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Schools Division Superintenden

DATE: May 18, 202}l

SUBJECT: DISSEMINATION OF TREASURY CIRCULAR NO. 02-2019 dated April 25,
2019 re: REVISED OMNIBUS REGULATIONS GOVERNING THE
FIDELITY BONDING OF ACCOUNTABLE PUBLIC OFFICERS

1. Attached herewith are the Treasury Circular Neo. 02-2019 and the National Government
Collection and Modified Disbursement System (NGCDS) Fidelity Bond Management System
{(User Manual Guide).

2. Relative to this, all accountable officers shall file for online fidelity bond application
through https://ngcds treasury.gov. ph/fidelity, with username
depedaccountingmalaybala ahoo.com.ph.

3. User password shall be given to the accountable officers upon request. Request and other
queries shall be addressed to Janice M. Bautista or Cherry Faye T. Peligrino of the Accounting
Unit,

4, This memorandum shall take effect immediately.

TO BE POSTED IN THE DIVISION WEBSITE
Copy Fumished: Records Section
Accounting Unit

BB cdress: Sayre Hi-way, Purok 6, Casisang, Malaybalay City
B Telefax No.: 088-314-0094; Telephone No.: 088-813-1246

W Email Address: malaybalay.city@deped.gov.ph
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TREASURY CIRCULAR NO. 02 — 2019
April 25, 2019

TO:

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

SUBJECT:

REVISED OMNIBUS REGULATIONS GOVERNING THE FIDELITY BONDING OF

ACCOUNTABLE PUBLIC OFFICERS (SECTIONS 313 - 335 CHAPTER 15,
REVISED ADMINISTRATIVE CODE OF 1817)

1.0BASIS

This Treasury Circular is issued pursuant to Sections 313-335, Chapter 15, otherwise
known as Public Bonding Law. under the Revised Administrative Code of 1917,
Executive Order No. 449 s. 1987 (Realigning the Organization of the Bureau of the
Treasury) in relation to Government Auditing Code of the Philippines (P.D. 1445).
Chapter IX Book V of the Administrative Code of 1987 (E.O. 292), and the Local
Government Code of 1991 (RA 7160), SK Reform Act of 2015 (R.A. 10742}, Anti-Red
Tape Law (R A 948%5); Ease of Doing Business Act of 2018 (RA 11032) .

2.0PURPOSE

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 provisions of the Public Bonding Law and to address other issues
on fidehty bonding application/icanceliation,;

2. To streamline documentary requirements and re-engineer fidelity bonding
procedures in compliance to Anti-Red Tape Law (R A 9485) and in relation the
Civil Service Commission (CSC) Memorandum Circular No. 14, s. 2016, and,

3. To delegate the approval of application/canceliation of Fidelity Bond and
Confirmation Letter to the BTr District/Provincial Offices to comply with the Ease
of Doing Business Act of 2018 (RA 11032)._

3.0DEFINITION OF TERMS

The following terms, whenever used in this Circular, shall have the following meaning:
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a)

b)

c)

d)

h)

Authornized Government Depository Bank (AGDB) — shall refer to banking
institution where National Government Agencies (NGAs), Local Government
Units (LGUs), Govemment-Owned or Controlled Corporations (GOCCs), and
State Universities and Colleges (SUCs) are allowed by law to deposit
Government Funds and maintain depository accounts. or by way of exception,
a bank allowed by the Department of Finance {DOF) and the Monetary Board
to hold government deposits subject to prescribed rules and regulations as

outlined in Department of Finance Circular No. 01-2017 dated 11 May 2017, ar
its amendments or supplements,

Authority to Accept Payment {ATAP)} — shall refer to the form (Form 1. Annex
A) issued by the Bureau of the Treasury to the fidelity bond applicant for
presentation to the AGDB authorizing the receipt of payment of bond premium.

Bureau of the Treasury (BTr) — shall refer to the agency under the Department
of Finance, authorized under E.O 449 s. 1997 in relation to the Public Bonding

Law, PDNo. 1445 and E.O. 292, s 1987 to issue fidelity bond to ali accountable
public officers.

Chief Treasury Operations Officer Il (CTOO li) — shall refer to the unit head

of a BTr District/Provincial Office, including those designated as Officer-in-
Charge.

Commission on Audit (COA) — shall refer to the constitutional agency which
implements the Government Auditing Code of the Philippines (P.D. No. 1445).

Confirmation Letter (CL) — shall refer to the document (Form 2. Annex B)
issued by the BTr DO/PO to the Head of Agency, stating the name of bonded
accountable officer, amount of bond, risk number, station, and, the penod of
effectivity/canceliation of bond.

District Office {DO) — shall refer to a divisionfunit of the BTr Regional Office in
the National Capital Region.

Fidelity Bond — shall refer to a bond secured by an accountable officer from
the BTr in compliance with the Public Bonding Law and applicable requirements
to assure the Government of the Republic of the Philippines of the faithful
performance of all the duties and responsibilities imposed by law upon such
accountable officer, and the faithful accounting of ali public funds and property
coming into his/her possession, custody or control.

Government Agency (GA) or Agency — shall refer to any of the vanous units
of the Government of the Republic of the Philippines including departments.
bureaus, offices. agencies and instrumentaiities, GOCCs, LGUs whether
pertaining to the autonomous regions, the provincial. city. municipal. or
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barangay subdivisions or other forms of local governments, and SUCs or a
distinct unit therein.

j) Government Owned or Controlled Corporations (GOCC) — shall refer to an
entity organized as a stock or nonstock corporation, vested with functions
relating to public needs whether governmental or proprietary in nature, and
owned by the Government of the Republic of the Philippines directly or through
its instrumentalities either wholly or, where applicable as in the case of stock
corporations. to the extent of at least a majority of its outstanding capital stock,
including  Government  Instrumentalites  with  Corporate  Powers
{GICP)Government Corporate Entities (GCE).

k) Head of Agency - shall refer to the head of a Government Agency. For
purposes of this Circular, the Head of Agency of a National Government Agency
tncludes the unit head of a regional/provincial/division/district operating
unit/office of such National Government Agency. For LGUs, the Local Chief
Executive, such as the Regional Governor, Provincial Govermnor, City or
Municipal Mayor, and, Punong Barangay. shall be deemed the Head of Agency.

) Listof Due and Demandable Accounts Payable — Advice to Debit Account
{(LDDAP-ADA) - shall refer to an accountable form integrating the ADA, which
serves as instruction to Modified Disbursement System-Government Servicing
Banks to debit specified amount, with the LDDAP which reflects the names of
creditors/payees to be paid by the GA/Operating Units and the corresponding
amount of their unpaid claims duly certified and approved.

m) Local Government Units (LGU) — shall refer to the political subdivisions
established by or in accordance with the Constitution whether pertaining to the
autonomous regions, the provincial, city, municipal, or barangay subdivisions
or other forms of local governments.

n) National Government Collection and Disbursement System (NGCDS) -
shall refer to the electronic front-end system owned and operated by the BTr
for the processing of online appilication for Fidelity Bonding by accountabie
officers of Government Agencies.

o) Public Bonding Law (PBL) — shalt refer to Sections 313 — 338, Chapter 15,
Revised Administrative Code of 1817, or its amendments or supplements.

p) Provincial Office (PO) — shali refer to a division/unit of the BTr Regional Office
except the National Capital Region.

q) Public Funds — shall refer to funds or public monies under the possession,
custody or control of an accountable officer by virtue of his/her official
position/designation, which include public monies of every sort and other
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financial resources, such as cash, instruments representing or convertible to
money, receivable and the like, pertaining to the Government Agency.

r) Public Property — shall refer to any personal property pertaining to the
Government Agency in the possession, custody or control of an accountable
officer by virtue of his/her position/designation.

s) Public Officer — shall refer to any person who, by direct provision of the law,
popular election or appointment by competent authority, shall take part in the
performance of public functions in the Government of the Republic of the
Philippines or shall perform in said Government or in any of its branches public

duties as an employee, agent or subordinate official of any rank or ciass (Art.
203, Revised Penal Code).

t) Regional Director (RD) - refers to the unit head of the BTr Regional Office
including those acting as Officers-in-Charge.

u) State Universities or Colleges (SUC) — shall refer to a chartered public

educational institution under the supervision of Commission on Higher
Education (CHED).

v) Treasurer of the Philippines (TOP) - refers to head of the BTr and the officer
authorized to 1ssue the implementing rules and regulations on the Public
Bonding Law.

