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SEC - eLECTRONIC SIMPLIFIED PROCESSING OF APPLICATION FOR

REGISTRATION OF COMPANY (SEC - ESPARC)
https://esparc.sec.gov.ph/application

USER GUIDE
REGULAR PROCESSING OF ESPARC

(With Uploading of Signed and Authenticated or Notarized Business Registration Forms)

The SEC - ESPARC is a facility to cater application for registration of One Person Corporation
(OPC) and Domestic corporations (stock and non-stock) with 2 or more incorporators who may
either be natural person, partnership, association or corporations, singly or jointly with others but
not more than fifteen (15) in number. The system allows the applicant or his duly appointed
representative to submit the proposed company name and input details of the articles of
incorporation for review of the Commission.

Application for registration/licensing of Partnership, Lending, Financing and Foreign Corporations
are exempted in the uploading of documents process, however, submission of four (4) sets of the
required documents to the selected SEC processing office shall be done within thirty (30) calendar
days from the date of payment of registration fees.

I\T-‘ISECURITIES AND EXCHANGE COMMISSION

Electronic Simpified Processing of Application for Registration of Company

Welcome to SEC eSPARC

MAKE SURE TO READ ALL THE INSTRUCTIONS FIRST your appiicati i ified in the chosen regisiration
OnesEG Processing BIReguiar Processing
2 e regisaton of e

o your company TI 3nd get your employer numbers from SSS, RSG-BIG and PHEALTH i the Phifippne Business Hub afler successfuly regitering your company i eSPARC.

@ Click hete to know more:

SECURITIES AND EXCHANGE COMMISSION 2022
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To continue, click the “Regular Processing” button.

The ESPARC Regular Processing page will be displayed next.

ASSESSIIENL FUMTT {PAF] W iy UF UIE DayiTient Jalewsys [(SEU UasiTer UIIE, SEG Payilent PUTE! Lallulank Over-uie-
Counter)

Afier payment, please suomit a copy of the proof of payment together with the: onginally signed AND authenticated™ or
notarzed hard copies of the registration documents to the selecled SEC Office anyime within thirly calendar days from the
date of approval stated in the Ceriificate of Incorporation

However, if he registration appication is disapproved, representative of the: appiicant corporation has to edit andior cormect
the data in the application form’s as set forth in the compliance nofice of the assigned name verifieriprocessor to facilitate
ihe processing of its application. The applicant may opt to cancel the application and re-apply accordingly should it be
deemed necessary

For futher inques and assistance, piease  emal  Crmd_registration opc@secgovph  for  OPC.
cmd_registration_234@sec govph  for  Corporafions  with less Than § Incorporalors. and
cmd_regisiration_reguiar@sec.gov.ph for Corporations with 5 to 15 Incorporalors, and crmd_publicassistanceg@sec.gov.ph
for Parinerships and Foreign Corporafions.

The following are the various company type to choose form:

+ Stock Corporation + Non-stock Corporation
= All Filipino or with foreign equity = Al Filipno or with foreign equity
corporation corparation
= One Person Corporation = Corperation Sole
= Corporation with 2 to 15 incorporators = Foundation
= Lending & Financing Companies = Federation
= Microfinance
= Religious Aggregate
= Condominium Corparation
= Non-stock/Non-profit

+ Foreign Stock Corporation + Foreign Non-stock Corporation
= Branch Office = Branch Office
= Representative Office = Representative Office
= Regional Operating Headquarters = Regional or Area Headquarters
= Foundation

« Partnership
= General Partnership
= Professional Parinership
= Limited Parinership

Please download the  &user guide o know the step-by-step procedures of the system

% Proceed to Regular Processi

To continue, click the “Proceed to Regular Processing” button that can be found at the lower
section screen/page. The application form will be displayed next.

The welcome page contains the (a) General Provisions, (b) Privacy Policy, and (c) Consent Form
of System User.
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| ]'I SECURITIES AND EXCHANGE CONMMISSION

Electronic Simplified Processing of Application for Registration of Company

eSPARC Regular Processing

By using this facility and pi g to the

form, you agree on the following:
- That you have read and understood the privacy policy:
- That you shall provide all the necessary Information in pUrsuance of your company’'s application for registration or license, and said Information are true and correct and were entered
without any intention of defrauding the Philippine Government;
That you shall pay the applicable fees, and submit proof of payment together with the originally signed and authenticated* or notarized hard copies of the registration reguirements to
SEC within the above-specified period once the application form is approved;

That the Certificate of Incorporation (COI)/ Certificate of Recording / License to do business will be released UPon presentation of the proof of payment based on existing guidelines on
submission and releasing of documents;

That th tration documents submitted shall be subjected 1o a po
of the CONCarNcate of Recording /LICENSE 10 4o BUSINGSS;

