MASTERLIST of Bonded Accountable Oficers and Employees - Cancelled
IVIASTERLIST of Bonded Accounlable Ofrcers and Employees - By Type of
Accountability (Cash, Property, Others)
iTASTERLIST of Bonded Accountabb Offc€rs and Employees - By Agency Type
MASTERLIST of Bonded Accountiable Officers and Employees - By Organization Code
Report of Deposited Colledions ol Fidelity Bond Premia
Report of Oeposited Colleclions of Fidelity gond Pre mia - By Agency

2.1.3 NGA/GOCCTLGU Account3

1. A!.!!D
Creales users brthe appointed agency (NGA/GOCC/LGU). Oversees the a.livities of
bond Epplicalbns €nd its accounts.

This rolo has the ability tol
. View th€ list ol active agency approvers and users
. Add new agency admins and approvers.
. Aclivate Deactivate allusers in the agsncy.

2. Aporover
Approves users crealed by Admin, approy€lof bond applications, and processes online
payment tansactons.

This role has the ability to:

. S6e lhc approval list oI the agency.

. Approve the agency usefs.

. Approve Bond applicatbns.

. Proc€ss online payment transaclions

3. User
Appliesfiles for Fidelity Bond online application. ThE clhnt ofthe system

BUREAU OF TREASURY 8



NGDCS-FIDEIITY BOND MANAGEMENT SYsTEM

2.2 Account Crertion

To bggin the process of creating accounts and roles for each ag€ncy, please do lhe following
sleps:

P/DO Admln
1. Open the Filelity Bonds websirte I httos://nacds.trcasuN.aov ph/frdelitv\

2. Log in with the BTr System Admin credenthls and the NGCDS Fidelity system will open
3. Click the 'User Management' Tab ahd choose 'Mahago Users'-

'This panel ihows lhe list of acliv6 Admin users, th€ BTr Systam 6doin has lh6 ability to actvato
and d€adivat€ usar accounta,

4. Click'Add LJser'and input allthe information needed.
5. Once all the information has been reviewed, proceed with 'Creale P/DO Admin'.
6. The PrfDO Admh will receive an email notifrstion containing a temporary psssr/od lh6t

c€n be dlanged on lhe nexl login.
'Pesswod mu$ moel passwod compExny pdicy

P/DO Approvol and Usor
1. Open he Firelity Bonds website (ltpS1!hgg:-AS!4g9yOAE!e!!A)
2. Log in with lhe P/DO Admin credenlials and tle NGCDS Fidelity system will open.
3. Click the 'User Managoment' Tab and choose 'Manage Users'.
,1. Click 'Add Us6/ and input all the mfonnation needed, including the type of user.
5. Once all the informaton has been reviewed, proceed wth 'Create P/DO Approver/user'
6. The deated acaount will receNe an email n otification containing a temporary pasi'rord

that can be changed on th€ n6xt login .

Agency Admln
1. Open lhe FidElity Bonds websire l4{pi!09@!S!@ggryg9!fifr!e!!A
2. Log in with the P/DO Admin credentials and lhe NGCDS Fidelity system will open.

3. Click the'U6er Mahagement'Tab and choose'Manage Us6rs',
4. Click 'Add User' and mput all the information needed. including the type of user.
5. Onc6 alltho infomation has been reviewed, procoed with 'Create 'A0oncl' Admin'.

6 The created account will receive an email notifrcation conlaining a temporary pass\,vord

that can be changed on the next login.

Agency Approvor
1. Open E1e Firelity Bonds $rsbsite lhtlos://nacds.lrcasuN.oov.ph/fidelitv\
2. Log in wih the Agency Admin credenlials and the NGCDS Firelity system willopen.
7. Click the'Us€r Mahageheht'Tab and choose'Manage Users'.
L Click 'Add Us€/ and input all the information needed, including the type of user.

9. Once allthe informaton has been rcviewed, proceed with 'Create 'Agency' Approvei

BUREAU OF TREASURY 9
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10. The created account will reccive an gmail notific€lion containing a temporary password

that can be changed on the next login.

Agoncy Usor
1. Open the Fidelity Bonds website (ltpS!!19g!!!!EggAggaAIgE!A)
2. Log in with th6 Agenqy Mmin credenoals and the NGCDS Fk elity systom will open.
3. Clid( tho 'User Management' Tab end choose 'Manage Usels'.
4. Click 'Add Use/ and input all th€ information ne€ded, indudhg the type of user.
5. Once all the informatron has been reviewed, proceed with 'Caeate 'Agency' Use/.
6. The agency approver willreview the applicaton and approve.
7. The c,realed account will receive an email notfcation conl,aining a temporary pas$r,rord

that c€n be chang€d on the next login.

