
1.Application for Bond (GF 58A) 
2.Request for Bonding (GF 57A) 

3.Other documents on the checklist 

Prepares & 
submits the 
following: 

CLIENT/ACCOUNTABLE PUBLIC OFFICER 

 

ATAP 

BTR DISTRICT/PROVINCIAL OFFICE 

TOO receives, reviews/checks com-
pleteness of documents  

(5 mins) 

A. Are requirements 
complete? 

B. Is Risk Safe? 

A. Informs Client of insuffi-
ciency of documents and  
provides checklist of require-
ments 

TOO computes the amount of bond 
premium, prepares ATAP and trans-
mits the same to CTOOII for review 

and approval  

(5 mins ) * 

CTOO II approves and signs                  
Confirmation Letter  

(3 mins) ** 

TOO releases Confirmation Letter 
to Client  

(2 mins) 

1.Validated deposit slip/
LDDAP-ADA 
2.Validated ATAP 

Presents ATAP to 
LBP/DBP/PVB 

for payment of 
Bond  

premium 

Step 1 

Step 4 

Step 5 

Step 6 

Step 7 

Step 10 

Step 11 

TOO  - Treasury Operations Officer 

CTOO II -  Chief Treasury Operations Officer II (District/Provincial 

Office) 

RD - Regional Director 

 Note:  

- Allocated time excludes transmission of documents from Provin-

cial Office to Regional Office. 

- Processing time differs for Batch transactions. 

CTOO II reviews, approves and 
returns ATAP to TOO  

(3 mins) 

- TOO assigns risk number & registers 
the name of the Bondee/s in the  
Registry of Bonded Public Officers 
and prepares Confirmation Letter 
(CL)     (7 mins) 

 

-  CTOO I reviews and initials CL 
       (3 mins) 

(10 mins) 

TOO records the approved ATAP in 
the logbook and issues the same to 

Client  
(2mins) 

Receives  
Confirmation Letter 

Step 9 

Step 12 

B. TOO prepares and issues 
Letter of Denial, duly signed 
by the RD 

Receives Letter of  
Denial 

Step 3 

Presents proofs of pay-
ment of Bond Premium to 

TOO 
Step 8 

Confirmation 
Letter 

Step 2 

NO 

YES 

             FIDELITY BONDING PROCESS 

Reduced time from 40 mins. to 30 mins  (based on Treasury Circular No. 02-2019) 

  *   Reduction of 5 minutes in processing time due to: 

-  Elimination of some requirements/documents to be submitted 

-  Installation of calculator in the system/computer 

**   Reduction of another 5 minutes in processing time due to: 

-   Elimination of Steps 11 & 12 (from 14 steps per TC No. 02-2009) where the Regional Director (RD) approves and signs Confirmation Letter (CL), and returns CL to CTOO II. 