—evaluation 1o determine complianc

= with the applicable laws, rul

nd regulations, notwithstanding the issuar

uation contained
SN of the regis
Ble for viol,

the Articles of Incorporation and/or Bylaws for corporation, Articl
wa 1 of the COl/Certilicate of Recording /Lice!
£ tion of Title X1 of the Revised Corporation Code of th Philippine,
may be cured by (1) filing Petition for Correction, if allowed, or (2) i an appli

for corpe ip or Application of LICense 1o do bl filed within ninety (90) days from notice

LMWL SEC.GOV. Ph/Wp-Content/uploads/2020/05/SECMCNG16_1. pdr

s of Partne
1o do busine:

PRIVACY POLICY

1. What personal information do we collect from the

P of the 7
We collect the following personal information:

Full name

Tax Identification Number (TIN)

Mobile Phone Numbe
Ermail Addre
Address
Nationality

2. How do we collect the personal information?

We callect, use and process the personal information pravided through electronic or automated means to praceed in this registration system
3. Why do we need to collect the personal information?

The collected personal information will be utilized in the processing of the above mentioned applications for registration

4. How do we keep your personal

nformation secure?

©Only authorized SEG personnel are granted access to the personal information collected through the registration system. The collected personal information via the intermet or other
electronic methods are stored in a secured database. We use reasonable security safeguards to protect the information gathered from any loss, unauthorized access, use or disclosure
5. What are the rights of the data subjects?

Under the Data Privacy Act of 2012, data subject refers to an individual whose personal information is collected and processed. We are duly bound to observe and respect your privacy
rights, Including your right ta information, right to access, right to correct, right to remove, right to damages and right to data portabillity.

CONSENT FORM OF SYSTEM USER

By using this facility and by providing your personal data, you hereby authorize the Securities and Exchange Commission (SEC) to eollect
net limited to full names, nationalities, TIN/passport nos., emall addresses

applicable laws, rules and regulations, for the purpose of processing you
steck) with 2 or mere Incorporators who may either be natural pes
acknowledge and consent to the collection and proces

stare, and proe
nd mobile numbers with the use of electronie or autemated means,
application for registration either as One P
on, partnership, association or corpor

al data as part of the requ

s the said data, Data such as but
Il be stored within the period allowed under
rson Corporation (OPG) and Domestie corporations (steck and non-
tions, singly or Jointly with others but net more than fifteen (16) In number, You als
nts for registration

sing of your persor

em,

Moreover, the required data and conditions set forth shall

apply also to partnerships for the purpose of recording
seecuring its license to do business in the Philippines.

its Articles of Partnerships and forelgn corporations for the purpose of

m Continue to application form

SECURITIES AND EXCHANGE COMMISSION 2022

To continue, click the “Continue to application form” button that can be found at the lower left
section screen/page. The application form will be displayed next.

[ [ SECURITIES AND EXCHANGE COMMISSION

EGISTRATION APPLICATION FORM

STATUS: NEW

PROCESSING OFFICE

SEC Office

hoose Processing Office

APPLICANT/AUTHORIZED REPRESENTATIVE CONTACT DETAILS

Name of Representative Pasition N

Moblle Phone Emalil Address.

COMPANY TYPE -

Company Type Company Subtype -
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The Regular Processing of ESPARC application form is grouped into six (6) steps. Each step is
composed of sections. The applicant must be able to complete all six steps to enable him to
submit his application.

In filling out the application form, please take note of the following:

1. All fields marked with a red asterisk ( * ) are mandatory fields and must be given correct
values;

2. The system displays Information Message, Confirmation Message and Error Message
whichever is applicable; and

3. Lastly, the system sends email notifications for One-Time Passcode, when the application

is created, when name verification process is completed, when SEC approved or
disapproved the application, and when payment is received.

This user guide focuses on filling out of application form, submission of the application, uploading
of signed and authenticated or notarized documentary requirements and viewing of application’s
updated status.

A. SUBMISSION OF APPLICATION

STEP 1 - NAME VERIFICATION

Fill out the application forms correctly and completely.

1.A Select Processing Office

PROCESSING OFFICE

SEC Office

- Choose Processing Office - v

Note: Processing office refers to the SEC Office where the signed and notarized hard copies
of the registration documents will be submitted and where the Certificate of Registration will
be released

1.B Provide correct details for applicant/authorized representative contact details section

APPLICANT/AUTHORIZED REPRESENTATIVE CONTACT DETAILS

Name of Representative * Position * TIN*

Mobile * Phone Email Address *

Note: All email notifications are sent to the email address you indicated.
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1.C Provide correct details for the company type section using the provided drop-down fields

COMPANY TYPE -

Company Type *

Select Company Type.

Company Classification *

Select Classification

‘Company Subtype *

v

v Select Subtype.

Q CLICK HERE FOR PSIC-PURPQSE FINDER

Major Industry Classification *

Select.

Industry Classification Group *

v Select...

