[image: image1.png]n e
PACIFIC
CROSS



 
	Name of Applicant: 
	     

	Pre-screened by:
	     

	Date when form was filled out:
	     


	I. GROUP/CORPORATE BUSINESS APPLICATION



	Routine Requirements
	Remote Selling
	Face-to-Face Selling
	YES
	NO
	Remarks

	1. Application Form (e.g., overage enrollees), (if applicable)

(Note: KYC/Compliance)
	Soft copy is accepted regardless of the premium amount.
	Original copy is required.
	
	
	     

	2. Employer Application Form signed by authorized signatory

(Note: KYC/Compliance)
	Soft copy is accepted regardless of the premium amount.
	Original copy is required.
	
	
	     

	3. Proposal with signature of authorized signatory (except for BCFAP)

(Note: Underwriting)
	Yes
	Original copy is required.
	
	
	     

	4. Corporate Enrollment Template signed by authorized signatory                if the application form is waived, the fillable format is provided on PCPH website.

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	5. HR Certification for contributory accounts (using company letterhead)

(Note: Underwriting)
	Yes
	Yes
	
	
	     

	6. E-mail confirmation from customer

(Note: Compliance)
	Yes
	No
	
	
	     

	7. Advisor’s Declaration

(Note: Compliance)
	Yes
	No
	
	
	     

	8. Proof of Payment/Payment Slip

(Note: Underwriting)
	Yes
	Yes
	
	
	     

	9. Underwriting Questionnaires                  (if applicable)

(Note: Underwriting)
	Yes
	Original copy is required.
	
	
	     

	10. For accounts with previous insurer: 

Preceding policy contract and certification from insurer (maximum limit, benefits, limitations and exclusions — inception date and expiry date)

(Note: Underwriting)
	Yes
	Yes
	
	
	     

	11. For accounts with previous insurer: 

Claims/Utilization report or Certificate of no claim

(Note: Underwriting)
	Yes
	Yes
	
	
	     

	12. Other supporting medical documents (e.g., laboratory results, medical certificate, etc.), (if applicable)

(Note: Underwriting)
	Yes
	Yes
	
	
	     

	13. Other supporting non-medical documents (e.g., marriage/birth certificate, etc.), (if applicable)

(Note: Compliance)
	Yes
	Yes
	
	
	     


	Know Your Customer (KYC) Requirements
	Remote Selling
	Face-to-Face Selling
	YES
	NO
	Remarks

	1. Certificate of Registration issued by:

· SEC for corporations, partnership, NGO, PEZA entities and FZ entities

· BSP for money changers/foreign exchange dealers and remittance agents

· DTI for sole proprietorship

· CDA for cooperatives

· Pertinent government agencies duly authenticated by the Philippines Consulate where entities are registered for corporations under foreign laws

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	2. Articles of Incorporation/Partnership (for corporations, partnership, NGO, PEZA/FZ entities)

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	3. Latest General Information Sheet  (for corporations)

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	4. Secretary’s Certificate designating its authorized signatory and declaring solvency (format provided on PCPH website), (for corporations, partnerships, NGO, PEZA entities)

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	5. Proof of authority of the signatory to sign on behalf of the entity (for sole proprietorships or  cooperatives)

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	6. Photocopy of valid ID with signature of corporate secretary and authorized signatory (The agent should declare that the original copy has been seen.)

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	7. For VAT Exempt or zero rated:

· VAT Exemption Certificate and/or Board of Investments Certificate and BIR Certificate of Registration Form 2303
· Certification that it does not have any branch outside the FZ (for FZ entities)

· VAT exemption certificate with the BIR International Tax Affairs Division (for Embassies)

(Note: Finance)
	Yes
	Yes
	
	
	     

	8. Latest PEZA certificate (submitted on yearly basis for PEZA entities)

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	9. SBMA/Clark Certification for FZ entities

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	10. Certificate of Non-Registration issued by SEC (for corporations under foreign laws)

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	11. Charter document (for Government Agencies and Local Governments)

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	12. Resolution duly certified by the managing body (for Government Agencies and Local Governments)

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	13. Proof of authority of the signatory if he is not Procurement Head, Head of the Agency or Head of the Local Government to sign in behalf of the entity. Proof could be either a notarized appointment letter, SPA or any similar document (for Government Agencies and Local Governments)

