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REGISTRATION



REQUIREMENTS FOR REGISTRATION TO SELL 
(Dealers and Retailers)

Annex 4

• Notarized Registration Form (ANNEX 4)

• Notarized certificate of the existence of a contract to sell duly signed by both the Dealer or 
Retailer and the Trademark owner or Marketer;

• LTO of Dealer or Retailer;

• LTO of Trademark owner or Marketer;

• DOE registration certificate - Trademark or tradename;

• DOE registration certificate – LPG Seal; and

• Notarized company secretary’s certificate of the authorized representative of the applicant.

ANNEXES%20FOR%20REGISTRATION/Annex%204%20-%20Registration%20-%20Authority%20to%20Sell%20LPG-filled%20Pressure%20Vessel.17Aug2022.docx


REQUIREMENTS FOR REGISTRATION TO SELL 
(Dealers and Retailers)

Annex 4



REQUIREMENTS FOR REGISTRATION TO SELL 
(Dealers and Retailers)

Annex 4

Company Details
• Company Name : RENELYN C. ESTIYA
• Business Address : 18, Mabini St, Tunghaan, Minglanilla, Cebu, 

Region VII
(Number, Street, Brgy, Mun/City, Province & Region) :
• GPS Coordinates (longitude & latitude) : 123.1258, 9.1254
• Telephone Number : 032-2532155/09957115152
• Email Address : restiya@gmail.com



REQUIREMENTS FOR REGISTRATION TO SELL 
(Dealers and Retailers)

Annex 4

Establishment Details
• Company Name : RCE LPG TRADING
• Business Address : 18, Mabini St, Tunghaan, Minglanilla, Cebu, 

Region VII
(Number, Street, Brgy, Mun/City, Province & Region) :
• GPS Coordinates (longitude & latitude) : 123.1258, 9.1254
• Telephone Number : 032-2532155/09957115152
• Email Address : restiya@gmail.com



SUPPLY CERTIFICATE
(FORMAT)

§SUPPLY CERTIFICATE\DEALER.pdf
§SUPPLY CERTIFICATE\RETAILER.pdf
§SUPPLY CERTIFICATE\REFILLING PLANT.pdf
§SUPPLY CERTIFICATE\REFILLING 
AGREEMENT.pdf

SUPPLY%20CERTIFICATE/DEALER.pdf
SUPPLY%20CERTIFICATE/DEALER.pdf
SUPPLY%20CERTIFICATE/DEALER.pdf
SUPPLY%20CERTIFICATE/DEALER.pdf
SUPPLY%20CERTIFICATE/RETAILER.pdf
SUPPLY%20CERTIFICATE/RETAILER.pdf
SUPPLY%20CERTIFICATE/RETAILER.pdf
SUPPLY%20CERTIFICATE/RETAILER.pdf
SUPPLY%20CERTIFICATE/REFILLING%20PLANT.pdf
SUPPLY%20CERTIFICATE/REFILLING%20PLANT.pdf
SUPPLY%20CERTIFICATE/REFILLING%20PLANT.pdf
SUPPLY%20CERTIFICATE/REFILLING%20PLANT.pdf
SUPPLY%20CERTIFICATE/REFILLING%20AGREEMENT.pdf
SUPPLY%20CERTIFICATE/REFILLING%20AGREEMENT.pdf
SUPPLY%20CERTIFICATE/REFILLING%20AGREEMENT.pdf
SUPPLY%20CERTIFICATE/REFILLING%20AGREEMENT.pdf
SUPPLY%20CERTIFICATE/REFILLING%20AGREEMENT.pdf


SUPPLY 
CERTIFICATE
(FORMAT)



CERTIFICATE OF REGISTRATION



LICENSE TO OPERATE (LTO)
RULE 4



REQUIREMENTS FOR LTO
(DEALER)

Annexes F, F-1 to F-5 and Annex K

• Completely Filled Notarized Application Form (Pro-Format)

• Company/Business Profile (Pro-Format)

• Outlet Profile (Pro-Format)

• List of Motor Vehicles (Model/Make/Capacity, with LTO OR/CR and BFP 

Conveyance Permit and photo, per Vehicle) – [compliance to PNS on LPG 

Transport]

• Executive Briefer of Operation

• Scaled Layout Plan of the Facility (e.g. Warehouse, Showroom)

• SEC or DTI or CDA Registration Certificate 



REQUIREMENTS FOR LTO
(DEALER)