4.0 GENERAL PROVISIONS

4.1 Coverage -

4.1.1 Every officer, agent, and employee of the Government of the Repubiic
Philippines, its agencies and instrumentalities, GOCCs, and SUCs,
regardless of the status of their appointment, whenever the nature of
the duties performed by such officer, agent or employee permits or
requires the possession, custody or control of public funds or
properties for which hefshe is accountable, be deemed a bondable
officer and shall be bonded or bondable and his/her fidelity insured.

4.1.2 Every officer, agent, and employee of an LGU whose duties permit or
require possession, custody or control of local government funds and
properties, including but not limited to regional/provincial governors,
city/municipat mayors,
provincial/city/municipal/barangay/sangguniang kabataan treasurers.
punong barangays, and sangguniang kabataan chairperson,
including those employed as job order, contractual and casual
employees, shall be accountable and responsibie for said public funds
and properties for the safekeeping thereof and shall be or his/her
fidelity insured/bonded.
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4.1.3 Accountable officers discharging their duties in a foreign country.

4.1.4 Accountable officers who are secondarily accountable to a person

who is primarily accountable to public funds and properties of his/her
Government Agency.

4.1.8 Public officers designated as authorized signatories, counter of
alternate signatories in govemnment bank accounts of histher
Government Agency, issuance of checks or Authonty to Debit

Account (ADA), approval of disbursement vouchers. and, those in
custody of accountable forms.

4.1.6 Head of any Government Agency who is immediately and primarily

responsible for all government funds and property pertaining to his/her
Agency.

4.2 Accountability for Public Property - Every officer, agent and employee of a
Government Agency. who is accountable for public property shall be liable for
its money vaiue in case of improper or unauthorized use or misapplication
thereof. by himseiffnerself or any person for whose acts he/she may be
responsible. He/she shali likewise be liable for all losses. damages or
deterioration due to negligence in the keeping or use of the property, whether

or not it be. at the time of such loss, damage or deterioration. in his/her actual
custody.

4.3 Accountability for Public Funds - Every officer, agent and employee
accountable for public funds shall be liable for all losses resulting from the
unlawful deposit, use, or application thereof, and for all losses attributable to
negligence in the keeping of such funds.

4.4 Accountability for Money, Property and Accountable Forms - An
accountable officer who has accountability for money, property and accountabie

forms shall be bonded only once to cover ali accountabilities in accordance with
the Schedule of Premium Rates.

4.5 Accountability of Accountable Officers Acting on Orders of Superiors -
No accountable officer shall be relieved from accountability by reason of histher
having acted under the direction of a superior officer in paying out, applying or
disposing of public funds or property which he is accountable, uniess prior to
that act, he notified the superior officer in writing of the illegality of the payment,
application or disposition. The officer directing any illegal payment, application
or disposition of public funds or property shall be primarily liable for the loss,
damage or deterioration while the accountable officer, who fails to serve the
required notice, shall be secondarily liable.
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4.6 Extent of Liability and Condition of Bond - An accountable officer whose
fidelity is insured in the Fidelity Fund shall, from the rmoment he/she assumes
the duties of the office, is considered bonded to the government for the faithful
performance of all duties imposed upon him/her by law, and for the faithful
accounting of all public funds and properties coming into hisfher possession.
custody or control by appropriation, collection, transfer or otherwise. as well as
for the lawful payment, disbursement and expenditure or transfer of all such
public funds or properties in his/her custody, possession or under hisfher control
as accountable or responsible officer (Sec. 318, PBL). The Fidelity Fund shall
be available for the purpose of replacing defaications, shortages, unrelieved
losses in the accounts of bonded accountable officers, for the payment of fees
and costs incident to civil proceedings brought against them to recover sums
paid on their account from said Fund (Sec. 326, PBL).

4.7 Effectivity of Bond - The fidelity bond of an accountable officer whose
appiication for bond has not been contested shail be valid and effective upon
payment of bond premium for over-the-counter payments and approval of CL
for online payments The accountable officer shall submit to the BTr DO/PO a
copy of the AGDB validated deposit slip/LDDAP-ADA and ATAP as proof of

payment of bond premium. For advance payments, the effectivity shall be upon
the maturity of existing fidelity bond.

4.8 Effect of Approved Bond - An approved fidelity bond shall be non-
transferable and personal to the accountabie officer and shalt remain valid and
effective for one (1) year, two {2) years or three (3) years from the date of over-
the-counter payment or approval of CL for online payments. The fidelity bond
shall be subject to renewal, before or 30 days prior to the expiration of the
present bond coverage while the accountable officer is holding such position for
which he/she was bonded. Failure to renew shall consider such bond as
automatically cancelled and shall have no legal effect.

4.9 Registry of Bonded Accountable Officers — The BTr DO/PO shall maintain
a Registry of Bonded Accountable Officers.

4.10 Effect of Cancellation - The cancellation of the bond for any cause allowed
under this Circular before expiration date, has the effect of limiting the liability
of the Fidelity Fund to the transactions within the pertod covered up to the time
of its cancellation. The bond premium paid for the accountable officer whose
bond is cancelled shall not be transferrable and not refundable.

4.11 Effect of Separation from Office or Removal from Accountability - When
the bondable officer is separated from the service by reason of resignation or
retirement, or relieved of accountability by reason of his/her removal or transfer
to another position or government agency, the Head of Agency concerned shall
immediately request the BTr DO/PO CTQO 1l for the cancellation of the fidelity
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bond. The cancellation of the bond shall take effect on the date of separation,
relief or transfer.

5.0 AMOUNT OF BOND AND DETERMINATION OF PREMIUM

5.1 Amount of Bond - The amount of bond shall be based on the total
accountability (cash, property and accountable forms) of the accountable officer
as determined by the Head of Agency. Provided. the individual maximum
amount of bond of each accountable officer shail not exceed Eleven Million
Pesos (P11M). However, the Head of Agency may assign to other accountable

officers the excess accountability for which a separate Fidelity Bond shall be
secured.

5.1.1 A Barangay Treasurer shall be bonded in an amount of accountability
to be determined by the Sangguniang Barangay: Provided, that the
maximum amount of bond shali not exceed P10,000.00 as authorized
by R A 7160 or at an amount which may or hereinafter be prescribed
by any other law, premium for which shall be paid by the Barangay
(Section 385(d). R.A 7160).