Note: Corporations are classified by industry based on the Philippine Standard Industrial
Classification (PSIC). Select the exact or closely related industry classification and group in
relation to the proposed primary business activity. For easy reference, click the link provided

for PSIC- Purpose Finder.

1.D Provide correct details for the company name section and click the ‘Next’ button to

proceed
COMPANY NAME

Company Name *

Click here for Corporation Name Guidelines

Suffix *

Trade Name Details (Optional)
Statement

- Choose Statement -

Note: Proposed Corporate Name and Trade name/s, if any should comply with the SEC
guidelines and procedures on the use of Corporate and Partnership Names. For further
information click the ‘Click here for Corporation Name Guideline’ link to learn more about

the guidelines

The Summary page, screen below, will be displayed next.
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1.E Click the ‘Click here to send OTP to my email’ button, enter the One-Time Passcode
(OTP) sent your email and click the ‘Save and Proceed’ button.

STATUS: NEW

step 1
Name Verification

Summary:

Application Reference

Number

Applicant/Authorized ENAN CRUZ SUMANG

Representative

Email fesumang@sec.gov.ph

Processing Office SEC Main Office - PICC

Company Name JUAN DELA CRUZ RESTAURANT CORPORATION doing business under the
name/s and style/s of JDC RESTO

Company Type Stock Corporation - Corporation with less than 5 Incorporators

Classification ALL FILIPINO - Regular

Industry ACCOMMODATION AND FOOD SERVICE ACTIVITIES

Sub-Industry Restaurants and mobile food service activities

Enter OTP here and click Save and Proceed *

‘OGobackand try again | ©Save and Proceed

Note: The One-Time Passcode is sent to the email address you previously indicated in
the ‘Applicant/authorized representative contact details’ section

The screen shows the application is saved with Draft Status and the name verification
process is not complete yet:

[ SECURITIES AND EXCHANGE COMMISSION

REGISTRATION APPLICATION FORM

STATUS: Draft

Name Verification Status (Initial System Verification)

£ Click here to Refresh Status

NOTE: You can continue to fill-up the rest of the application while walting for the name verification process 1o complete

Company Name: JUAN DELA CRUZ RESTAURANT CORPORATION ' Quausd
Trade Name JDC RESTO #Queued
vstep1 Step 2
Name Verification | Company Details

PURPOSE

Primary Purpose

secandary Purpose (optional)

You may continue to fill out the rest of the application by proceeding to Step 2 while waiting
for the name verification process to complete. Do not forget to click the “Save and Proceed”
button.
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If the name verification process is completed, the system will send an email message,
notifying the applicant that the name verification process is completed.

If the Name verification result is Failed.

REGULAR PROCESSING
STATUS: Draft

Name Veerification Status (Initial System Verification)

PROPOSED NAME/S CANNOT BE USED. PLEASE SEE NAME VERIFICATION RESULT.
OClick heretoretry 8 % Click here to tag application for name appeal
“Please make sure to update appiication defails first fo record all changes made fo this form
xFaled Initial Name Venfication Result
e 00D SERVICES CORPORATION A

imilar name/s found in syst
NESS UNDER THE N
NESS UNDER THE N

3 1 OF JOLLBEE
E OF JOLLBEE

Trade Name: SAMP!

Subject to furthes

The Name verification result is displayed. If the results or one of the results is Failed, an
information message “Proposed name/s cannot be used. Please see name verification
result” is displayed. To request for appeal, click the “Click here to tag application for appeal
name” button. You will be asked later to upload the Name Appeal document in Step 5.

If name verification result is Completed.

STATUS: Draft

Name Verification Status (Initial System Verification)

You may proceed with the application. Name verification will be subject to validation by the name verfication offcer. The proposed company name and/or trade name/s will be presented in the downloadable forms and certificateficense exactly the same as how
they were entered.

Note: The fact that the proposed company name and/or trade name/s is available at the date veriied, it is not to be regarded as an approval of the registration of the company or any application for change of name. No expense for the printing or posting in the
me should be incurred until registration takes effect

“'Please make sure to update application details first to record all changes made to this form

Initial Name Verification Result-

Company Name: SAMPLE 101 INFORMATION TECHNOLOGY SERVICES CORPORATION v Completed

Trade Name: SAMPLE 11T, SERVICES wComplstes Company Name: SAMPLE 101 INFORMATION TECHNOLOGY SERVICES CORPORATION ~
Subject to further review of the SEC Name Verification Officer.

Trade Name: SAMPLE 2 INFORMATION TECHNOLOGY v Completed

Trade Name: SAMPLE 11T. SERVICES
Subject to further review of the SEC Name Verification Officer.

Trade Name: SAMPLE 2 INFORMATION TECHNOLOGY
Subject to further review of the SEC Name Verification Officer. v

The name verification result is displayed. The system displays an information message: “You
may proceed with the application. Name verification will be subject to validation by the name
verification officer. The proposed company hame and/or trade name/s will be presented in the
downloadable forms and certificate/license exactly the same as how they were entered.