3.0 Applying for. Now Fldsltty Bond

The application tor a New Fidsiity Bond requkes an Egency user a@ounl (NGA, GOCC, LGU)

3.1 Steps for application (Foragency uso.a):

1. Log in to tle system wilh the conect cledentials.

2. ln the Navigaton panelclid( Manage Fbelity Bond and tlon dick 'New Bond' button

3. lnput the required Personal lniormation and then click oh the 'Continue' button to
pro@ed lo the next scr6en. The system ,rill prompt for any missing or invalil entries.

qr a
EE'

*i
!{
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g

I
c

i
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&

*
b
;
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4. lnput the Character Reference and lD irformation ahd theh click oh the Cohtihue' button
to proceed to the next scxeen. The system will prompt for any missing or invalid €nties.

qi a

5. hput the gond Coveiage and Arnount of Ac.ountability details and then click on the
'Conlinue' button lo proc€ed tc the nen screen. The system computes lhe total premium

bassd on the selecled Bond Period Coverage and will prompt lor any missing or invalid

enkiEs.

E E
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NGDCS FIDETITY BOND MANAGEMENT SYSTEM

6. The system will display the Agency and Phc€ment of Assignment dotails tooether with
the Accounl6b0ity Summary. Enter lhe Dste Assumption and then click on the 'Finish'
button to submit lhe bond for agency approval.

qial

E

ilrdfrl+lai'{s4Lt{1ry

E

7. The system will retum to the Manage Fidolity Bond Applications window and display the

newly created bond with e slatus of "FOR AGENCY APPROVAL'.

r

a
,:!I1!,atrirt -, qt+r.l:
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NGDCS FIDETITY BOND MANAGEMENT SYSTEM

3.2 Step6 for approval (For agency approveB):

1 . Log in to the system with the conecl credentials.
2. ln the navigatbn panelc.lid( F*lelity Bond Approval and lheh click on he APPROVE'

butlon ol the bond you wish lo tftrns€ci.
'Shows th6list of Fdolity Bonds brapploval.

@@

a

!*

3. Revbw the Personal lnformation and then click on the 'NEXT PAGE' bunon if lhe
approvalprccess should continue. Click on the'SUSPEND APPLICATION' button if
approval pro@ss should be suspended.

ria

',' ,$

G
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4. Review the Character Reference and lD information and then click on the 'NEXT PAGE'
button if the approval procass should continue. Click on the SUSPEND APPLICATION'
button if approvalprccess shouH be suspended.

ra

tE@@@

@r@

5. Review the Bond Coverags end Anount of Accountability details and then click on the
'NEXT PAGE'buttoh if lhe approvalprocess should continue. Click oh th€'SUSPEND
APPLICATION' button if approvalprocess should be suspended,

a

s
)

t
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NGDCS.FIDELITY BOND MANAGEMENT SYSTEM

6. Review the Agency and Placement of Assillnment details togEther with the
Accountability Summary and theh dic* on he 'NEXT PAGE' buttoh if the approval
process should continue. Click on Ore 'SUSPEND APPLICATION' button if approval
process shouh be suspended.

a

:i
a.
I

:

;
i:
il

7. Click 'Approve button' on the last page and then click the 'Approve' button in the popup

a

E
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8. 'Optional The Agency Approler can pay online lhe fidolity bond via linkbiz portal

9. Th€ applic€lion will be sent to the P/DO Ljser for processing.

3.3 Stop! for lpproval rnd plymcnt (For P/DO U6ers):

'l . Log in to the system with the coned credentials.
2. ln the navio6tion panel click 'Manage ATAP' and choose 'Create ATAP'
3. Fill up the form with the necessary information.

,.,lEr r.Fq-!i!t ,il.-

EI
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NGDCS.FIDELITY BOND MANAGEMENT SYSTEM

4. To s€e the fidelity bond droose the righl ag€ncy also the oper8ting unit of the agency
user who created the bond and aner all cftck 'Save button' to finish creating ATAP.

On@ the bond application has been paid:

1 . ln the navagation panel click 'Fidelity Bond Approval' and then cllck 'Tag as Paid' button

;.:

@E

@C

EC

ETE
'I
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NGDCS.FIDELITY BOND MANAGEMENT SYSTEM

2. Review the Personal lnformalion, Character Reference and lD information, Bond
Coverage and Anount of Accountability details, Agency and Plac€menl of Assignment
details together with the Accountabrlity Summary. Click on lhe'TAG AS PAID'button lor
to mark lhe bond application as paid.