Annexes F, F-1 to F-5 and Annex K

• Articles of Incorporation, if SEC Registered

• Latest General Information Sheet (GIS), if SEC Registered

• Business Permit indicating the applied LPG Industry activity

• BIR Registration for the applied LPG Industry activity

• Fire Safety Inspection Certificate of the Facility (e.g. Warehouse, Showroom)

• Facility Occupancy Certificate from the LGU (Office of Building Official)

• Fire Prevention and Response Manual



REQUIREMENTS FOR LTO
(DEALER)

Annexes F, F-1 to F-5 and Annex K

• List of Trained and Qualified Service Personnel from DOE recognized organization, 

with attached Certificate 

• Notarized Company Secretary Certification for authorized representative and 

signatory

• Latest digital pictures (5R, with date/time stamp) showing the following:

üFull, front and back views of the facility/store

üPrice Display Board

üWeighing Scale/Devices

üLPG Cylinders (on display and stock), and

üSafety and Informational Signs



REQUIREMENTS FOR LTO
(DEALER)

Annexes F, F-1 to F-5 and Annex K

• DOE Legal Clearance of No Pending Case
• Proof of Payment of Fees

• Note: 
ALL applicable required entries and requirements in Annexes F, F-1 to F-5, and K 
should be FULLY COMPLIED



DEALER

§APPLICATION FORM FOR LICENSE TO OPERATE 
(ANNEXES FOR REGISTRATION\Annex F- LTO - Dealer.fnl.docx )

§SUPPORTING DOCUMENTS
(ANNEXES_LTO\Annexes F-1 to F-5 - LTO (LPG) - Dealer.fnl_1663806315.xlsx)

ANNEXES%20FOR%20REGISTRATION/Annex%20F-%20LTO%20-%20Dealer.fnl.docx
ANNEXES%20FOR%20REGISTRATION/Annex%20F-%20LTO%20-%20Dealer.fnl.docx
ANNEXES%20FOR%20REGISTRATION/Annex%20F-%20LTO%20-%20Dealer.fnl.docx
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ANNEXES%20FOR%20REGISTRATION/Annex%20F-%20LTO%20-%20Dealer.fnl.docx
ANNEXES%20FOR%20REGISTRATION/Annex%20F-%20LTO%20-%20Dealer.fnl.docx
ANNEXES_LTO/Annexes%20F-1%20to%20F-5%20-%20LTO%20(LPG)%20-%20Dealer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20F-1%20to%20F-5%20-%20LTO%20(LPG)%20-%20Dealer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20F-1%20to%20F-5%20-%20LTO%20(LPG)%20-%20Dealer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20F-1%20to%20F-5%20-%20LTO%20(LPG)%20-%20Dealer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20F-1%20to%20F-5%20-%20LTO%20(LPG)%20-%20Dealer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20F-1%20to%20F-5%20-%20LTO%20(LPG)%20-%20Dealer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20F-1%20to%20F-5%20-%20LTO%20(LPG)%20-%20Dealer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20F-1%20to%20F-5%20-%20LTO%20(LPG)%20-%20Dealer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20F-1%20to%20F-5%20-%20LTO%20(LPG)%20-%20Dealer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20F-1%20to%20F-5%20-%20LTO%20(LPG)%20-%20Dealer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20F-1%20to%20F-5%20-%20LTO%20(LPG)%20-%20Dealer.fnl_1663806315.xlsx


DEALER



SAMPLE

APPLICATION FORM FOR (DEALER)
SAMPLE\Annex F- LTO - Dealer_1.fnl.docx

SAMPLE/Annex%20F-%20LTO%20-%20Dealer_1.fnl.docx
SAMPLE/Annex%20F-%20LTO%20-%20Dealer_1.fnl.docx
SAMPLE/Annex%20F-%20LTO%20-%20Dealer_1.fnl.docx
SAMPLE/Annex%20F-%20LTO%20-%20Dealer_1.fnl.docx
SAMPLE/Annex%20F-%20LTO%20-%20Dealer_1.fnl.docx
SAMPLE/Annex%20F-%20LTO%20-%20Dealer_1.fnl.docx
SAMPLE/Annex%20F-%20LTO%20-%20Dealer_1.fnl.docx


REQUIREMENTS FOR LTO
(RETAIL)

Annexes G, G-1 to G-5 and Annex K

• Completely Filled Notarized Application Form (Pro-format)

• Company/Business Profile (Pro-format)

• Outlet (Establishment) Profile (Pro-format)