Note: The fact that the proposed company name and/or trade name/s is available at the date
verified, it is not to be regarded as an approval of the registration of the company or any
application for change of name. No expense for the printing or posting in the internet using a
verified name should be incurred until registration takes effect.”

NOTE: The “Click here to Retry” button for Completed and Failed results may be clicked to
go back to the previous step, in this case it is Step 1, to reflect the necessary changes, if any.
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To reserve the name, click the “Click here to Reserve Company Name” button.

Once the “Click here to Reserve Company Name’ button is pressed, the system will display
an information message “Your proposed company name is now reserved. You have until
(expiration date) to complete and submit your application otherwise your name reservation
will automatically expire.”

STATUS: Draft

@ Your proposed company name is now reserved. You have until April 09, 2022 to complete and submit your application otherwise your name resenvation will automatically expire.

Name Verification Stafus (Initial System Verification) =cick here to view

CompanyName:  MAD SYSTEN DEVELOPHENT CORPORATION CORPORATION wCompleted Intal Ngme Verfication Resull:

— SANPLE 11T SERVICES P— Company Name: 1AD SYSTEM DEVELOPMENT CORFORATION CORPORATION A
Subject to further review of the SEC Name Verification Officer.

Trade Name: SAPLE 2 INFORHATION TECHNOLOGY Completed

Trade Name: SAMPLE 11.T. SERVICES
Subject to further review of the SEC Name Verification Officer

Trade Name: SAMPLE 2 INFORMATION TECHNOLOGY
Subject to further review of the SEC Name Verification Officer. v

STEP 2 - COMPANY DETAILS

2.A Enter the Purpose

vstep 1 Step 2
Name Verification  Company Details

PURPOSE

Primary Purpose *

Secondary Purpose (optional)

Note: Primary purpose refers to the main business activity of the company

2.B Provide correct and complete information for the Principal Office Address section

PRINCIPAL OFFICE ADDRESS

Type N/Aif field is not applicable to the principal office address.

Economic Zone (optional) Zip Code *
- Choose Economic Zone (optional) - -

Ifyou
Economic Zone

ZIP CODE FINDER
Street Name ~

Region
Select Region -
Building Name *
Province *
Select Province.. ~

Subdivision/Village/Zone
CityMunicipality *

Select City/Mun. -
Unit/Room/Floor/Building# *
Town/District

Lot/Block/Phase/House No.
Barangay *

Select Barangay. -
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Note: Principal office address refers to place where the company is located within the
Philippines.

2.C Enter current and valid business contact information and click the “Save and Proceed”
button.

BUSINESS CONTACT DETAILS

Telephone Number Tel. No. Local Mobile Number

Email © Website

® Save and Proceed

SECURITIES AND EXCHANGE COMMISSION 2021

After clicking the “Save and Proceed” button, the system displays below screen with the
following information:

1) Application Status as Draft

2) Name reservation validity information

3) Name Verification Status (Initial System Verification)
4) Step 3 - Capital Structure Form

STATUS: Dratt

© Your proposed company name is now reserved. You have until April 15, 2021 to complete and submit your application otherwise your name reservation will automatically expire.
Name Verification Status (Initial System Verification) # Cick here to view
v step 1 wstep2
Name Verffication  Company Detall Capital Structure

CAPITAL STRUCTURE & OTHER DETAILS

I8 Capital Structure Detals *

“Total Authorized Total Subseribed Total Paid-Up update
Gapital Stock (PH Peses) Gapital Stock (PH Pesos) Gapital Stack (PH Pesos) P
1,000,000.00 1,000,000.00 1,000,000.00 -

B Authorized Capital Stock Details *

# Type Of Share No. of Shares Par Value Amount®™ Update Remove
No results found
TOTAL O 0.00
NOTE:
Total Amount " must be equal to Total Autnorized Capital Stock Amount™
Fiscal Year Details
() Glick hers to use Galendar Year Fiscal Year Start Date (month, day) * Fiscal Year End Date (month, day) *
| ox
Term of Existence (Perpetual or Years) * Business Activity Annual/Regular Mestings Date(month & day or nth weekday of the
P manth)

Choose Business Activity -

4 Back to Step 2 @ save and Proceed

9|Page



Regular Processing of SEC-ESPARC (with uploading of documents) User Guide

STEP 3 - CAPITAL STRUCTURE

3.A Enter the correct values on the respective fields. Click “+Add Capital Structure” button to
enter information for Capital Structure details. Click the “+Add Details” button to enter details
for Authorized Capital Stock. For the other fields, use the provided textboxes, checkbox, drop-
down and date picker to supply the information, then click the “Save and Proceed” button.

iE Capital Structure Detals *

8 Authorized Capital Stock Details *

nnnnnnnnnnnnnnnnnnnn

Fiscal Year Details

< Back to Step 2 @ save and Proceed

Note: Fields displayed for capital structure are dependent on the selected company type.

