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PAYMENT MANAGEMENT 

This document shall cover the guidelines and procedures pertaining to a centralized payment 

of all miscellaneous fees and other charges imposed and collected by the Bureau. Payment 

starts by checking the completeness of documents, specifically the Order of Payment and 

other supporting documents, and it ends after issuance of Bureau of Customs Official Receipt 

(BCOR).  

Office or Division Customer Care Center (Payment) 

Classification Simple 

Type of Transaction G2C – Government to Citizens 
G2B – Government to Business 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Order of Payment Office of the District Collector 

2. BCOR Collection Division 
CLIENT STEPS AGENCY ACTION FEES TO BE 

PAID 
PROCESSI
NG TIME 

PERSON 
RESPONS

IBLE 

1. Submits the 
Order of Payment at 
the Cashier 

Checks the Order of 
Payment 

None 
 

1 minute National 
Collecting 
Officer 
(NCO) 

2. None Accepts the Payment As 
determined 
in the Order 
of Payment 

1 minute NCO 

3. None Issues BCOR 
 

None 1 minute NCO 

4. Client decides to 
fill-out the HCSM. 

The NCO encourages 
client to fill-out the HCSM 
by scanning the QR Code 
posted at the CCC counter 

None 1 minute NCO 

TOTAL 4 minutes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