5.1.2 A Barangay Treasurer who is designated as Specia! Collecting and/for
Speciatl Disbursing Officer of public funds from other sources (e.g.
KALAHI-CIDSS and other special projects) shall be bonded
separately based on the amount of such accountability.

5.2 Authority to Fix Schedule of Premium - The TOP with the approval of the
Secretary of Finance shall fix and, from time to time. review the uniform rate of

the bond premium chargeable for insurance under the Public Bonding Law and
this Circular.

5.3 Rate of Premium - The rate of premium of the fidelity bond is equal to One
and One Half Percent (1.5%) of the amount of bond but shall not be less than
One Hundred Fifty Pesos (P150.00). The Revised Schedule of Premium Rates
{Annex 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

6.1 Primary Liability - The head of any government agency at all levels, whether
national, corporate or iocal is primarily responsible and accountabie for all
government funds and property pertaining to his/her agency.

6.2 Duty to Notify - The head of any government agency at all levels shall, upon
appointment or lawful accession by any accountable officer to a bondable
position or office pertaining to their respective junsdiction, or separation
therefrom of any such accountabie officer, notify in writing the TOP through the
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BTr DO/PO having jurisdiction over the agency/office/GOCC/LGU/SUC within
five (5} days from such appointment, lawful accession or separation and to
submit the required application for bond or cancellation thereof, as applicable.

6.3 Preferential Attention - The immediate performance of the above duty shall
receive preferential attention of such head of departments. bureaus and offices

of the NG including GOCCs, SUCs, heads of LGUs, provincial and local
treasurers and other officials concerned.

6.4 Effect of Failure to Notify - Failure on the part of the Head of Agency to make
the required notification to the TOP through the concerned DO/PQ shall render
him/her primarily hable to any such loss or damage to public funds or properties
their respective agency, province, city or municipality, barangay, as the case
may be, may incur on account of such failure.

7.0 PROCEDURE FOR APPLICATION, RENEWAL AND CANCELLATION OF
BOND

7.1 Procedure for Application and Renewal

7.1.1 The applicant shall accomplish and submit online the Fidelity Bond
Application Form (Form 3. Annex D) in the NGCDS Fidelity Bond
Module Two (2) copies shall be printed, subscribed and sworn to before
any officer authorized to administer oath, attaching therewith two (2)
passport size identtfication pictures taken within the iast three (3)
months prior to the date of application for submission to BTr PO/DO.

The Fidelity Bond Application Form shall be accompanied by the
following:

7.1.1.1 List of Bonded Accountable Officer/s, to be generated from
NGCDS Fidelity Bond Module, certified by the agency officer in
charge of Administrative and/or Finance Department, Service,
Division or unit (Form 4. Annex E).

7.1.14.2 If an administrative or criminal case is still pending. copies of
pertinent pleadings, orders and resolutions filed or issued by the
disputing parties, prosecutor or investigatory offices and judicial
bodies and all legal documents and orders relative to the said
case together with an AffidavittUndertaking setting forth the
foliowing that:

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

b) the case does or does not involve the misappropriation
andfor malversation of public funds andfor misuse of
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public properties and other charges relative to public
funds, properties and accountable forms:

¢) the applicant shall furnish the DO/PO of the final decision
or any appeal taken therefrom that may have occurred
after the application of the bond and during the time that
the bond 1S effective, and,

d) the applicant understands that histher application is
subject to thorough evaluation and legal review by B1r —
Legal Service, for a maximum period of fifteen (15) days
upon submission of complete documents, before a

Confirmation Letter may be approved and issued by the
CTOO 11

For LGU applicants who are not included in the List of LGU
Incumbent Officials with BTr DO/PO. a Certificate of
Incumbency shall be secured from DILG Office in their
respective Regions.

7.1.2 The Fidelity Bond Application Form, together with required supporting
documents. shall be filed with the BTr DO/PO having jurisdiction over
the agency. The BTr DO/PO CTQO |i or his/her representative shall
verify, ascertain, and. determine the following if the:

7.1.21

7.1.2.2

7.1.2.3

7.1.24

Fidelity Bond Application Form have been properly
accomplished and in order;

required supporting documents are complete and in order,

name of the applicant appears on the list of bondable public
officers submitted by the agency, and,

Head of the Agency certifies that the applicant is a safe and
conservative risk in accordance with Sec 320 of the PBL.

7.1.3 In case of non-compliance with Sec. 7.1.2 (tems. 7.1.2.1-7.1.2.4), the
CTOO !l shall return ta the applicant the Fidelity Bond Application Form
and its supporting documents for necessary corection/s andfor
compliance. The CTOO I} or histher representative may require
additional documents to support the application of an accountable
officer that the CTQO Il or his/her representative may deem necessary
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for its verification and evailuation. This may include but not limited to
certification/s from other government or private agencies, offices or
courts of law. In case the applicant is determined to be an unsafe risk,

the CTQO il or histher representative shall folow the procedures under
Sec. 7.1.6.

The CTOO |l or hisher representative shall issue the ATAP when

Fidelity Bond Application Form and supporting documents are found
complete and in order.

7.1.4 If the applicant opts to pay the Fidelity Bond premium through electronic
payment system (e.g. LBP Linkbiz), he/she shall submit the required
documents under Sec. 7.1.1 (ltems 7.1.1.1-7.1.1.3) together with the
printed proof of payment for issuance of CL.

7.1.5 if the applicant opts to pay Fidelity Bond premium through cash, check
or LODAP-ADA, he/she shall proceed to the nearest AGDBs for
payment. Check payment for bond premium shail be for the account of
the TOP. The CTOO 1l or histher representative shall not, for any
reason, receive payment of the bond premium. Violation herecf shall
subject the CTOO It or histher representative to appropriate sanctions
as for grave misconduct defined and penalized under the Revised
Uniform Rules in Administrative Cases in the Civil Service in relation to
Rule XIV, Omnibus Rule of Implementing Book V of E 0. 292, s 1987

7.1.5.1 The applicant shall submit and present to the concerned CTOO
Il or his/her representative a copy of the validated deposit slip
and ATAP as proof of payment of the bond premium.

7.4.5.2 The CTOO Ul shall approve alt bond application upon proof of
comphiance under Sec. 7.1. CL shall be immediately released
only upon proof of compliance under Sec. 7.1.6. Disapprovat of
bond appiication shall follow the procedures under Sec. 7.1.7
and contested bond application under Sec, 7.1.8.

71.1.8 Unsafe Risk - The concerned CTQO | or his/her representative shall
evaluate the bond application to determine if the appiicant is a safe and
conservative risk in accordance with Sec. 320 of the PBL based on the
certification of the Head of the Agency. When the CTOOQ I or histher
representative have the basis to prove that the applicant is an unsafe

risk owing to character, association, or habits, the following procedures
shall be followed:
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The CTOO il or histher representative shall submit the bond
appiication to the RD with histher recommendation for
disapproval stating the basis thereof When the
racommendation of the CTOO {l or his/her representative is
affirmed by the RD. or the RD has reasons and basis to
disapprove a favorable recommendation made by the CTOO Il
or his/her representative, the latter shall communicate the
disapproval in writing to the Head of Agency of the applicant
stating therein the factual and legal basis for such disapproval:

The disapproval/decision of the RD maybe appealed by the
concerned Head of Agency by filing a letter of appeal with the
TOP within fiteen (15) days from the receipt of such
disapproval/decision. The letter of appeal shall state clearly and
distinctively the grounds and arguments of the appeal. A copy
of the assailed written action/decision and disapproved bond
application and its supporting documents shall be attached to
the letter of appeal. The letter of appeal shall likewise be
accompanied by a postal money order or MDS check in the
amount of One Thousand Pesos (P1,000.00) as appeal fee
payable to the TOP,

Within five (5) days from receipt of the letter of appeal and
appeal tee, the TOP shall require the CTOQO 1l or hisiher
repraesentative through the RD to elevate the entire records
relating the disapproved bond application. The TOP shall have
fifteen (15) days from receipt of the records from the DO/PQ to
resolve the appeal. and,

The decision of the TOP shall be final and executory and not
appealable.