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	14. Letter credence for their representative stating the Consul assigned in the Embassy (for Embassies)

(Note: KYC/Compliance)
	Yes
	Yes
	
	
	     

	15. KYC Requirements for Employees (for less than 30)

· Filipinos (Latest BIR 1604/Alphalist or PhilHealth Members data form or SSS)

· Foreign Nationals (Alien Employment Permit or Photocopy of ACR I-card)

(Note: KYC/Compliance/Fraud)
	Yes
	Yes
	
	
	     

	16. Company certification for discrepancies (in case of discrepancy from the submitted list vs. BIR Alphalist, PhilHealth or SSS)

(Note: Underwriting)
	Yes
	Yes
	
	
	     


	II. PRE-SCREENING CONFIRMATION/CLARIFICATION
If answer is NO, please indicate details in the remarks section.


	Section
	Application Form
	YES
	NO
	Remarks

	1. General Details
	a. The application form is correctly used. 

(e.g., Blue Royale Application Form was used for Blue Royale Plan/Proposal)
	
	
	     

	2. 
	b. The new business or renewal application is within 45 days from the date of application.
	
	
	     

	3. 
	c. The application form has complete pages.
	
	
	     


	4. 
	d. The changes or corrections are dated and countersigned by the applicant.
	
	
	     

	5. Details of Personal Information
	a. The height and weight of the applicant are indicated.
	
	
	     

	6. 
	b. The gender and civil status of the applicant are indicated.
	
	
	     

	7. 
	c. The date of birth stated in the application form matches the date of birth from the submitted valid ID.
	
	
	     

	8. 
	d. If employed, the applicant's occupation and nature of work are indicated.
	
	
	     

	9. 
	e. The business or employer's name is stated in the form.
	
	
	     

	10. Beneficiary Designation
	The beneficiary details including ID information are completed.
	
	
	     

	11. Contact Information
	a. Contact information (e.g., complete address, contact number, and e-mail address indicated) are indicated in the form.
	
	
	     

	12. 
	b. The applicant's address is in the Philippines.
	
	
	     

	13. Medical Questionnaire


	a. If answers to Questions 1 to 10 are YES, are the details to "YES" answers indicated in the questionnaire?
	
	
	     

	14. 
	b. If the answer to Question 10 is YES, are additional pages included and signed by the applicant?
	
	
	     

	15. Signatures
	a. The application form is signed by the principal and all legal age dependents.
	
	
	     

	
	b. The principal signed on the signature section for minor dependents (if with minor dependents).
	
	
	     

	
	c. The date of signing is indicated in the form.
	
	
	     

	
	d. The Account Executive/Agent/Broker signed the form.
	
	
	     


	III. REQUIREMENTS CLARIFICATION/CONFIRMATION

	Document Name
	Other Documents
	YES
	NO
	Remarks

	1. Valid ID
	a. The attached photocopy of the valid-photo bearing ID has a signature.
	
	
	     

	2. 
	b. The attached photocopy is clear.
	
	
	     

	3. 
	c. The signature on the valid ID matches the signature on the application form and other documents.
	
	
	     

	4. Advisor’s Declaration
	The Account Executive/Agent/Broker signed the Advisor's Declaration.
	
	
	     

	5. E-mail Confirmation
	a. The applicant's e-mail address on the       e-mail confirmation is the same as declared in the application form.
	
	
	     

	6. 
	b. The e-mail from the Account Executive/Agent/Broker is included in the e-mail trail.
	
	
	     

	7. Client’s Acceptance for Coverage (CAC)
	The CAC is signed by the Insured with excluded or loaded pre-existing conditions.
	
	
	     

	8. Take-over Requirements


	a. The preceding policy contract or certification from the insurer shows the maximum limit, benefits, limitations and exclusions, inception date, and expiry date.
	
	
	     

	9. 
	b. The Claims/Utilization Report is updated (at least three (3) years is preferred).
	
	
	     

	10. Corporate Enrollment Template


	a. Complete details are indicated with the signature of the authorized representative.
	
	
	     

	11. 
	b. With signature of authorized representative/signatory.
	
