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PHILIPPINE POSTAL CORPORATION

Liwasang Bonifacio, Manila

APPLICATION FOR POSTAGE CHARGE ACCOUNT
(    Deferred:              Renewal
         Renewal Control No._____________           Reapplication


Post Office of Entry:








COMPANY/CLIENT PROFILE

Business Name: 













Nature of Business:













Business Address: 








Zip Code:



Telephone Nos.:   



Fax No.


Website: 




President: 




General Manager: 







Tel. Nos (DL). 



Fax No.


 E-mail:





Contact Person:___________________ Position.



Tel. No.


 

AUTHORIZATION

     The following employee(s) and/or representative(s) whose name(s) and signatures appear below are hereby authorized by ___________________________________ (Name of Company) to post mails and/or transact business with the post office subject to the Operating Policies, Procedures and Guidelines of the Special Payment Scheme (SPS) specified on the reverse side hereof:

         REPRESENTATIVE(S) NAME
        SPECIMEN SIGNATURES (to be signed twice)

1. ______________________________        _________________
        

__________________

2. ______________________________        _________________


__________________

(unfilled spaces must be cancelled)

     This authority shall remain in full force and in effect until revoked by me/us in writing.

___________________________________

AUTHORIZED OFFICIAL

(Signature Over Printed Name)

- - - - -  - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  - - - - - -- - - - - - - - - - - - - - - - - - - - - - - - - - - 

This portion is for PPC use only:








Credit Line:_______________________

Attached Documents:

    Certification of Funds Availability for 2-month mailing expense       SEC Registration/Business Permit

    Certified true copies of latest Financial Statements     
               Others(please specify)__________

Endorsed by:





 Approval Recommended by:

_______________________________                             _______________________________

             
      POSTMASTER



            AREA ACCOUNTANT

    
      (Signature Over Printed Name)


     (Signature Over Printed Name)

- - - - - - - - - - - - - - - -  - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  - - - - - -- - - - - - - - - - - - - - - -  

Action Taken

   Approved



        Disapproved





           

          Reasons:    







___

                           AREA DIRECTOR

                   (SIGNATURE OVER PRINTED NAME)

Annual Fee Paid:  P


 Official Receipt No.


Date:
__________



Please accomplish in two copies








mgj-2006jan
Operating Guidelines, Policies and Procedures for the Postage Charge Account Service

DEFINITION OF TERMS:

Postage Charge Account Service - shall refer to Philpost service authorizing the posting of mails on account.

Postage Charge Account - shall refer to the regular postage charge account where payment is tendered within thirty days.  Accounts that shall remain unpaid in excess of thirty days shall be subject to imposition of penalties as herein prescribed.

Deferred Payment Scheme - shall refer to a payment scheme under the Postage Charge Account Service where payment is tendered within seven (7) days.

GUIDELINES, POLICIES AND PROCEDURES

1. The acceptance of mails in the National Capital Region (NCR) posted under the Postage Charge Account Service shall be limited to:

1. Manila Central Post Office
3. Quezon City Central Post Office
5. Business Mail Service Office

2. Makati Central Post Office
4. Ortigas Center Post Office

6. Other regions to be determined by the Regional office.

2. Bulk/PCA mails may be processed in post offices of entry depending on their capability to frank said mails.

3. Mails that can not be accommodated and/or processed at the post office of entry shall be forwarded to the BMSO.  Paramount consideration shall be at the convenience of the customers, and/or our ability to meet processing/delivery commitment.

4. All PCA permits shall be valid only until December 31 of the year applied for.  The renewal of permits shall be done every January of the ensuing year.

5. All customers availing of the Deferred Payment or Postage Charge Account shall be issued a PCA Permit Number that shall be indicated on the prescribed indicia.

6. Bulk mailers in NCR with a minimum mailing of P10,000 shall be qualified to be issued a PCA permit while, P5,000 for bulk mailers in other regions. Approval and renewal of permits shall depend on the credit evaluation of the Regional Office.

7. Customers availing of the Deferred Payment Scheme shall be specified for a discount only when the prescribed time to pay the accounts has been met.  Discounts shall be computed at the time of payment.

8. Accounts under the Deferred Payment Scheme are automatically converted to a regular Postage Charge Account when not paid within the prescribed period.

9. Postage Charge Account Holders shall not be entitled to a discount except when payment is made within seven days.

10. The granting of discounts shall be embodied in the Memorandum of Agreement.  In the absence of an earlier agreement, no discount shall be granted without the approval of the Postmaster General.

11. A penalty of 1/4 of 1% shall be incurred for every day of delay of payment of Postage Charge Accounts.  This provision shall hold true as a policy and shall be deemed included in all Memorandum of Agreement with customers under this service.

12. All mails posted in bulk by permit-holder customers shall be accompanied by a Certificate of Mailing (COM), which contains a summary breakdown of the categories of mails posted with corresponding weight and quantities, duly signed by the authorized representative of the mailing company.

13. Mail permits become invalid when - 1) The permit was not renewed after expiration period.  2) When a customer has not paid his account for two consecutive months.

14. In case of discrepancy between what is written on the COM and what was actually processed the mails shall not be dispatched until cleared and/or upon instruction of the customer.

15. A copy of the Certificate of Mailing bearing the reference number, immediately after processing the mails, shall be returned back to the client.

16. The Certificate of Mailing bearing the reference number automatically serves as the billing statement.

17. The reference number shall be quoted by the client and Philpost, when making payments, queries and/or when reconciling accounts.

18. The BMSO shall not accept payment of accounts Payment for bulk mail processed on cash basis shall be accepted by the Manila Central Post Office.

19. Post Offices may accept payment for Postage Charge Accounts incurred only from the same post office where payment is being made.

20. The Chief Accountant upon receipt of the report of Certificate of Mailing shall consolidate unpaid accounts from the different offices pertaining to one customer and issue a corresponding monthly Statement of Account.

21. The Statement of Account shall be mailed to the customer through Domestic Express Mail Service (DEMS).

22. Statement of Accounts shall be sent out to customers during the first 10 days of the month.

23. A Collector from the Regional Office shall pick-up payments from the customer and shall issue an Official Receipt upon collection.

For inquiries and/or clarifications, please feel free to call at Tel.  Nos., 527-0108; 524-8771; 527-0140 and 527-0091

PCA Application Form Page 2
SPS/PCA NO.____________________


Valid Until ____________________	

















