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OUR VISION

We envision Sta. Catalina as...

“A leading Green Village of the North. home of united.
peace-loving. economically secured people where family
and cultural heritage is nurtured, living in a stable and
healthy ecological environment where the benefits of
inclusive growth and participatory governance are shared

under the stewardship of principle-centered leaders.™
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OUR MISSION

With the clear vision in mind...

We invest out time. effort and resources to attain it. This can be done
with the collective effort and productive relationship between
principle-centered leaders in active partmership with the private
sector. the business sector. the non-government organizations., and

the community as a whole.

The strategic alliance of these stake holders will spell a difference in
the lives of the people of Sta. Catalina and will lead the town into safe.

peaceful and productive human habitat of the future.
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SERVICE PLEDGE

We are committed to provide quality service
of our clients. Despite our efforts to do so, there
will still be circumstances beyond our control
that will lead to our failure of delivering the
service on time resulting to client dissatisfaction.
You have the right to complain and we are open
to comments and suggestions. We will rectify
mistakes we commit along the way to improve
our service.
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FEEBACK AND REDRESS
MECHANISM

Please feel free to do the following:

1.

2.

w

Fill-up Client’s Feedback and Suggestion/Commendation forms after availing our
service. You can fill up the form provided here and use the drop box for this purpose.
Report any of the following to the department head concerned, to the HRM Unit or the
Municipal Mayor verbally or in writing:

a. Misbehaviour of employees

b. Service not delivered on time based on the provisions of the Charter

. Grievances filed at our level will be dealt with utmost confidentially.
. You will be informed in writing after three (3) days from receipt therefore, any action

taken with regards to your grievance.

. Unsatisfied with the action taken by the Municipal Mayor, complaints against

employees and officials in violation of RA 11032 may be filed with the Anti Red Tape
Authority (ARTA).
» Formal Complaint shall be in writing, subscribed, and sworn to by the complainant
and shall set forth in a concise manner the following:
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1)Full name and address of the complainant;
2)Full name(s) and address of the person complained of as well as his/her position

and office;
3) A narration of the relevant and material facts which shows the acts or omissions

allegedly committed;
4)Certified true copies of documentary evidence and affidavits of his/her

witnesses, if any; and
5) Certification or statement of non-forum shopping

It must be signed by the party or his/her authorized representative, if any.
If upon evaluation by the Anti Red Tape Authority (ARTA), it is established that the formal

complaint is valid such that it falls within the scope of RA# 11032, the Authority shall
commence the investigation of the said complaint.
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Our Contact Number/s:

Municipal Mayor 0917 898 1818
Mayor’s Office Hotline 0966 180 7058
HRM Unit 0915 548 3882

Contact Information of ARTA
complaints@arta.gov.ph
(02) 8478 5091; (02) 8478 5093; (02)8478 5099
Presidential Complaints Center - 8888
CSC Contact Center ng Bayan - Sms/Text 09088816565;
email@contactcenterngbayan.gov.ph
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SERVICES OFFERED
EXTERNAL

SERVICES OFFERED

I. MUNICIPAL CIVIL REGISTRAR

1.

2.
3.
4.
5.
6.
7.
8.
9.

Issuance of Birth, Marriage and Death Certificate

Registration of Birth, Marriage and Death Certificates

Endorsement of Civil Registry to the O.C.R.G. Philippine Statistics Office (OCRG-P$SA)

Application and Issuance of Marriage License

Application for Delayed Registration of Birth, Marriage and Death

Petition of First Name and Correction of Clerical Error and/or Typographical Error

Legitimation of child

Availment of R.A. 9255 (Authority to use Surname of the Father by the lllegitimate Child)

Registration and Annotation of Civil Registry of Civil Documents Affecting by Court Order/Decision and Legal
Instruments

10. Registration of Founding
11. Issuance of Supplemental Report
12. Issuance of Burial Permit

Il. MUNICIPAL BUILDING OFFICIAL OFFICE

1.
2.

Issuance of Building Permit
Issuance of Occupancy Permit

lll. MUNICIPAL ASSESSOR’S OFFICE

1.
2.
3.

Annotation and Encumbrances
Cancellation of Encumbrances
Issuance of Certifications, Certified True Copy and xerox copies and other documents related to real properties

Page 15 of 176



4. Processing of Tax Declaration for Declared New Building and Machineries

5. Issuance of Tax Declaration for Declared New Land

6. Issuance of Tax Declaration for Identification of Unknown Lots

7. Issuance of Tax Declaration for Transfer of Ownership

8. Ocular Inspection, Identification of Unknown and Omitted Properties and Area Verification
9. Annotation and / or Cancellation of Encumbrance/mortgaged or Property