Again, after clicking the “Save and Proceed” button, the system displays below screen with
the following information:

(1) Application Status as Draft,

(2) Name reservation validity Information,

(3) Name Verification Status (Initial System Verification)

(4) Step 4 - Company Officers Form.
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STATUS: Draft

@ Your proposed compan) e is now reserved. You have until April 15, 2021 to complete and subi

ue Later x Cancel Appl

otherwise your name reservation wi

Name Verification Status (Initial System Verification) + Click here to view

v Step 1 vStep2 ¥ Step 3 Step 4
Name Verification ~ Company Details  Capital Structure  Company Officers

Treasurer

Full Name of Treasurer *

First name, Middle name, Last name

Treasurer's Nationality *

ol Company Officers =

=+ Add Incorporator/Director/Subscriber

** Please make sure to have exactly two(2) Incerperators

No. of Shares Amount Update Remove
Name Nationality Subscription Details Subscribed Subseribed 22 Amount Paid % Incorporator  Director  Subscriber ©
No results found.
TOTAL 0 0.00 0.00

Capital Structure Details

Subscribed Gapital Stock - P1.000,000.00

Paid-Up Capital Stock : P1,000,000.00

Subscription Details.

Share Type Par Value Total No. of Shares Subscribed Remaining No. of Shares for Subscription

Common - Voting - with Par 1.00 0 1,000,000

Total 0

Note

1. Total Amount Subscribed "2 must be equal to P1,000,000.00
2 Total Amount Paid ¥ must be equal to P1.000,000.00

STEP 4 — COMPANY OFFICERS

4 A Enter correct and valid information for fields under Treasurer section

Treasurer

Full Name of Treasurer *

First name, Middle name, Last name

Treasurer's Nationality *

Select Nationality.

Note: Fields displayed are dependent on the selected company type.
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Enter correct and valid information for fields under Company Officers section.

+li Company Officers -

** Please make sure o have exactly two(2) Incerperators l ]

No. of Shares Amount

# - . Update R
Name Nationality Subscription Details Subscribed Subscribed 2 Amount Paid % Incorporator  Director ~ Subscriber pdate Remove

No results found.

TOTAL 0 0.00 0.00
Capital Structure Details
Subscribed Capital Stock - P1,000,000.00
Paid-Up Capital Stock - P1,000,000.00
Subscription Details
Share Type Par Value Total No. of Shares Subseribed Remaining No. of Shares for Subscription
Common - Voting - with Par 1.00 0 1,000,000
Total 0

Note
1. Total Amount Subscribed 2 must be equal te P1.000,000.00
2. Total Amount Paid 2 must be equal to P1,000,000.00

€ Back to Step 3 @Save and Proceed

Note: Fields displayed are dependent on the selected company type.

4.B Click “+Add Incorporator/Director/Subscriber” button to Add New Incorporator/
Director/Subscriber and enter the required information on the form.

Add New Officer
Flelds with * are required

1 Click here if is a Juridical Entity

Personal Details: (Required for INCOrporators and Directors.
Nationality
Nationalit

First Name * Middlename
Passport * TIN *(Optienal for nen-filipine)

Address:
] Click here If address is in anather country
Region * subdivision/Village/Zone

Select Region

Province Street Name

City/Municipality univRoom/Floor/Bullding #

Barangay - Building Name
Town/Distriet LouBlock/iPhase/House No.
Zip Code *

Role
Incorporator - Dirsctor * Subscriber*

No

i Subscription Details (REQUIRED)

+ Click here 1o add Subscription
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4.C For the subscription details, click “+Click here to add Subscription” button, enter the
required information and then click the “Save” button.

£= Subscription Details (REQUIRED)

Subscription Details: 1

P P

=+ Click here to add Subscription

Close

Share Type * No. of Shares Subscribed *
Select a Share Type ~
Paid Up Capital * Additional Paid-in Capital

— Remove subscription details

Subscribed Amount *

p

Meode of Payment *

Select a Mode of Payment v

Note: To add a new Incorporator/Director/Subscriber, do the same process in Steps 4.B and
4.C, until you completed the required number of Incorporators.

4.D Finally, click and read the MC No. 6 s. 2016 — Omnibus Guidelines on Principal Office

Address; Address of Each Incorporator, Director, Trustee or Partner, then “Click here to confirm

and “Save and Proceed” button.

