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Simple Application

The eAMEND is a cutting-edge online platform designed to simplify and expedite the process of filing and managing amendments with SEC. This
user-friendly portal redefines the way amendments are submitted and processed. By harnessing advanced technology, eAMEND ensures efficiency,
accuracy, and security, allowing business entities to focus on their core operations while meeting regulatory obligations seamlessly. It facilitates the
acceptance, processing, approval of payment, and issuance of the digital and original Certificate for amendment applications filed through it.

Simple Application is subject to issuance of digital certification for Amendment of the Articles of Incorporation and/or By-Laws filed by Domestic
Stock or Non-stock corporations concerning the following provisions:

a. Articles of Incorporation:
i. Change in the Principal Office Address;
ii. Increase or Decrease in the Number of the Board of Directors/Trustees;
iii. Fiscal Year for One Person Corporations (OPCs).

b. By-Laws:
i. Date of Annual Meeting of the stockholders/members;
ii. Fiscal Year.

To enhance the security of eAMEND transaction, all individuals who wish to use eAMEND portal shall register and create an account on SEC
Universal Registration Environment (eSECURE).

T e |
Registration and Credentialing an Account to eSECURE

1. Access the eSECURE portal https://esecure.sec.gov.ph/

«SLCURL
Foet Ralaba Saars

2. Register an account
3. Pay the registration fee . [

4. Proceed with Credentialing an account

Please click this button to be redirected to the step by step procedures of the eSECURE
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Accessing the eAMEND Portal

1. Access the SEC
(www.sec.gov.ph)

website

Click the Online Services

3. Click eAMEND or access this URL
https://eamend.sec.gov.ph/login

4. Enter the username and password
of your eSECURE account
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CREATION OF APPLICATION

1.
2.

oUW

Click the “+Apply for Amendment” button

Read and tick the “Click All” for the Terms and Provisions and Click the “Proceed
Application” button

Select "Simple” application type

Select Processing Office

Enter SEC Registration Number and Click the “Search” button

Once the company has been FOUND, Click the "OK" and “"Next” (if NOT FOUND the
system will prompt “what to do"” instructions)

An email notification of “Draft” status will be sent to the email address of the applicant.

7.
8.

10.
11.
12.
13.

14.
15.
16.
17.
18.
19.
20.

21.

22.

Select from the list of the amendment provisions

Click the "Amendment Form” and fill-out (From and To)

Repeat Steps 14-16 (if there is another type if amendment application)

Click the “Save Changes” button and the "Next"” button

Click the “+Add Board Resolution” button and fill-out the necessary information
Click the “"Add Board Resolution” button and “"OK” button

Click the “+Add Director” button and fill-out the necessary information

Click the “"Add Director” button and "OK" button

Note: Add at least majority of the board

Click the “+Add Corporate Secretary” button and fill-out the necessary information
Click the “"Add Corporate Secretary” button and "OK" button

Click the “"Next” button

For the Amendment Form, Click the “"Preview Template” and "Download Template”
Click the “"Upload File"”” button to upload the necessary requirements

For Other Supporting Documents, Click the “+Add Document” button

Upload the latest monitoring clearance issued by SEC or Tick the box for Affidavit of
Undertaking if the monitoring clearance is not available

Click the “Preview Template” and "Download Template” of Affidavit of Undertaking
and Upload

Click the “Next” button
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SUBMISSION OF APPLICATION

IHEREBY CERTIFY that all the information provided are complete, correct and true to the
o best of my knowledge and company records.

1. Tick the "I HEREBY CERTIFY” statement

< submit Application

2. Click the “"Submit Application” button

3. Click the "Yes, Continue" button 9

& Previous [¥) Save as Draft

4. Click the “"OK” button

An email notification of “Pending Review” status will be sent to the email address

of the applicant. Confirm Submission

Your amendment application will now be submitted
to SEC.

Do you want to continue?

Cancel Yes, Continue.

Submission Successful

o
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PAYMENT OF APPLICATION

Once the application has been reviewed and pre-approved by the Assigned
Processor, an email notification of “"For Payment”” Status will be sent to the email
address of the applicant. Open the Email Notice and login to the eAMEND portal

. Open the Email Notice and login to the eAMEND portal
. Click the “Applications” menu

. Search for the application with “For Payment Status

. Click the “View Application” button

1
2
3
4
5. Click the “View" button to view the Payment Assessment Form (PAF)
6
7
8
9

. Click the “Pay Online via eSPAYSEC" button
. The system will be redirected to eSPAYSEC Portal

N
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Select from any of the Payment Methods i

ik

Enter the Verification Code . e

Wi

Wl

10. Click the “Proceed to Payment” button e s

The system will be redirected to the chosen Payment Gateway Portal

11. Proceed with the Payment steps

:
i
l

12. Once the payment has been successful Click the “"Go back to eAMEND” button

o Dayment Sucesst

Payment Confirmation will be sent to the email address of the applicant.

z
-
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DOWNLOADING OF DIGITAL CERTIFICATE OF AMENDMENT AND
SUBMISSION OF HARD COPIES

4

Once the application has been paid, an email notification of “For Submission
Status will be sent to the email address of the applicant.

1. Open the Email Notice and download the digital Certificate of Amendment or login to the
eAMEND portal

Click the “Applications” menu
Search for the application with “"For Submission of hard copies”

Click the "View Application" button

v A W N

Click the "Download" button

The digital Certificate of Amendment will be downloaded
SUBMISSION OF HARD COPIES

1. Open the Email Notice with “For Submission of hard copies”

2. Submit the digital certificate of amendment and any proof of payment of the required
fees together with the originally signed and notarized hard copies to the selected SEC
Processing Office anytime within thirty (30) calendar days stated from the date indicated
in the digital copy of the Certificate of Amendment

RECEIVING OF ORIGINAL CERTIFICATE OF AMENDMENT
1. Open the Email Notice with “For Releasing of Certificate”

2. Proceed to the selected SEC Processing Office on the scheduled date indicated in the
email notice to receive the original certificate of amendment.

CANCELLATION OF APPLICATION (Only applicable with unpaid application)
1. Click the “Applications” menu

2. Click the "View Application" button

3. Click the "Cancel Application" button

4. Enter the reason for cancellation
5

Click the "Cancel Application" and open the email notice of “Cancelled” application

CANCELLATION OF APPLICATION
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