7.1.7 Applicant with Pending Case/s ~ The CTOQO H or his/her
representative may, prior to affirming a disapproved application or
approval of any CL may forward and recommend an application of
accountable officer with pending case/s and all the documents
supporting thereto to the BTr Legal Service for further evaluation and

71.8

advise.

Contested Application — The application for Fidelity Bond by an
accountable officer, may be contested by any person with interest to the
said application within thirty (30) days after the approval and issuance
of CL. for any of the following reasons:

1SO 9001 2015 Quaility Managemen! System
Certificate No. AJAY7-0071

Ayuntamiento Buiiding, Cabildo Street corner A. Sonanc Avenue, Intramuzog, 1002 Mamla

Trunkine {+632} 663-2287 URL
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7.1.8.1 Accountable officer does not lawfully hold the said
posittonflawfully designated as such:

7.1.8.2 Existence of a pending case not declared by the applicant or the
failure of the applicant or any officer to properly declare a

pending case involving public funds, property and accountable
forms; and,

7.1.8.3 Any valid and legal reasons which shall render the accountable
officer an unsafe risk and of questionable integrity to hold pubiic
funds, properties or accountable forms, which shall be
supported by proper documents.

The person contesting the application should inform the DO/PO
concerned through a formal letter addressed to the CTQO |l
citing the reasons and attaching all supporting documents The
CTOO 1l shall forward the contested application to LS for
evaluation through the RD. The LS shail make recommendation
to the TOP through the DTOP which has jurisdiction over
Regional operations.

Any contests not made after the prescribed period may not be
entertained by the DO/PO concerned.

7.2 Increase in Accountability — Any increase in the amount of accountability,

resuiting to an increase in the amount of bond shall be subject to increase in
premium.

7.21 The applicant shall foliow procedure 7.1.1 indicating the new amount
of accountability in the Fidelity Bond Application Form;

71.2.2 The amount of bond premium shall be compuied based on the
increased amount of bond. The bond shall take effect upon approval
of the CL of the new bond application; and,

7.2.3 The CTOQ il concemed shall cancel the previously assigned risk
number.

7.3 Cancellation -

7.3.1 The Head of Agency or authorized representative shali immediately
submit a written request for bond cancellation to the concerned BTr
DO/PO CTOO |l involving accountable officers who are no longer
accountable by reason of retirement, separation from the service,

150 9001:2045 Guality Management System
Certificate No AJAT7-0071
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8.0

8.1

82

8.3

8.4

8.5

promotion. transfer, suspension from office or for any other cause
rendering them not bondable to their present position. The Head of
Agency or authorized representative requesting for cancellation of the
bond shall accomplish and submit online the Fidelity Bond Application
Form in the NGCDS Fidelity Bond Module. Two {2) copies shail be
printed, subscribed and sworn to before any officer authorized to
administer oath, for submission to BTr POs/DOs.

7.3.2 The CTOO Hl shall approve the request for bond canceliation and issue
the corresponding CL.

ADJUDICATION AND PAYMENT OF CLAIM AGAINST THE FIDELITY FUND

Application for Relief from Accountability - When loss of public funds or
property occurs while they are in transit or the 10ss is caused by fire, theft, or
other casually or force majeure, the accountable officer therefore having
possession, custody or control thereof shall immediately notify the COA or the
agency auditor concemed, and within thirty (30) days or such longer period
as the COA may in the particular case allow, shall present this application for
relief with the available supporting evidence.

Effect of Relief from Accountability by COA - The relief from accountabrlity
of the accountable public officer granted by the COA shall relieve the agency
from responsibility for the loss, damage to public funds or property.

Fidelity Fund; When Liable — when no relief of accountability is granted by
COA, the agency concerned may file claim for reimbursement from the

Fidelty Fund to the extent of the approved bond covered or amount of loss
whichever is lower.

Claims — Any and all claims against the Fidelity Fund shall be filed as a money
claim with COA, with copy to BTr together with the evidence relating thereto.

Claims approved by the COA shall constitute a legal claim against the Fidelity
Fund.

Requirements for Payment of Adjudicated Claim — The agency shali file a
claim for payment from the Fidelity Fund with the BTr, attaching therewith the
favorable findings of COA. The BTr shall process the claim in accordance with
existing budgeting, accounting & auditing rules and regulations.

150 9001 2015 Quality Management System
Certficate No AJA17-0071
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8.5.1 In case of defaication, shortages and unrelieved losses on the account
of bonded pubiic officer, the ciaim shali be supported by the following
documents: and,

8.5.1.1 Agency and COA findings and recommendation on the
defalcation, shortages and unrelieved accountability; and,

8.5.1.2 Other document/s which may be required by the BTr.

8.5.2 In case of proven shortages and defalcation, the accountable officer
responsible thereto should be removed or relieved of hisfher duties
without prejudice 10 civil, criminal or administrative cases o be
charged; and,

8.5.3 Only approved claims shall be paid from the Fidelity Fund.
9.0 PENAL CLAUSE

Unjustified failure of an accountable public officer to comply with the
requirements to apply the Fidelity Bond pursuant to this circular and the PBL
shall subject the responsible officiallemployee to applicable criminal, and/or
administrative liability under the Revised Penal Code and PD No. 1445,

10.0 REPEALING CLAUSE

All circulars, orders and/or memoranda inconsistent herewith are hereby
repeaied and/or modified accordingly.

11.0 EFFECTIVITY
This Circular shall take effect immediately.

ROSALIA V. DE LEON
Treasurer of the Philippines

G1a0 o

ISO 9001:2015 Quality Manapement System
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Form 1: Annex A
Republic of the Philippines

Department of Finance
BUREAU OF TREASURY - A5514
Office of the District/Chief Tresury Operations Officer It
DISTRICT |
Address

To: THE MANAGER ATAP NO.

AUTHORITY TOACCEPT PAYMENT
FOR DEPOSIT TO SAVINGS ACCOUNT OF THE TREASURER OF THE PHILIPPINES
PAYING AGENCY AREA CODE
PAYING AGENCY CODE DATE PREPARED

ADDRESS BILLNQ. (YR-MONTH-NUMBER)

COMPUTATION OF FIDELITY BOND PREMIUM DUE
FUND | TRANSACTION AMOUNT OF BOND

CODE CODE {at 1.5% per annum / P 150.00)
152 663 o P

AMOUNT

TOTAL AMOUNT PAYABLE| ®
PRPEPARED BY: APPROVED BY:

FRANCIS KEVIN D. GARCIA LOURDES S. TATING
Treasury Operations Offier 11 Officer-in-Charge, District |
Signature over Signature aver
Printed Name and Position Printed Name and Position
FOR BANK'S USE ONLY

DETAILS OF PAYMENT

PARTICULARS DRAWEE BANK/NUMBER
CASH P
CHECK
TOTAL PAYMENT RECEIVED p

BANK MACHINE VALIDATION OF AMOUNT AND DATE




Rapublic of the Philippines

Department of Finance

BUREAU OF THE TREASURY
—_ Ngtional Capftol Region

AGENCY CODE:

St

Regional OMce

Form 2: Annex B

Tranamittal No.