Netionsiy Subseribed

Share e Par Ve Total Mo of Shares Sebscibed

Toal LI

Subscribed™

Amount ™

0905050 3000000

Remaining No. of Shares for Subscription

| the Auarized Represesisive, hereby aes ha e names of e ncorporaiais, Direcicts, Offoers, Nominee and Asmaie Nomnee (for OPC) or Parines have besn ncoded n good aih and wit consen B! e sised nividuals sndiorrespecive regreseiaivels of e urcicalenyles are par of e

corporaiion'par

furiver aest st have been sufhorized by the aforesadl ndvidualsepresentsiives of rdical eniies o fie the regisraionficensing of corperationparinership and assume ful responsiilly under penaty of perjry that sl mafers set for i e regisrason/icensing documents have been verified by me and

101 best of my knowisdge and befe

e and comect

1 have read and understood the T Mo. 6 series of 2H6

Click here o confirm

#BackioStep3 | ©Save and Procesd
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Same with the previous steps, after clicking the “Save and Proceed” button, the system
displays the following information using the screen below:

1) Application Status as Draft

2) Name reservation validity information

3) Name Verification Status (Initial System Verification)
4) Step 5 — File Uploading

STATUS: Dref T

@ Your proposed company name is now reserved. You have until April 15, 2021 to complete and submit your application otherwise your name reservation will automatically expire.

Name Verification Status (Initial System Verification) # Ciick here to view

v step vStep2 vStep3 vstepa step5
Name Verification ~ Company Details  Capital Structure  Company Officers | File Uploading

Uploading of Supporting Documents

Note: INSTRUCTIONS;
- Upload Supplemental Documents, if necessary 1. Select a File Type to upload
- Name your files accordingly based on the content of the document before uploading. Refer
to the document list above.
- Files should be saved/scanned into PDF format only

2. Browse files then click button to upload Files.

File Type -

Application Files v

Files

€ Back to Step 4 < Save and Proceed

STEP 5 - FILE UPLOADING

The types of files/documents that may be required to upload in this step are the following:

1) Name appeal document. This is necessary to upload if the result of the name
verification process for the proposed company name in Step 1 is Failed and the
applicant tag the application for appeal

2) Pre-defined additional requirements. There are company types that require
additional documentary requirements in support of the application, thus, these
should be submitted together with the application.

Please read carefully the indicated notes and instructions as a guide in uploading the
document/s.
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5.A Upload the needed Name Appeal document and application requirements, if necessary
or you may click the “Save and Proceed” button if uploading of a document is not
necessary.

vStep 1 vStep2 vstep3 vstep4 step5
Name Verffication ~ Company Details  Capital Structure  Company Oficers  File Uploading

Uploading of Supporting Documents

Note: INSTRUCTIONS:
= Upload Supplemental Documents, if necessary 1. Select a File Type to upload
« Name your files accordingly based on the content of the document before uploading. Refer 5 grouce fies tmen dlick bution to upioad Files.
to the document list above.
= Files should be saved/scanned into PDF format only File Type -

Application Files v

Files

€ Back to Step 4 < Save and Proceed

Note:

1. Failed company name and/or trade name/s may be appealed by uploading an appeal letter
and the ground upon which the appeal is based.

2. Application requirements are dependent on the selected company type. There are
company types that require additional documentary requirements, while other
company types do not.

STEP 6 — APPLICATION REVIEW

Step 6 is the last and final step in filling out the application form. The screen for Step 6 contains
the following information:

1) Application Status as Draft

2) Name reservation validity information

3) Name Verification Status (Initial System Verification)

4) Application Summary and links to Steps 2to 5

5) Step 6 — Application Review
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SECURITIES AND EXCHANGE COMMISSION

EGUUAR PROCESSING
5 an

MARIO AND MARIA CONSTRUCTION S| ICES CORPORATION

PRIVACY NOTICE

6.A Review the accuracy of the system-generated forms and the uploaded file/s, if any, by clicking
them to open on a separate tab. View, download and check if all information is correct and
complete.

vstepd
Captal Siructure

PEE step6
FieUpbatng  Apgicaton Review

peny Detais

REVIEW SYSTEM GENERATED FORMS [Click & to preview)
System Generated Forms
&Downioad 1. Application Summary Form

&Downoad 2 Corer Sheet
&Download 3. Aticles of Incorporation - Stock Carporation
&Downioad 4. Bylaws

WOTE: Final documentary forms {uith QR code] to be submied to SEC wil be generak i once ag n payment by SEC.
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6.B Read/review the statements for Terms of Service, Privacy Notice (Privacy Policy and
Consent Form), Certification and Reservation Notice.

TERMS OF SERVICE

The SEC - ESPARC is a facility to cater application for registration of One Person Corporation (OPC) and Domestic corporations (stock and non-stock) with 2 or more incorporators who may either be natural person, partnership, association
or corporations, singly of jointly with others but not more than fifteen (15) in number. The system allows the applicant or his duly appointed representative to submit the proposed company name and input details of the articles of
O i

A
P PRIVACY NOTICE
s privacy poLicY
. 1. Wnat personal information do we collect from the applicantirepresentative of the applicant?