10. Appraisal and Assessment of New Building of Machinery

IV. MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE
1. Aide to Individual in Crisis Situation (AICS)
2. Issuance of Senior Citizen’s Identification Card
3. Issuance of Purchase $lip to Senior Citizens
4. Day Care Services
5. Pre-Marriage Counseling (PMC)
6. Distribution of Semi-annual Stipend for Social Pensioners
7. Referral to the Philippine Charity Sweepstakes Office for the Provision of Financial/Medical Assistance
8. Emergency Shelter Assistance to Victims of Disaster Particularly Those Whose Houses Were Either Partially Damaged
and Totally Destroyed
9. Assistance to children in conflict with the law and children at risk
10. Issuance of PWD ID Card
11. Issuance of Solo Parent ID Card
12. Promoting the Welfare of Socially Disadvantaged Women
13. Intervention and Diversion Program for Children In Conflict with the Law
14. Aftercare Services For Person Who use Drugs

V. MUNICIPAL BUDGET OFFICE
1. Review of Proposed Barangay Annual Budget

VI. MUNICIPAL TREASURER’S OFFICE
1. Collection of Real Properties
2. Issuance of Community Tax Certificate
3. Computation and Payment of Business Tax
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4.
5.

Issuance of Business Permit
Issuance of Official Receipts of Documents/Clearances/Certifications

VIl. MUNICIPAL AGRICULTURE OFFICE

1. Issuance of Farmer’s/Fisherman’s Certificate
Farm/Fishery/Livestock Technical Assistance
Insurance

2.
3.
4.
5.
6.
7.

Issuance of Animal Inspection Certificate

Dog Rabies Mass Vaccination

Distribution of Agricultural Inputs

Dispersal Program

Vill. MUNICIPAL GENERAL SERVICES OFFICE
Provision of requested Vehicle, Tables, Chairs and Sound System
2. Repair and Maintenance of the Municipal Government Vehicles and Properties

IX. MUNICIPAL HEALTH OFFICE

1.

2.
3.
4.
5.
6.
7.
8.
9.

Submission of Reports to Provincial Health Office

Renewal of License to Operate Birthing Home And Clinical Laboratory
Renewal of Certificate of Philhealth

Philhealth Reimbursement

Provision of Out-Patient Consultation

Provision of Maternal Care Services

Child Birth Services

Child Care Services

Provision of Anti-Leprosy Drugs

10. Provision of Nutrition Services

11. Issuance of Health/Medical Certificates
12. Issuance of Sanitary Permit

13. Provision of Laboratory Services

14. Provision of Dental Services
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X.

XI.

XIl.

XIll.

XIV.

XV.

15. Provision of Tuberculosis Control Program Services
16. Adolescent Health Services

MAYOR'S OFFICE
1. Issuance of Mayor’s Clearance
2. Issuance of Recommendations and Endorsements
3. Issuance of Affidavit
4. Issuance of Certification to Barangay/SK Officials for Eligibility and Scholarship
5. Solemnization of Marriage

HUMAN RESOURCE MANAGEMENT UNIT
1. Recruitment, Selection and Placement
2. Request for Certificate of Employment/Service Record and other Employee’s Certificates
3. Request for Terminal Leave Pay

MUNICIPAL PLANNING AND DEVELOPMENT OFFICE
1. Issuance of Land Certification

PHILIPPINE NATIONAL POLICE
1. Request for Local Police Clearance/Police Report

BUREAU OF FIRE AND PROTECTION
1. Fire Safety Evaluation Clearance for Business Permit
2. Fire Safety Inspection Certificate for Occupancy Permit
3. Fire Safety Inspection Certificate for New Business Permit
4. Fire Safety Inspection Certificate for Renewal Business Permit

MUNICIPAL DISASTER RISK REDUCTION AND MANAGEMENT OFFICE
1. Conduct of Training Related to Disaster Risk Reduction and Management

2. Respond on Emergency

3. Assistance in the Preparation of Barangay Disaster Risk Reduction and Management Plan
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4. Conduct of IEC on Disaster
5. Submission of Reports to Higher DRRMO and other concerned agencies
6. Render Emergency/ non-emergency services in times of calamities

XVI. MUNICIPAL ENVIRONMENT AND NATURAL RESOURCES OFFICE

1. Request for Clearance for Cutting of Trees

2. Reward Incentive Scheme on $Sea Turtle Nest discovery and protection
XVIl. SANGGUNIANG BAYAN

1. Review of Barangay Annual Budget and $K Annual Budget

2. Issuance of Certified True Copy of Legislative Documents
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Iv.

v.

INTERNAL

Office of the Municipal Mayor
1. Approval of Communication for the Issuance of Travel Order

HRMO

1. Application for Leave of Absence

2. Request for Clearance for Resignation/Transfer of Agency/Travel Abroad/Take a Long Vacation
3. Submission of Semestral Performance Rating

4. Request for Certificate of Employment/Service Record and other Employee’s Certificate

MPDC
1. Recording the Utilization of 20% Development Fund Utilization

MUNICIPAL BUDGET OFFICE
1. Processing of Obligation Request Form

MUNICIPAL ACCOUNTING OFFICE
1. Processing of Vouchers

Page 20 of 176



EXTERNAL SERVICES



I.