Crate

CONFIRMATION LETTER

This is to infonm you that the raquest for bonding and/or cancellation of bonds of the following accountabla officials
and employees of your Office / Agency has been approved and duly entered in the Registry of Bonded Public

Officers mainiained by DISTRICT | of $us Bureau.
{DwenctFrrem. apd Mt
Name angd Bosition of Station Rizk No. Approved "ENoctve Date 1

Bonded Public Officers

Amount of BOND | Bonding [Cancallation

The coverage of approved bond s one yaar from date of issue to be renewed on or before the annivesary date

olherwisae bond is autnmatically cancaellad.

Please notify this Office it thare are changes in accountable officers or smount of accountabiity within the effective

penod of the bond,

Very truly yours,

ROSALIAV. DE LEON
Treasurer of 1he Phibppines

8y

LOURDES S. TATING
Officer-In-Charge . District |

e

COA Rasidant Audilor



REVISED SCHEDULE OF PREMIUM RATES

| CASH ACCOUNTABLITY

Annex C

MINIMUM CASH MAXIMUM CASH
ACCOUNTABILITY ACCOUNTABILITY AMOUNT OF BOND BOND PREMIUM
75% of their Total Cash Bond Premium shall
5,001.00 9,000.00 Accountability not be less than P150
$,004.00 12,000.00 9,000.00 150.00
12,004.00 15,000.00 11,250.00 188.75
15,001.00 18,000.00 13,500.00 202.50
18,001.00 21,000.00 18,750.00 251.25
21,001.00 25,000.00 18,900.00 283.50
25,001.00 30,000.00 22 500.00 337.5¢
30,001.00 35,000.00 26,250.00 393.76
35,001.00 40,000.00 30,000.00 #450.00
40.001.00 50,000.00 37.500.00 5682.50
50.001.00 §0,000.00 45 000.00 875.00
80,001.00 80,000.00 60,000.00 900.00
80,001.00 100.000.00 75,000.00 1,125.00
100,001.00 250,000.00 100,000.00 1,500.00
250,001.00 500,000.00 225.000.00 3,375.00
500,001.00 750,000.00 350,250.00 5,253.75
750,001.00 1,000,000.00 500,000.00 7,500.00
1,000,001.00 2,500.000.00 750,000.00 41,250.00
2,500,001.00 5,000,000.00 4,500,000.00 22,500.00
5,000,001.00 25 000 000.00 3,500,000.00 52.500.00
25,000,001.00 75,000,000.00 4,000,000.00 80,000.00
75,000,001.00 100,000,000.00 5,000,000.00 75,000.00
100,000,001.00 500,000,000.00 8.000.000.00 120,000.00
500.000,001.00 1,000,600,000.00 41,000,000.00 'ieslooo.oe
Il PROPERTY ACCOUNTABLITY

1. Property, Plant & Equipment (Net Book Value)

2. Inventones (per GAAM)

Hl FOR ACCOUNTABLE FORMS

a) intermal Revenue Stamp

c) Official Receipt

N
b} Pastage and olher Slandard Slamped Stock JL

d) Other Accountat:le Forms and Valuables

30% of their Tolal Value L
50% of heir Total Valua

10% of their Tolal Vaiue
Value Rounded Off
to the nearest hundred

Value
TN
d oti 1o

the

% 1.5% = Premium
x 1.5% = Premium

% 1.5% = Premium



REPUBLIC OF THE FHILIPFINES
RAGAWARAN NG PARANALAPT

(BUREAU OF THE TREASURY)

KAWANIHAN NG INGATANG-YAMAN

Form 3: Annex D

Fidelity Bond Application Form
{Ravision No. zxx Date xxxzw)

he socomphuhad by BTr Officert

REQUEST FOR APPLICATION FOR BONDING AND/OR CANCELLATIOR OF
FIDELITY BOND OF ACCOUNTABLE PUBLIC OFFICER

METRUCTIONS: | ACCONPLISH THES FORM CORRECTLY IMARK APRROPRIATE BOXES L JWITH CHECK "V "
2. PRINT ENTRIES LEGIBLY N CAPITAL LETTERS
TYPE OF [ ] wew E RENEWAL CANCELLATION, pisase prosees OLD RISK NUMBER.
LARPLICATION: .
o ftem Nog 24-32 For Rerewsl
1. NANE
Surmame Gran Name Nama Ext fe.g. I Thogie Name
2. ADDRESS

|3 DATE OF BIRTH (maiddivyyy)

4, PLACE OF BIRTH

22D PO D

Is. sex [7.CIVN. STATUS i3, CONTACT NUMBER
D MALE D FEMALE EINGLE C] WIDOWED
16 T

D MARRIED Q SEPARATED

@. EMAJL ADDRESS

10. MONTHLY INCOME (Safaries, afowances. business income and the like)

11. ESTIMATED MONTHLY EXPENSES

[Jres wo

! s, geve delalis:

12, Have you sver bean separated from the servica in any of the following modes: resignation, retirament, droppad from tha rolls, dismissal,
[tarmination, end of term, finished contract er phased owt {abolition) in the public or private sector?

[ ves T Ino

¥ yas give oolails

13. a, Have you sver besn found guitty of any administrativa offanse?

L} ves

b, Hava you aver bean found guilty of criminal case before any court?

[Tine

¥ yes, giva datails.
Case Nois,
Date Filad:

Status of Casels:

14. CHARACTER REFERENCE ‘indniduai imust not be related up 1o the fourth degrew by consanguindy or affiny 1o applicant)

NAME

ADDRESS

CONTACT NUMBER

against ma.

Governmant Issued 1D
\DfLicense P asspont Number
DatePlace of issue

15. 1 declare that the answer to the foregoing questions are true to the best of my knowledge and belief. | fully understand that any
misrepresentetion made in this appkcation and supporting docurmenis shalt cause the filing of administrative/criminal case(s)

Srgnatyne over Prirted Mame Data Accomphshied

18,
10 as indicatec above,

Dier;. Na.
Pagye No.
Book Mo,
Senes of

SURSCRIBED AND SWORN 10 cefore me thes

___. #Mart extubiting Fs/her validly issued Goverrmer |

Tignatirg of Omcer/Person Adminislaring
Crath

Page ¥ of 2




[17. AMDUNT OF ACCOUNTABRITY

ANMOUNT OF
ACCOUNTABRITY

16. NANE OF OFFICE OR AGENCY

(a) Public Funds

19. ADDRESS OF OFFICE OR AGENCY

TOTAL AMCUNT

{1} As Coliecting Otficer P
{2} As Disbursing Officer
{3} As S:gning Officer Moricgaity/ ity Province
14} ivesimant Officer {GS Investments) 20, STATHONOMISION {Place of assignmemnt)
{b) Publlc Property 21. TITLE OF FOBITION OR DESIGNATION
{1} Inveniones (per GAAM} F
12} Propenty, Plant & Equipmant (Net Book Vakej
w P
22. DATE OF DESIGNATION OR ASSUMPTION OF
IACCOUNTABILITY
{t} Forms and other valuabiss
{1} Iniernat Ravenue Stamps P Vipar bant Day
(2} Postaga and ather Stamped Stock
{3} Ofticial Race:pt 23, BOND PERIOD COVERAGE
4} Othars Forms and vaiuatles
D Ona {1) yaar
e D Two (2) years