Pe
= . ¢ CERTIFICATION
o N DELA CRUZ RESTAURANT CORPORATION doing business under the name’s and style’s of JOC RESTO and s incorporaiorsparnnersresident agent's which is

1.1 ENAN CRUZ SUMANS

6.C Click “I have read and agreed to the terms of service, privacy policy and certification”,
enter the correct verification code and click the “Submit Application” button.

[ I have read and agree to the terms of service, privacy policy, and certfication. *

Verification Code * q’ﬁe

|

‘ Please enter the letters displaye

The verification code is incomect

A Submit Application

Note: Please make sure that all provided information together with the additional
documentary requirements are correct and complete prior to submission of the
application.

After that, the system confirms the application is successfully submitted and provides
information such as status of the application, Application Reference Number and the
date the application is submitted.

[\ SECURITIES AND EXCHANGE COMMISSION

 Blecironic Simpified Processing of Application for Registration of Company

Company Name CARMELITES CONSTRUCTION CORPORATION
Status Penting SEC Review

Selected Processing SEC Office SEC Main Office - PICC Ground Floor, Secretariat Builing. PICC Complex. Pasay City, Metro Maria
Date Submitted March 15, 2022

Application Reference No. SEC220316-URNKUITG2FSIAV

ofe: Piease fake note of your appiication reference number for easy tracking of your application

Your application form has been successfully submitted. Please allow seven (7) working days for the review of your appiication. Please check your entail reguiarly as the status of the review will e Sent through
emai

For inquities regarding your appication, please email ermd_registration_opc@sec.gov.ph for OPC, crmd_registration_234@sec. gov.ph for for Corporations with Less Than 5 Incorporators.
ermd_registration_regular@see.govph for Corporations with 51 15 and ermd_publicassis b for P ips and Foreign Corparations.

SECURITIES AND EXCHANGE COMMISSION 2022
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The provided application reference number will be sent through your registered email account.
Said reference number shall be used for easy tracking of the application.

B. UPLOADING OF SIGNED AND AUTHENTICATED OR NOTARIZED DOCUMENTS

B.1 An email notification of Pre-Approved Application status will be sent to the authorized
representative’s registered email. Click the link to go to your application.

< o e = = 0 ¢ B = > c
SEC-ESPARC Pre-Approved Application inses x

no-reply@sec.gov.ph

no-reply@sec.gov.ph

B.2 A checklist of applicable System Generated Forms will display. Click the "Download" link
to download the form/s and provide all the necessary signatures for each incorporator/partner.
Once signed, upload the authenticated or notarized file/s by clicking the “Upload Documents”

button.

| Y\ SECURITIES AND EXCHANGE COMMISSION
REGISTRATION APPLICATION FORM

Application Reference Number:

SEC220221-KFPQOH5ZCKSRNI2

Please take note of your application reference number for easy tracking of your applicatior
COMPANY NAME: STO NINO UNO CONSTRUCTION COMPANY
d

=

SECURITIES AND EXCHANGE COMMISSION 2022
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B.3 Click the Upload/Reupload button.

[% SECURITIES AND EXCHANGE COMMISSION

REGISTRATION APPLICATION FORM

Company Name: STO NINO UNO CONSTRUCTION COMPANY

8 Documents for Uploading Showing 1-1 of 1 item
* Upioad the signed and icated or notarized X ments listed beiow:
Upload!
L] View File
Document Status Reupicad
1 AMCIES of PAMNETSIP - PIOSSIONal PAMErship Fox Verication F3

SECURITIES AND EXCHANGE COMMISSION 2022

B.4 Click the browse button to upload the file then click save button. Please ensure to upload
PDF format file with a maximum of 3MB size per file.

Articles of Partnership - Professional Partnership

Remarks (Optional]

B.5 Click submit button.

| )| SECURITIES AND EXCHANGE COMMISSION
REGISTRATION APPLICATION FORM

Company Name: STO NINO UNO CONSTRUCTION COMPANY

umants for Uploading Showing 11 of 1 em

signed and authenticated or notarized documentary requIrements listed beiow

upl

joaal
View Fi
stats Reuploaa W File

For vetication 3

SECURITIES AND EXCHANGE COMMISSION 2022
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B.6 An email notification of status will be sent to the authorized representative’s registered
email.

B.6.1 If the uploaded signed and authenticated or notarized documents are correct an email
notification of Approved Application status will be sent and may proceed to payment of
registration fees.

B.6.2 If there is/are correction/s or deficiencyl/ies in the uploaded signed and authenticated
or notarized document/s, an email notification of Disapproved Uploaded Document/s status
will be sent to the authorized representative’s registered email. Click the link to redirect to
your application form.