• Certification of Existing Supply Contract

• List of Motor Vehicles (Model/Make/Capacity, with LTO OR/CR and BFP Conveyance 

Permit and photo, per Vehicle) – [compliance to PNS on LPG Transport]

• Executive Briefer of Operation

• Scaled Layout Plan of the Facility/Establishment (e.g. Warehouse, Showroom)

• SEC or DTI or CDA Registration Certificate 



REQUIREMENTS FOR LTO
(RETAIL)

Annexes G, G-1 to G-5 and Annex K

• Articles of Incorporation, if SEC Registered

• Latest General Information Sheet (GIS), if SEC Registered

• Notarized Company Secretary Certification for authorized representative and 

signatory

• Business Permit indicating the applied LPG Industry activity

• BIR Registration for the applied LPG Industry activity

• Fire Safety Inspection Certificate of the Facility/Establishment (e.g. Warehouse, 

Showroom) – [indicating the LPG business activity]

• Facility Occupancy Certificate [City/Municipal Engineer’s Office]



REQUIREMENTS FOR LTO
(RETAIL)

Annexes G, G-1 to G-5 and Annex K

• Latest Digital Photographs (5R, with date/time stamp) showing the following:
üFull, front and back views of the facility/store
üPrice Display Board
üWeighing Scale/Devices
üLPG Cylinders (on display and stock), and
üSafety and Informational Signs

• DOE Legal Clearance of No Pending Case
• Proof of Payment of Fees

• Note: 
ALL applicable required entries and requirements in Annexes G, G-1 to G-5, and K 
should be FULLY COMPLIED



RETAILER

§APPLICATION FORM FOR LICENSE TO OPERATE 
(ANNEXES FOR REGISTRATION\Annex G - LTO - Retailer.fnl.docx )

§SUPPORTING DOCUMENTS
(ANNEXES_LTO\Annexes G-1 to G-5 - LTO (LPG) - Retailer.fnl_1663806315.xlsx)

ANNEXES%20FOR%20REGISTRATION/Annex%20G%20-%20LTO%20-%20Retailer.fnl.docx
ANNEXES%20FOR%20REGISTRATION/Annex%20G%20-%20LTO%20-%20Retailer.fnl.docx
ANNEXES%20FOR%20REGISTRATION/Annex%20G%20-%20LTO%20-%20Retailer.fnl.docx
ANNEXES%20FOR%20REGISTRATION/Annex%20G%20-%20LTO%20-%20Retailer.fnl.docx
ANNEXES%20FOR%20REGISTRATION/Annex%20G%20-%20LTO%20-%20Retailer.fnl.docx
ANNEXES%20FOR%20REGISTRATION/Annex%20G%20-%20LTO%20-%20Retailer.fnl.docx
ANNEXES%20FOR%20REGISTRATION/Annex%20G%20-%20LTO%20-%20Retailer.fnl.docx
ANNEXES_LTO/Annexes%20G-1%20to%20G-5%20-%20LTO%20(LPG)%20-%20Retailer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20G-1%20to%20G-5%20-%20LTO%20(LPG)%20-%20Retailer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20G-1%20to%20G-5%20-%20LTO%20(LPG)%20-%20Retailer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20G-1%20to%20G-5%20-%20LTO%20(LPG)%20-%20Retailer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20G-1%20to%20G-5%20-%20LTO%20(LPG)%20-%20Retailer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20G-1%20to%20G-5%20-%20LTO%20(LPG)%20-%20Retailer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20G-1%20to%20G-5%20-%20LTO%20(LPG)%20-%20Retailer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20G-1%20to%20G-5%20-%20LTO%20(LPG)%20-%20Retailer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20G-1%20to%20G-5%20-%20LTO%20(LPG)%20-%20Retailer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20G-1%20to%20G-5%20-%20LTO%20(LPG)%20-%20Retailer.fnl_1663806315.xlsx
ANNEXES_LTO/Annexes%20G-1%20to%20G-5%20-%20LTO%20(LPG)%20-%20Retailer.fnl_1663806315.xlsx


LICENSE TO OPERATE



PRE-APPLICATION CONFERENCE
Section 25

The OIMB or FO may further require a 
presentation on the details of application in a 

pre-application conference.