24, OFFICE OR AGENCY AND STATICN

Three {3) years

25, NAME OF OFFICERS 10 BE RELIEVED

26, PRESENT POSITION OR DESIGNATION

Surname (hvan Name Mg Nama
27. AMOUNT OF BOND 28. RiSK NUMBER AND EFFECTIVITY DATE
28, BATE OF RELIEF 30, CAUSE OF RELIEF
Yogr Morth Day

31. THIS IS TO CERTIFY THAT, as Head of Agency of

. b verified the truthfulness of

D Applicatiom o Bunding
[ vew
[[1 Renewal

E:] Cancellstion of Borwd

of the abave accountable pubkc officer,

32, AMOUNT OF BOND RECOMMENDED

the answers o the yuestions contained on the face of this form and found them correct insofar as can be ascertained and that the
apphcant is a safe and conservative risk. Hence. the undersigned is recommending approval and authorizing the request for

Signaiura over Printed Nama of Head of the AgencyDate
Accompiished

e

33. AMOUNT OF BOND PREMILUM PAYABLE

This 15 10 cartity that | have carefully evaiuated the request for
of Fidelity Bond of the above-menticned accountable public officer

Namp & Signatore of BTr Offcer

Wage 7 of 2

[:| APPLICATION D Renewal | Jeanceriation

DATE




Form &: Annen E

(AGENCY LEYTERHEAD)

LIST OF BONDED ACCOUNTABLE PUBLIC OFFICER/S

IYPE OF APPLICAT PREVIOUS YEAR'S DATA PREFERRED
ILhech S e o mom._w.Wz)qu EFFECTIVITY DATE _ 8K RO . BOND REMARKS Wi [~ 00! PESDING
NAME OF PLUELIC DFFICER el k) iyt o T o] : n_n“c”-”wm ADRERIE Frd TV KD LI L UASE
o A PREMILE _
WEW REN oo ¢ Fur Fo : ACCOUNTABLITY BOND -
FPrepared oy Carifed amd Approved by

Sagrature over prinbed nanw Nomw & Desigraton of Authurced Cifcel
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1.0 Revision History

March 17, 2021

Initial Version

trC

March 25, 2021

Added screenshots ta various sections

iPC
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2.0 Signoffs

Narig Orgaszaiion: Position Signature
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1.0 Introduction

The Fidelity Bond Module ensures safety and provides insurance protection for employees of
the Philippine government. It is designed to allow employees application for Fidelity Bonds
through the website (hitos /ngeds freasury gov ph/ffidelity), in which each application must first
be authorized and proceeded by the agency approver.

1.1 Getting Started

Open your web browser's address bar and type the Fidelity Bonds website
(hitps.//ngcds. treasury.qov ph/ffidelity ) then press enter.

The main homepage will open and request for user login credentials. For new users, ask the
appointed agency approver for account creation and/or credentials, this process will be
explained in section 2.0 Account Setup.

input the correct credentials and click the Login button, this will lead to the Fidelity System.

. e L

« 2 0 & "-r?pl‘ifhgmmm{:hﬁdti‘ty

Welcoﬁme ro- the BU.ﬁEAU dF THE“
TREASURY OgLINE FIDELITY
BOND.

BT Onfine Fidelity Bond
eServices
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2.0 Account Setup

The Fidelity Bond Modute consists of multiple user levels for each organization and its

branches; the admin, the approver, and the user. Each level has its role and function to the
website and each agency.

W55 Adwrrin
Auto-BpDIOVE
Tha WSS Admin can create P/DO Adwln
also CAD approwe one o a thme PO - 10
approve POO Lssr
P/DO Adevin can create
F/OO Apprcrest and F/D0 yper P/DO Admin ® F/00) hpweesws Q /DA User
Akt Bpprove
The #/D0 Ackmin cars create Ageacies Admins.
¥t appeove one at a time HGA/SOCCAGU Appraves can
approve the NGAGOUTALGY User
Agencles Admins
{NGASGIICTAGU) NGAGOCC/LGU Approver NGAGOCCAEY User
Bt spiuowe
RGAGOCCHGU Adming can create
RGAGOUCAGY Approver wnd
HGAMGOCCILGU Utar

*Take note the LGH sdminsopnreer are o so Hust the LGU
chnlen 30 are auko

L

2.1 Account Types and Roles

2.1.1 BTr System Admin/MISS Admin

The BTr System Admin is the highest level of authority in the system that manages the account
creation and approvals of PDO accounts as well as oversees the entirety of the system itself,

This role has the ability to;
» View the list of active admins.
» Activate and deactivate P/DO admins and accounts.
» See the approval list of the newly created P/DO admins.
» Approve and reject newly created users.

BUREAU OF TREASURY &
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2.1.2 PIDO Accounts

1. P/DO Admin

) C laer L o -
Approver - RSO0 N -
o CL L Admn T .
j - NGA LGU and GOCT [

" B/DC Apprtver and User

s NGAAGUIGET
Admn, L

Creates and approves user and approver roles for P/DO, as weil as admin roles for
NGA, LGU and GOCC.

This role has the ability to:

* View the list of active agency's admins, P/DO approvers and P/DO users.
» Add new P/DO approvers and users.

« Add and approve new admins to each agency (NGA/GOCCAGU).

+ Deactivate all users in the activated accounts list.

2. PD rover
Approves user roles, confirns bond applications, and sends confirmation letters.

This role has the ability to:

» See the approval list of created P/DO users.
» Activate bond applications.

» Approve or reject created P/DO users,

3. P/DO User
Submit the bond applications for approval to the P/DO approver.
Manually creates the ATAP for bond applications, also tags them as paid. Creates and
sends the confirmation letter of activated bond applications.

BUREAWU OF TREASURY 7
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This role has the ability to:
» (enerate print report in different format like

MASTERLIST of Maturing Bonds
MASTERLIST of Bonded Accountable Officers and Employees - Cancelled

MASTERLIST of Bonded Accountable Cfficers and Employees - By Type of
Accountability (Cash, Property, Others)

MASTERLIST of Bonded Accountable Officers and Employees - By Agency Type
MASTERLIST of Bonded Accountable Officers and Employees - By Organization Code
Report of Deposited Collections of Fidelity Bond Premia

Report of Deposited Collections of Fidelity Bond Premia — By Agency

2.1.3 NGA/GOCC/LGU Accounts

1. Admin

Creates users for the appointed agency (NGA/GOCC/ALGU). Oversees the activities of
bond applications and its accounts.

This role has the abhility to;

» \View the list of active agency approvers and users.
» Add new agency admins and approvers.

s Activate Deactivate all users in the agency.

2. rover

Approves users created by Admin, approval of bond applications, and processes online
payment transactions.

This role has the ability to:

e See the approval list of the agency.
+ Approve the agency users.