	
	     

	12. Secretary’s Certificate
	The certificate is notarized.
	
	
	     

	

	IV. GENERAL GUIDELINES

	Anti-Money Laundering (AML) Requirements

Advisors shall ensure that any and all AML requirements (e.g., Know Your Customer [KYC] and Customer Due Diligence [CDD] under applicable laws, circular letters and rules and regulations issued by Insurance Commission) are observed at all stages of the sale.

Know Your Customer (KYC) Requirements for Group Accounts

Refer to Memorandum 002-2021 for the complete and exact KYC requirements for Group Accounts.

Geographical Limitation

Selling outside the Philippines is not allowed. The Certificate of Authority issued to insurance companies and HMOs merely allows such entities to do business in the Philippines. This is the case notwithstanding any permission granted by the Commission with respect to electronic commerce and remote selling initiatives.

Application Form

Applications are valid for 45 days from the date of the applicant’s signature. A Declaration of Insurability will be required for any application which has remained unpaid for more than 45 days but less than three (3) months from the date of signature. A new application will be required if payment was not made on the original application for more than three (3) months.

· All questions should be completely answered.

· Details of all “YES” answers should be indicated.

· Complete address, contact number, e-mail address and beneficiary should be provided.

· Advisor has no right to edit, partially record or change a signed application form without the customer’s knowledge and consent. Changes or corrections made to an application form must be dated and countersigned by the customer.
Policyholder/Beneficiary Designation

· Provide full details of occupation and source of income/funds of policyholder

· Customer should designate a beneficiary under the law on succession. Otherwise, kindly submit a legally acceptable affidavit prior policy issuance, (e.g., joint affidavit of common law partnership stating the single status of both insured and beneficiary)

· Provide the following beneficiary details: name, relationship to the applicant, date of birth, place of birth, contact no., gender and ID information

Policy Changes

Once a policy has been issued or enforceable, changes are not allowed. For business consideration, changes may be made if request is made within 30 days from the effective date and provided that no claim has been filed or paid under the policy.

Payment Channels

· Web payment through Pacific Cross website (Paynamics)

· Online Bills Payment (if applicant has an MBTC account)

· Over-the-counter Bills payment through BDO and MBTC.

· Credit card (installment payment available for BPI, MBTC, EWB and BDO only)

· Include policy number as your reference number.

· Refer to Pacific Cross website for a complete list of available payment options.

List of Acceptable Valid IDs For Filipino citizens:

· Philippine National ID (PhilSys Digital ID) or printed Electronic Philippine ID (ePhilID) subject to authentication
· Unified Multi-Purpose ID (UMID)

· Passport

· Driver’s License (Note: LTO renewal receipt is not acceptable.)

· PRC/Integrated Bard of the Philippines (IBP) ID

· SSS/GSIS/TIN/PhilHealth card

· OFW/OWWA ID

· NBI clearance (Note: It should not be expired)

· Postal ID

· OSCA ID or Senior Citizen’s card

For Filipino students:

· Philippine National ID (PhilSys Digital ID) or printed Electronic Philippine ID (ePhilID) subject to authentication
· School ID signed by the school principal or head of the educational institution

· Birth certificate issued by the Philippine Statistics Authority (PSA)

For Foreign nationals:

· Philippine National ID (PhilSys Digital ID) or printed Electronic Philippine ID (ePhilID) for resident aliens subject to authentication
· Passport

· Alien Certification of Registration (ACR)/Immigrant Certificate of Registration (ICR)

Reminders:

· Ensure that the customer’s name, birthdate and signature in the valid ID match the name, birthdate and signature in the application form and requirements submitted.

· For Married Females:

· Valid ID should bear the customer’s married name and updated signature.

· In case the customer is unable to submit a valid ID using her married name, the following documents must be submitted:

· Marriage certificate and valid ID using maiden name

· Customary signature reflecting signature used under maiden name and current signature under married name

· If the wife prefers to use her maiden surname, she must submit a copy of her marriage certificate and a valid ID bearing her maiden name and signature. The signature on her application form should match the signature on the ID.

Accepted Electronic Submissions

· Clear copies of application documents.

· Application form should be complete.

· Wet signature is preferred but digital signatures are also acceptable using an encrypted file (e.g., PDF accessed in DocuSign or Adobe Acrobat).
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