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CLIENT BTR DISTRICT/PROVINCIAL OFFICE 

TROO receives and evaluates 
the completeness of documents 

(2 mins – single;  
1 hour 35 mins - batch) 

 

Informs client of insufficiency of 
documents and provides 
checklist of requirements 

NO 

YES 

Are 
requirements 

complete? 
 

REQUEST	FOR	AUTHORITY	TO	OPEN	BANK	ACCOUNT		

BTR REGIONAL OFFICE 

CLIENT 
Prepares and submits: 

 
 Step 2  

 Step 3 

 Step 6 

 Step 4 

 Step 8 

 Step 1 

Process	Flowchart	No.	12	

Total	Processing	Time:	30	Minutes	(single);	3	Days	(batch)	

 (BTr employee in-charge) 
1) Request Letter  
2) BTr Form 1 (Request for Authority 

to Open Bank Account) 
3) BTr Form 2 (Undertaking) – for 

non-MDS Sub-Account 
4) BTr Form 3-A or 3-B (Waiver of 

Confidentiality) 
5) Legal Basis 

 (BTr employee in-charge) 

CTOO/TROO evaluates and 
reviews purpose and legal 

basis to open account 
(8 mins – single; 6 hours 25 mins - batch) 

 

CTOO/TROO receives, records 
and releases the request to 

Client 
(8 mins – single; 6 hours 25 mins – batch); 

 
(8 mins)   (BTr employee in-charge) 

¹ BTr-Receipt Investment and Disbursement Division (RIDD) turnaround time is 3 to 5 days. 

Receives BTr Form 1 & Letter of 
Approval/Disapproval  & Letter 

of Approval/Disapproval 

 (BTr employee in-charge) 

TROO – Treasury Operations Officer or duly authorized personnel (District/Provincial Office) 
CTOO – Chief Treasury Operations Officer I/II/OIC/ICO (District/Provincial Office) 
RD – Regional Director 

Note: 
Þ Allocated time excludes transmission of documents from Provincial Office to Regional Office and 

vice versa. 
Þ Process includes GOCCs acting as Implementing Agencies of NGAs and BARMM ministries 

receiving funds from the National Government for project implementation per Treasury Circular 
(TC) No. 4-2024. 

Þ The AGDB/AGSB-accomplished BTr Form 1 shall be returned to BTr District/Provincial Office 
upon opening of account. 

 Step 7 

 (BTr employee in-charge) 

CTOO/TROO fills-out, signs 
the evaluation portion of BTr 

Form 1 and forwards the 
same to RD for 

approval/disapproval 
(5 mins – single; 4 hours - batch) 

 
 RD approves/disapproves the 

request and returns to 
concerned PO/DO 

(5 mins – single; 4 hours – batch) 
BTr Form 1 & Letter of 
Approval/Disapproval 

Is the purpose included in 
the list in Section 4.2 of TC 

No. 04-2024? 

NO Recommends further 
evaluation to BTr-RIDD¹ 

 Step 5 

 (BTr employee in-charge) 

RD receives the evaluated 
request  

(2 mins – single; 1 hour 35 mins – batch) 

YES 

YES 

Commented [A1]: Added GOCCs in the Title of 
Flowchart 


