
copy of 2 valid 
government-
issued ids 
of buyer 
and spouse / aif

primary:
Passport, Driver's License, 
SSS, UMID, PRC ID

secondary:
PhilHealth ID, TIN Card, 
Postal ID, Voter’s ID, 
Company ID, 
Pag-ibig Loyalty Card

income 
documents₱

if ofw:
Job Contract/COE 
with compensation 
and 3-months payslip 

if self-employed:
Financial statement for 
the last 3 years and ITR

if locally employed:
COE with compensation, 
ITR, and 3-months payslip

Any of the following:

buyer’s 
information 
sheet (bis)

buyer’s 
disclosure 
statement

reservation 
fee

₱

reservation 
agreement

reserve
Step 1

₱
latest proof 
of billing
electricity, 
water, telephone, 
cable bills

If no proof of billing under 
buyer's name or AIF, secure 
certification from the lessor 
and copy of lessor's valid ID 
OR secure Barangay Certificate

contract 
to sell

copy of 2 valid 
government-
issued ids 
of buyer 
and spouse / aif

home 
improvement 
contract
(if applicable)

ada application 
and/or issuance 
of post-dated 
checks

₱

signed forms
AIF Information Sheet 
(if OFW)

Counseling 
Confirmation Form

special power 
of attorney
(if ofw)

post-booking
(For submission within 120 days 
from reservation payment)

Step 2

income 
documents₱

if locally employed:
Proof of income 
(COE with compensation, 
ITR, and 3-months payslip)

if self-employed:
Financial statement for 
the last 3 years and ITR

if ofw:
Job Contract/COE 
with compensation 
and 3-months payslip 

signed deed of 
absolute sale 
(doas)

3 pcs 1x1 photo
of buyer 
and spouse / aif

documents based 
on civil status

married: 
Marriage Contract

single: 
Certificate of No Marriage

separated: 
Legal Separation | Annulment Papers 
w/ Certificate of Finality of Decision

widowed: 
Death Certificate of Spouse

signed deed of 
reconveyance 
(dor)

tin id
of buyer and spouse

Authorization to Conduct 
Credit/Background 
Investigation with sketch

Insurance Application Forms 
(AXA, BDO Life, Ben Life, 
Cocolife, PNB Allianz)

signed forms

signed pcfi 
signature card
2 copies

any other additional 
(updated) documents 
which may be required 
by profriends or 
accredited bank

Compliance of document is N*-11
N* = 11 months before last downpayment

loan processing
Step 3

signing of 
letter of guarantee

loan 
take-out

loan 
approval 
& release

Step 4

inspection 
and punchlist

acceptance of 
unit and release 
of unit keys

endorsement of 
account to pmo 
for hoa dues

turnover 
& move-in

Step 5

₱
processing 
of tax declaration

processing of title 
under buyer's name

title 
transfer

Step 6

required documentsBank Financing Only