E
:l

{

I
..

..

a

To confiin the bond applicalion:
1 . ln thc navitation panel, click 'Manage Confirmation' and then chck 'PREPARE LETTER

OF CONFlRMAT|ON button.
2. CIid SUBMIT FOR P/DO APPROVAL' butlon.

E
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3. The P/DO Approver will now revi€w and process the applic€tion

3.4 Steps for conflmltlon (For PrOO ApproveElr

'1. Log in to the system with the conecl credentials.
2. ln the navigalbn panel, click 'Manag6 Confirmation' and then click 'FOR P/DO CHIEF

APPROVAL' (orahge) button.
3. Click on lhe 'APPROVE' button in the popup window.

Once confirne<!, lhe Fidelily Bonct will now be activeled and lhe user will be notifud.

I

3.5 Sieps for Crratlon ofthe Conflrmatlon Lettor (For P/DO U6era):

1 . Once the bond application has beon activated, log in the system as P/DO user to create

Confrmation Lettor.
2. h lhe naviraton pgnel click'Print Confrmation'and then dick'CREATE

CONFIRMATION LETTER' (blue) bunoh.
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3. lnput thE coned details, organization type, agency, and operating unit lo s,ee the new
activated bond application and lhen click on the'Savo' (orahge) button.

E

/r. The CONFIRMATION LETTER is generated and is now ready for printing or
downloading.

{m ",{Edmer'

l*k#'-_-:j-L.1.-
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4.0 Applying ol a Ronewal Fidolity Bond

The application for a Renewal Filelity Bond requires an agency user account (NGA, GOCC,
LGU),

4.1 StoP3 for application (For agoncy uaora)i

1. Log in to the system with the conect credentials.
2. ln thg Navigation panelclic* Manage Fidolity Bond and click "Cancellatioh button' in

status column
3. Choose in the Choices lhqease of Accountabilty.... Or to b6 specmc the reason [or

renewalchoose Others (wilh cledil) and indicate the reason.
4. The system will show the old details in the third page ciange some amount

acrDuntability and proceed to finish the renewal fidelity bond .

5. The RenewalFidelity Bond willgoing to Ag€ncy Approver

4.2 Stlpr tor epproval (For aggncy appravgrt):

1. Log in lo lhe syslem with t]e conect credentbls.
2. ln the navigation panel c.lick'Fidolity Bond Approval'link.

'Shows th€ list of Fidelity Bonds for approval.
'Show8 the APPN, Name of Crfficial, D6te Accomp, Type, Bond, Premium, Validity Period, Slatus,
end Aclion

3. To view lhe RenewalFidelity Bond Application Form, click th6 eye icon with labelGF -57
(green) button under'Status label'.
ryiews all infoflnalion in he useis apdication lorn.

4. Click'Approve button'on the hst page, click the'Approve Application' button.
5. 'Optional The Agency Approver can pay online lhe fidelity bond via linkbiz portal

6. Tho applilation will be sent to the P/DO Approverruser for processing.

4.3 StapE ror appmv.l.nd payrnent (For PIDO Ure,E):

1 . Log in to the system with the corIecl crcdenti8ls
2. ln the navigation tab, click'Manage ATAP'and choose'Create ATAP'

3. Fill up the form with the necessary information and click 'Save'.

4. To see the fidelity bond choose the right agencl slso the opeiating unit of the agency

user who created the bond and after ail click 'Save button' to fnish creating ATAP.

On@ the bond applicalbn has been paid:

1 . ln th€ navigation tab click Fidelity Bond Approval'
2. Click'Tag as Paid', then the'Next Page' button.
3. Revbw all the inlormation of the bond applic€tion.
4. Choose 'Tag as Paid'-
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5. The bond application is now tagged as paid

To @ofim the bond applbaton:
1. ln the navigation tab, click'Manage Confirmation'.
2. Type the identty in the seardr bor and look for tle applic€tion.
3. Click'Prepare Lotter of Confimation'.
4. Click 'Submit for P/DO Approval'.
5. The P,/DO Approver vrill now review and process the applbation

,t.il Stgps lor confirmation (For P/OO Approvo.B):

1. Log in to the system wilh the corecl credentials.
2. ln the navttaton tab, clid('Manage Confirmation'.

'vi6rvs the bllowing Applicelion Number, Nam6 of Official, Org6niz6tion, Dete and Stetus for
each applic€tion

3. Click 'FOR P/DO CHIEF APPROVAL' (olEngo) button.
4. Choose 'Approve".

One confrined, the Fidehty Bond wi now be activated and lhe u*r will be nolilied

4.5 Steps for Creato Conflmation Lotter (For P/DO Ure]s):

1 . Once the renewsl bond applic€tion actvabd need to loo in lhe syslem in P/DO user to
create Confi rmation Letter

2. ln the navigation lab click Print Conlirmation' link.
'Shows th6 list of created confrmation letter.