LTO PROCESSING TIME

• The receipt and evaluation of the application, and the 
issuance of the registration certificate and LTO shall comply 
with the timeline and procedure provided for in the EVOSS 
and the Citizen’s Charter

• Incomplete submission (in documentary requirements, with 
complete details and correct forms) shall be immediately 
rejected and need to re-apply

                                                                                                                             Sections 18.2, 19.4, 20.5, 21.4, 22.4, 23.3, 25



LTO PROCESSING TIME

• Application may be submitted by walk-in (in-person) 
submission or by carrier/mail

• LTO shall be issued WITHIN TWENTY DAYS after submission 
of application with complete requirements and full 
compliance of standards [COMPLETE REQUIREMENTS + 
NO PENDING CASE + PAYMENT OF FEES]

                                                                                                                             Sections 18.2, 19.4, 20.5, 21.4, 22.4, 23.3, 25



SUMMARY OF SUBMISSIONS

DEALER
oREGISTRATION

üREGISTRATION FOR AUTHORITY TO SELL  - ANNEX 4
oLICENSE TO OPERATE

üAPPLICATION FORM      - ANNEX F
üCHECKLIST               - ANNEX F-1
üCOMPANY PROFILE      - ANNEX F-2
üOUTLET PROFILE      - ANNEX F-3
üLIST OF TRANSPORT VEHICLE    - ANNEX F-4
üSTANDARDS       - ANNEX F-5



SUMMARY OF SUBMISSIONS

RETAILER
oREGISTRATION

üREGISTRATION FOR AUTHORITY TO SELL  - ANNEX 4
oLICENSE TO OPERATE

üAPPLICATION FORM      - ANNEX G
üCHECKLIST               - ANNEX G-1
üCOMPANY PROFILE      - ANNEX G-2
üOUTLET PROFILE      - ANNEX G-3
üLIST OF TRANSPORT VEHICLE    - ANNEX G-4
üSTANDARDS       - ANNEX G-5



REJECTED APPLICATION (NOTIFICATION)



APPLICATION FOR ORDER OF PAYMENT



ISSUED LTO (NOTIFICATION)



VALIDITY OF CERTIFICATE OF AUTHORITY TO SELL

The validity/duration of the issued Authority to 
Sell is DEPENDENT on the validity/duration of 

the Supply Contract/Agreement submitted

NOTE:
Application for Registration is PER BRAND



REPORTORIAL REQUIREMENTS

• All DOE-regulated LPG industry participants shall submit the 
prescribed written or electronic forms or reports to the DOE

• The DOE shall be prohibited from sharing, disclosing, or 
making available to the general public and other LPG industry 
participants any information, document, plan, and report 
constituting trade secrets, proprietary data, and other 
legitimate commercial information which are confidential or 
privileged in nature

Section 25



REPORTORIAL REQUIREMENTS

DEALER
1. Annual Update Report on Company Profile
2. Annual Update Report on Facility Profile
3. Annual Update Report on LPG Supply and Demand Balance 
4. Annual Update Report on Inventory of LPG Cylinders 
5. Certification on Existing Contracts 

*If no changes or update in items 1 and 2, cover letter indicating no changes or update must be submitted duly 
signed by owner/authorized representative

Sections 29.5 and 29.6



REPORTORIAL REQUIREMENTS

RETAILER
1. Annual Update Report on Company Profile
2. Annual Update Report on Facility Profile
3. Annual Update Report on LPG Supply and Demand Balance 
4. Annual Update Report on Inventory of LPG Cylinders 
5. Certification on Existing Contracts 

Sections 29.5 and 29.6

*If no changes or update in items 1 and 2, cover letter indicating no changes or update must be submitted duly 
signed by owner/authorized representative



REPORTORIAL REQUIREMENTS
Sections 29.5 and 29.6



REPORTORIAL REQUIREMENTS
Sections 29.5 and 29.6



LTO DIGITAL FORMS FOR RETAILER/DEALER 

ONLINE FORM

HTTPS://BIT.LY/VFOLTOAPPLICATION

https://bit.ly/vfoltoapplication


LTO DIGITAL FORMS FOR RETAILER/DEALER 



LTO DIGITAL FORMS FOR RETAILER/DEALER 



FACEBOOK PAGE

https://www.facebook.com/doevisayas

https://www.facebook.com/doevisayas


FACEBOOK PAGE



DOE – VFO LTO APPLICATION ONLINE LINKS

doe.gov.ph/vfo-lto

FOLLOW US ON FACEBOOK
FOR ANNOUNCEMENT/ADVISORY

/doevisayas



IMPORTANT REMINDERS

We do NOT accept ONLINE APPLICATION, or 
by email.  Application shall only be 

submitted either in-person or send through 
mail / carrier



Thank you!


