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NOTE: 

Every application dropped into the receiving box will be individually inserted into a plastic or an 
envelope (sealed) before it is collected by the back office team.  
Payment is made either Bank-In or online transfer to either BIBD or Baiduri Bank account. This 
is for ROCBN to reconcile and prepare cash book on the daily revenue collection 

 

Any enquiries to the application, applicants can contact ROCBN Customer Service Unit at 2380505 or 2383444. 

STANDARD OPERATING PROCEDURE FOR RECEIVING DOCUMENTS (FOR EREGISTRY) 

Incomplete application 
(Requires additional  

documentation) 

Complete application 

Public and Corporate Service      
Provider to drop proof of payment 
to the receiving box for ROCBN 

to process the application(s) 

ROCBN will proceed with the     
application and register the      

changes. Acknowledgment   
letter will be issued 

ROCBN 
checks and 

verify        
application 

Public and Corporate Service      
Providers key in and drops         

application(s) to the receiving 
box 

ROCBN to contact public and     
Corporate Service Providers to    

inform amount to pay for the     
application 

Payment is made 