3. Click'Create Confirmation Letter' (blue) button,
4. lnput the conect details also select conect organization type, agencf and operaling unit

to see the renewal aclivated bond applications
5. Cli:k 'Save' (orange) bunon

5.0 Applylng of. Cancol Fidolity Bond

The applhation fora CancelFirelity Bond requires an agency user account (NGA, GOCC,
LGU),

5.1 Steps for application (Fo. agency ute6):

I . Log in to the system with the coned credenlials.
2. ln the Navigation click Manage Fidelity Bond and click 'Cancellation button" in status

column
3. Choose in ttre Choices Retirement Or to be specific the reason tor c€ncel choose Others

(withoul dedit) end indicate thg reason.
4. The system will show the old details in the.
5. The Cancel Fidelity Bond will going to Agency Approver
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5.2 Step3 for rpprval (For sgency applowra):
'1. Log in to the system with the conecl credentials.
2. ln the navigation tab click'Fidelity Bond Approval'link.

'Shows the hst of Fid€lity Bond 6 for approvsl.
'Shows the APPN, Neme of Oftcial, Dat€ Acaomp, Typ€, Bond, Pr6mium, Validity Pedod, Status,
and Acton.

3. Click 'Approve bu(on' m the Iast page, click the 'Approve Application' button.
4. The application will be sent to lhe P/DO Approve.ruser for processing.

5.3 Stgps ror approval ot cancol bond (For P/DO Usors):

1 . Log in to the system with the corred cred€nlials.
2. ln lhe navigation tab, click'Manage Confrrmation'.
3. Type the identjty in the search box and look for the application.
4. Click 'Prepare Letter of Confirmalion'.
5. Click 'Submit for P/DO Approval'.
6. The P/DO Appmver will now review and process the application

5.il Stops for conlirmation (For PrDO Approvgrg):

1. Log in to the system Mlh the conect credentials.
2. ln the navEalion tab, click'Manage Confrmation'-

'views the folloung Applicatjon Numb€r, Nam6 of Officiel, Organizatim, Daia and Status for
6Ach appliceton

3. Click 'FOR P/DO CHIEF APPROVAL' (orahge) button,
4- Choose 'Approve'.

One @nfimed, the Canceled Fkielity Bond wi now be activated and the uset will be nolrfied

5.5 Step6 for Crgato Conflrmation Lettcr (For PIDO UsGrs):

1 . Once the canceled bond application activated need to log in the system in P/DO User to
create confi rmaton L€tter

2. ln the navigation tab click'Priht Confirmotion' link.

'Shows th6 list of cr€at€d confrma(on lett6r.

3. Click 'Create Confirmation Letler' (blue) button.
4. lnput the conec{ details also select conect organization type. agency and oper-aling unit

to see lhe canceled activated bond applications
5. Click 'Save' (orang€) button

6.0 Print Report!
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The system hsve prinl reports of whole bohd appli.ation it can generatc in ditrerent format by
the P/DO usqr

NGDCS.FIDELITY BOND MANAGEMENT SYSTEM

6.1 Stops ior GonoEto Pdnt Report (For P/DO UseB):

1. Log in to the system wilh the conEcl credenlials.
2. ln the navigation tab click'Print Reports'link.
3. lnput all the del,ails needed choose lhe Distsir/Provincial Ofice and slso s6l6ct dete of

Period and to.
4. lt can generate the report in difierent format:

MASTERLIST of Moturing Bonds
i,IASTERLIST of Bonded A@ountable OfEcers and Emplo!,ees - Cancolled
iTASTERLIST of Bonded Accountabl€ Officers and Employees - 8y Type of
Accountability (Cash, Property, Olhers)
MASTERLIST of Bonded Accountable Offcers and Employees - By Agency Type
iIASTERLIST of Bonded Accountable Oftcers and Employees - By Organization Code
Repon of Depogited Colbctions of Fidelity Bond Premia
Repon ol Depositod Colle.iions ot Fidelity Bond Premia - By Agency

,
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