SEC-ESPARC Disapproved Uploaded Document/s

B.6.3 To reupload the corrected file/s follow steps B.3 to B.5
Note: You may only reupload document/s that is/are for compliance
Pay the registration fees through the following payment method:

e Electronic System for Payment to SEC (Espaysec)
e Over-the-Counter (OTC) of SEC Cashier Office
e Land Bank Over-the-Counter

Perform the necessary steps/process within the chosen payment method. For payment made

through the Land Bank over-the-counter, upload the validated deposit slip by clicking the link
provided in the email notification.
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C. DOWNLOADING OF THE DIGITAL CERTIFICATE OF INCORPORATION

C.1 Once the payment has been done and confirmed by SEC, an email of payment
confirmation and notification for approved registration will be sent. You may now download
the Digital Certificate of Incorporation by clicking the link provided in the email notification for
approved registration.

Q SEC-ESPARC - Registration Approved Mbe: x -
* N .
o -
> s .
B onms
Mo
- e
Hangouts _—

ching Cartnu, you Baree 10 8hare your persanal nformation we FTicoine Business Hut

C.2 Click the Download Digital COI button, download and print the digital COI

C.3 To continue your application to the Philippine Business Hub for registration with the BIR,
Social Agencies, LGUs and FDA, click the “Click here to continue To Philippine Business
hub” button

% SECURITIES AND EXCHANGE COMMISSION

Etectronic Simpiified Processing of Appiication for Registration of Gompany

Important Note:

Please note that the original copy of the Certificate of Incorporation (COI) /Partnership
shall be released only upon presentation and submission to the selected SEC Process
Office of the digital copy of the COl/Partnership, copy of the proof of payment of the
assessed registration fees together with the four (4) sets of originally signed and
authenticated* or notarized hard copies anytime within a period of sixty (60) calendar
days from the date stated in the Digital Certificate of Incorporation.
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D. CHECKING THE EXISTING APPLICATION

B.1 Access the SEC-ESPARC using this link: https://esparc.sec.gov.ph/application and
click “Open existing application form” button

| -['I SECURITIES AND EXCHANGE COMMISSION

Electronic Simpified Pracessing of Application for Registration of Company

Welcome to SEC eSPARC

‘swloct the apprapriate company type and natire of YOUR business, MAKE SURE T0 READ ALL THE INSTRUCTIONS FIRST 50 that your appiication conforms with the conditions specified in the chosen registration f

OneSEC Processing B Reguiar Processing

Pioase

WOTICE TO ThE PUBLIC

The eSPARC is now Tuly ningralad wih the

SECURITIES AND EXCHANGE COMMISSION 2022

B.2 Enter Application Reference Number and Email Address

1 ) SECURITIES AND EXCHANGE COMMISSION
REGISTRATION APPLICATION FORM

Search Application

Enter Application Reference Number

Enter Authonzed Representative's Email

SECURITIES AND EXCHANGE COMMISSION 2021

Note: Application reference number is sent in the registered email of the applicant/authorized
representative

B.3 Click “Search” button
Note: A One-time Passcode (OTP) Page will show next

B.4 Enter correct and valid OTP sent to the registered email address and click “Proceed”
button

') SECURITIES AND EXCHANGE COMMISSION
REGISTRATION APPLICATION FORM

AOne Time Passcode has been sent to fcsumang@sec.gov.ph
Enter OTP here *

SECURITIES AND EXCHANGE COMMISSION 2021
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| SECURITIES AND EXCHANGE COMMISSION

Electronic Simpif Application

SECURITIES AND EXCHANGE COMMISSION 2022

Note: Application information is displayed with the following information such as: (1) System
generated forms, (2) Application Status, (3) Application Reference Number and (2) Date
Submitted

IMPORTANT REMINDERS:

1. Please review all provided information, uploaded file/s and make sure that said information
are correct and complete prior to the submission of the online application.

2. Submit the application form. An application reference number will be provided once the
form is successfully submitted and will be sent through your registered email account. Said
reference number shall be used for easy tracking of the application.

Advisories:

Please allow seven (7) working days from the time of submission to review the application.

2. Check your email regularly. Status of the application, as well as other notifications such as
One Time Passcode (OTP), will automatically be sent by the System to the email address
of the authorized representative.

3. The online registration system automatically generates the registration documents. You
must download and upload the duly signed and authenticated or notarized hard copies of the
registration documents.

4. The status of the application review may be tagged as follows:

a. Pre-Approved Application
a.1l. Download the system generated forms

a.2. Upload the signed and authenticated or notarized documents within thirty (30)

23|Page



Regular Processing of SEC-ESPARC (with uploading of documents) User Guide

calendar days.

b. Disapproved Uploaded Document/s

Upload the corrected file/s based on the remarks made by the Reviewing
Officer within fifteen (15) calendar days.

c. Approved Application
c.1. Pay the registration fees specified in the Payment Assessment Form (PAF). You
may pay through the following:

e SEC Cashier Over-the-counter (Cash, Manager’s check and Postal Money
Order)

e SEC Online payment portal

URL:https://www.sec.gov.ph/sec-payment-portal/

e Authorized Land Bank branches

Note: The PAF is valid for forty-five days (45) from the date of PAF.
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