= Approve Bond applications.

s Process online payment transactions

3. User
Appliesffiles for Fidelity Bond online application. The client of the system.

BUREAL OF TREASURY 8
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2.2 Account Creation

To begin the process of creating accounts and roles for each agency, please do the following

steps:

o

2 o

S

© @ NN =

P/DO Admin

. Open the Fidelity Bonds website ( hitps /ngcds treasury.qov ph/fidelity )
. Log in with the BTr System Admin credentials and the NGCDS Fidelity system will open.

Click the ‘User Management' Tab and choose ‘Manage Users'.

*This panel shows the list of active Admin Users, the BTr System admin has the ability to activate
and deactivate user accounts.

Click 'Add User’ and input ail the information needed.
Once all the information has been reviewed, proceed with ‘Create P/DQ Admin’.
The P/DO Admin will receive an email notification containing a temporary password that

can be changed on the next login.
*Password must meet password complexity pdicy

P/DO Approver and User

Open the Fidelity Bonds website ( htfps #ngcds.treasury gov. phfidelity )

Log in with the P/DO Admin credentials and the NGCDS Fidelity system will open.

Click the 'User Management' Tab and choose ‘Manage Users’.

Click ‘Add User and input all the information needed, including the type of user.

Once all the information has been reviewed, proceed with ‘Create P/DO Approvar/User'.
The created account will receive an email n otification containing a temporary password
that can be changed on the next login.

Agency Admin

Open the Fidelity Bonds website ( https.//ngeds. treasury gov. phAfidelity

Log in with the P/DO Admin credentials and the NGCDS Fidelity system will open.
Click the 'User Management’ Tab and choose ‘Manage Users',

Click ‘Add User' and input all the information needed, including the type of user.

Once all the information has been reviewed, proceed with ‘Create *Agency* Admin'.
The created account will receive an email notification containing a temporary password
that can be changed on the next login.

Agency Approver

Open the Fidelity Bonds website (hitps./ngeds.treasury.gov,ph/fideli

Log in with the Agency Admin credentials and the NGCDS Fidelity system will open.
Click the 'User Management’ Tab and choose ‘Manage Users'.

Click *Add User' and input all the information needed, including the type of user.
Once all the information has been reviewed, proceed with ‘Create *Agency” Approver’.

BUREAU OF TREASURY S
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10. The created account will receive an email notification containing a temporary password

Noeokwbh

that can be changed on the next login.

Agency User

QOpen the Fidelity Bonds website ( hfips/nqods. treasury.gov.phffidelity }

Log in with the Agency Admin credentials and the NGCDS Fidelity system will open.
Click the 'User Management' Tab and choose ‘Manage Users'.

Click 'Add User' and input all the information needed, including the type of user.

Once all the information has been reviewed, proceed with ‘Create *Agency” User’.

The agency approver will review the app lication and approve.

The created account will receive an email notification containing a temporary password
that can be changed on the next login.

3.0 Applying for a New Fidelity Bond

The application for a New Fidelity Bond requires an agency user account (NGA, GOCC, LGU).

3.1 Steps for application (For agency users):

1.
2.
3.

Log in to the system with the comect credentials.

In the Navigation panel click Manage Fidelity Bond and then click ‘New Bond” button.
Input the required Personal Information and then click on the ‘Continue’ button to
proceed to the next screen. The system will prompt for any missing or invalid entries.

| R I B

LTS TR T =L IS

Pradona: uRmat-n

B OF S 2. Mo i S S vty TR
o WERAA i3 LT

O Py

Rk B e

e, gl ¥ s B . b, WL, Bl el s e B
e T L ]

o, e ke

e ks

gt et .
DML DFERIN bl
Lt

FareTan

", (ou R L TR wazn
PeY. 3 B eer
. [T

3 B,

€ OB ngotomebgouomorde Gy deatt el LR . :

2y =l

Erdg

Py TR e Lo

BUREAWU OF TREASURY 10



-NGDCS—FFDELITY BOND MANAGEMENT SYSTEM

4. Input the Character Reference and |D information and then click on the ‘Continue’ button
to proceed to the next screen. The system will prompt for any missing or invalid entries.
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5. Input the Bond Coverage and Amount of Accountability details and then click on the
‘Continue’ button to proceed to the next screen. The system computes the total premium
based on the selected Bond Period Coverage and will prompt for any missing or invalid
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6. The system will display the Agency and Placement of Assignment details together with
the Accountability Summary. Enter the Date Assumption and then click on the ‘Finish’
button to submit the bond for agency approval.

7.
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The system will return to the Manage Fidelity Bond Applications window and display the
newly created bond with a status of “FOR AGENCY APPROVAL".
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3.2 Steps for approval (For agency approvers):

1.
2,

Log in to the system with the correct credentials.

In the navigation panel click Fideiity Bond Approval and then click on the '"APPROVE'
button of the bond you wish to transact.

*Shows the list of Fidelity Bonds for approval.
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3. Review the Personal Information and then click on the ‘NEXT PAGE’ bution if the
approval process should continue. Click on the ‘SUSPEND APPLICATION’ button if
approval process should be suspended.
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4. Review the Character Reference and ID information and then click on the ‘NEXT PAGE’
button if the approval process should continue. Click on the ‘SUSPEND APPLICATION’
button if approval process should be suspended.

Been Mevombaed sner STRTEE D 0 e

NEWAFPLICATHIN  wraenos

Tk A g
FURLFETET T ) o B e I R Ay e
— AODRENS CONTRCT MM
Y B w o5
4 e .B s . v ]
a - o . . - ]

15 tdeciare That *he anowes 6 tha {arersing guetions are trué to the best ol my knowledge and Deimsl | drdt rstanm 1hal any missan-sseatilon
mate it B Aankic ptior TN AL prting dedumens shali cause me BERg o F sdaunint e S vast (3! BEART e

LT YD -
COMPRCHT SSAED W B s - s . mmem
ot .

£ ARG WUMBER: - s

TR SR B e e

PLACE 155D o Cian tois

5. Review the Bond Coverage and Amount of Accountability details and then click on the
‘NEXT PAGE' button if the approval process should continue. Click on the 'SUSPEND
APPLICATION’ button if approval process should be suspended.
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6. Review the Agency and Placement of Assignment details together with the
Accountability Summary and then click on the ‘NEXT PAGE’ button if the approval
process should continue. Click on the ‘SUSPEND APPLICATION’ button if approval
process shouid be suspended.
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7. Click ‘Approve button’ on the |last page and then click the ‘Approve’ button in the popup
window.
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8. *Optional The Agency Approver can pay online the fidelity bond via linkbiz portal
9. The application will be sent to the P/DO User for processing.

3.3 Steps for approval and payment (For P/DO Users):

1. Log in to the system with the correct credentials.
2. In the navigation panel click ‘Manage ATAP’ and choose ‘Create ATAP'
3. Fill up the form with the necessary inform ation.
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4. To see the fidelity bond choose the right agency also the operating unit of the agency
user who created the bond and after all click 'Save button’ to finish creating ATAP.
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Once the bond application has been paid:
1. In the navigation panel click ‘Fidelity Bond Approval’ and then click ‘Tag as Paid' button.
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2. Review the Personal Information, Character Reference and ID information, Bond
Coverage and Amount of Accountability details, Agency and Placement of Assignment
details together with the Accountability Summary. Click on the 'TAG AS PAID' button for
to mark the bond application as paid.
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To confirm the bond application:
1. In the navigation panel, click ‘'Manage Confirmation’ and then click ‘PREPARE LETTER
OF CONFIRMATION' button.
2. Click 'SUBMIT FOR P/DO APPROVAL’ button.
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3. The P/DO Approver will now review and process the application.

3.4 Steps for confirmation {(For P/DO Approvers):

1. Log in to the system with the correct credentials.

2. In the navigation panel, click ‘Manage Confiration’ and then click ‘FOR P/DO CHIEF
APPROVAL’ (orange) button,

3. Click on the 'APPROVE” button in the popup window.
Once confirmed, the Fidelity Bond will now be activated and the user will be notified.
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3.5 Steps for Creation of the Confirmation Letter (For P/DO Users):

1. Once the bond application has been activated, log in the system as P/DO User to create
Confirmation Letter.

2. In the navigation panet click ‘Print Confirmation’ and then click ‘CREATE
CONFIRMATION LETTER’ (biue) button.
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3. Input the correct details, organization type, agency, and operating unit to see the new
activated bond application and then click on the ‘Save’ (orange) button.
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4. The CONFIRMATION LETTER is generated and is now ready for printing or
downioading.
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4.0 Applying of a Renewal Fidelity Bond

The application for a Renewal Fidelity Bond requires an agency user account (NGA, GOCC,

LGU).

4.1 Steps for application (For agency users):

1.
2.

3.

Log in to the system with the comrect credentials.

In the Navigation panel click Manage Fidelity Bond and click “Cancellation button” in
status column

Choose in the Choices Increase of Accountability.... Or to be specific the reascn for
renewal choose QOthers (with credit) and indicate the reason.

The system wili show the old details in the third page change some amount
accountability and proceed to finish the renewal fidelity bond .

The Renewal Fidelity Bond will going to Agency Approver

4.2 Steps for approval (For agency approvers}:

o

. Log in to the system with the correct credentials.
. In the navigation panel click 'Fidelity Bond Approval’ link.

*Shows the list of Fidelity Bonds for approval.

*Shows the APPN, Name of Official, Date Accomp, Type, Bond, Premium, Validity Period, Status,
and Action.

To view the Renewal Fidelity Bond Application Form, click the eye icon with label GF -57
(green) button under ‘Status jabel'.

*Views all information in the user’s application form.

Click ‘Approve button’ on the last page, click the ‘Approve Application’ buiton.

*Optional The Agency Approver ¢an pay oniine the fidelity bond via linkbiz portal

The application will be sent to the P/DO Approver/User for processing.

4.3 Steps for approval and payment (For P/DO Users):

pali o

BN

Log in to the system with the comect credentials.

In the navigation tab, click ‘Manage ATAP’ and choose 'Create ATAP’

Fill up the form with the necessary informaticn and click ‘Save’.

To see the fidelity bond choose the right agency also the operating unit of the agency
user who created the bond and after all click ‘Save button' to finish creating ATAP.

Once the bond application has been paid:

In the navigation tab click ‘Fidelity Bond Approval
Click ‘Tag as Paid’, then the ‘Next Page' button.
Review all the information of the bond application.
Choose ‘Tag as Paid’.
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5.

o bheN=

The bond application is now tagged as paid.

To confirm the bond application:

In the navigation tab, click ‘Manage Confirmation'.

Type the identity in the search box and look for the application.
Click ‘Prepare Letter of Confirmation’.

Click ‘Submit for P/DO Approval',

The P/DO Approver will now review and process the application.

4.4 Steps for confirmation (For P/DO Approvers):

1.

Log in to the system with the correct credentials.

2. In the pavigation tab, click ‘Manage Confirmation’.

3.
4.

*views the foliowing Application Number, Name of Official, Crganization, Date and Status for
each application

Click ‘FOR P/DO CHIEF APPROVAL' (orange) button.

Choose ‘Approve”.

Once confirmed, the Fidelity Bond will now be activated and the user will be notified.

4.5 Steps for Create Confirmation Letter (For P/DO Users):

1.

w

Once the renewal bond application activated need to log in the system in P/DQ User to
create Confirmation Letter

. In the navigation tab click ‘Print Confirmation’ link.

*Shows the list of created confirmation letter.

Click ‘Create Confirmation Letter’ (blue) button,

Input the comrect details also select correct organization type, agency and operating unit
to see the renewal activated bond applications

Click 'Save' {orange) button

5.0 Applying of a Cancel Fidelity Bond

The application for a Cancel Fidelity Bond requires an agency user account (NGA, GOCC,

LGU).

5.1 Steps for application (For agency users}):

1.

Log in to the system with the comect credentiais.

2. In the Navigation click Manage Fidelity Bond and click “Canceliation button” in status

b

column

Choose in the Choices Retirement Or to be specific the reason for cancel choose Others
(without credit) and indicate the reason.

The system will show the old details in the.

The Cancel Fidelity Bond will going to Agency Approver
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5.2 Steps for approval (For agency approvers):

1.
2.

g

Log in to the system with the correct credentials.

In the navigation tab click ‘Fidelity Bond Approval’ link.

*Shows the list of Fidelity Bond s for approval.

*Shows the APPN, Name of Official, Date Accomp, Type, Bond, Premium, Validity Period, Status,
and Action.

Click ‘Approve button’ on the last page, click the ‘Approve Application’ button.

The application will be sent to the P/DO Approver/User for processing.

5.3 Steps for approvai of cancel bond (For P/DO Users):

OOk W

Log in to the system with the correct credentials.

in the havigation tab, click ‘Manage Confirmation’.

Type the identity in the search box and look for the application.
Click ‘Prepare Letter of Confirmation’.

Ciick ‘Submit for £/DO Approval'.

The P/DO Approver will now review and process the application.

5.4 Steps for confirmation (For P/DQ Approvers):

1.
2.

3.
4.

Log in to the system with the correct credentials.

In the navigation tab, click ‘Manage Confirmation'.

*views the following Application Number, Name of Official, Organization, Date and Status for
each application

Click 'FOR P/DO CHIEF APPROVAL' {orange) button,

Choose ‘Approve”,

Once confirmed, the Canceled Fidelity Bond will now be activated and the user will be notified.

5.5 Steps for Create Confirmation Letter (For P/DO Users):

1.

w

Once the canceled bond application activated need to log in the system in P/DO User to
create Confirmation Letter

In the navigation tab click ‘Print Confirmation’ link.

*Shows the list of created confirmation letter.

Click ‘Create Confirnation Letter’ (blue) button.

Input the correct details also select correct organization type, agency and operating unit
to see the canceled activated bond applications

Click 'Save’ (orange) button

6.0 Print Reports
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The system have print reports of whole bond application it can generate in different format by
the P/DO user

6.1 Steps for Generate Print Report {For P/DO Users):

1. Log in to the system with the correct credentials.

2. In the navigation tab click 'Print Reports’ link.

3. Input all the details needed choose the District/Provincial Office and also select date of
Period and to.

4. 1t can generate the report in different format:

MASTERLIST of Maturing Bonds

MASTERLIST of Bonded Accountable Officers and Employees - Cancelied
MASTERLIST of Bonded Accountable Officers and Employees - By Type of
Accountability (Cash, Property, Others)

MASTERLIST of Bonded Accountable Officers and Employees - By Agency Type
MASTERLIST of Bonded Accountable Officers and Employees - By Organization Code
Report of Deposited Celiections of Fidelity Bond Premia

Report of Deposited Collections of Fidelity Bond Premia — By Agency
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