MUNICIPAL REGISTRAR OFFICE

1. ISSUANCE OF BIRTH, MARRIAGE AND DEATHS CERTIFICATE
Civil Registry Document such as Birth, Marriage, and Death may be availed by securing a certified transcript from the LCR or
Certified Machine Copy based on the original copy of the document filed and kept in this office.

Office or Division:

LOCAL CIVIL REGISTRAR OFFICE

Classification:

SIMPLE

Type of Transaction

G2C (Government to Citizens

Who may avail:

» Birth - All persons/individuals whose birth are registered in the municipality;
» Death - All persons/individuals whose family member/relative’s death are registered in the

verifying the requested
documents.

verify whether part of the
civil registry or not. If not
available, advice client to
apply for the late
registration. Print the
document. Advice client
to pay to the treasury the
required fees.

municipality;
» Marriage - All persons/individuals whose marriage are registered in the municipality.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
» Name and date of registry document c/o requesting party
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Client verbal/written | 1. Ascertain the identity 4 minutes ENGR. JOHN R. PILOT
request and wait while | of the application and MCR
CLERK VERIFIER
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P100.00 1 minute
2.Pay to the Treasury the | 2. Issue Official Receipt. RCC II Ricardo
required fees. Raguindin
3.Present Official Receipt | 3. Review as to the 3 minutes ENGR. JOHN R. PILOT
and claim the requested | correctness, affix MCR
documents. signature and release it
to client. If there is need
for change or correction,
advice to avail R.A. 9048
or go to court.
TOTAL: 8 minutes
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2.REGISTRATION OF BIRTH, MARRIAGE AND DEATH CERTIFICATES
> Birth Registration is the permanent and official recording of the child’s existence. The birth of child shall be registered within 30 days from the time of

birth, otherwise it is considered late.
> Marriage Registration shall be done within 15 days following the solemnization of marriage while those availed under Article 34 of the Family Code,

registration shall be done within 30 days following the solemnization.
> The registration of Death Certificate shall be made at the place of occurrence with the LCR within 30 days and it is mandatory.

Office or Division:

LOCAL CIVIL REGISTRAR OFFICE

Classification:

SIMPLE

Type of Transaction

G2C (Government to Citizen)

Who may avail:

» Birth Registration - Parents of Newborn Child at Municipal Birthing Facility/Clinic/Hospital in Sta.
Catalina, Ilocos Sur

» Marriage Registration - All couples who were married in the municipality

» Death Registration - all individuals whose family member’s death occurred in the municipality.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

>Birth - Certificate of live birth c/o requesting party
> Marriage - Certificate of Marriage

> Death - Death Certificate duly signed by the Municipal Health
Officer. Approve d transfer permit from the MHO if cadaver will be
transferred to another municipality

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submitdocument | 1. Receive and review 10 minutes ENGR. JOHN R. PILOT
correctness of entries, LCR
completeness of
signature, assign registry ENGR. JOHN R. PILOT
number, enter date LCR
received and sign
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2. Receive duly

signed and
registered

Certificate of Live
Birth or
Certificate of
Marriage or death
certificate

2. Release duly signed
and registered of live
birth or certificate of
marriage.

1 minute

3. 4 minutes 2.RCCII Ricardo

2. Pay Burial fee/ | 3. Midwife, or Physician P100.00 4.1 minute Raguindin

transfer cadaver fee to | will receive and sign the

the treasury. document.
3. Dr. Mary Christine

4. Review the document, Villar

3 Return to MCR for the | received and release the MHO

release of file copy. copy to the client. Juanita Rabang
RHM
Attending Physician
4. Engr. John Pilot
MCR

TOTAL: | Php 100.00 16 minutes
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3. ENDOREMENT OF CIVIL REGISTRY TO THE O.C.R.G. PHILIPPINE STATISTICS OFFICE (OCRG-PSA)

Office or Division:

LOCAL CIVIL REGISTRAR OFFICE

Classification:

SIMPLE

Type of Transaction

G2C (Government to Citizen)

Who may avail:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Present the requires | 1. Verify the civil registry 10 minutes ENGR.JOHN R. PILOT
documents and supply | the availability of the MCR
the information needed information. CLERK/VERIFIER
Print the document and
other supporting papers.
Advice client to pay to the
Treasurer's Office the
requires fee.
2. Issue Official Receipt. 1 minute RCC II Ricardo
Raguindin/Treasury staff
3. Review the document
prepared and  affix 4 minutes ENGR.JOHN R. PILOT
signature. Release to MCR
client and endorse the CLERK/VERIFER
same to OCRG-PSA.
TOTAL : 15 minutes
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4. APPLICATION AND ISSUANCE OF MARRIAGE LICENSE
All couples either one or both resident of Sta. Catalina, Ilocos Sur of legal age intending to get married must apply for marriage license at the LCR. Marriage
License is valid in any part of the Philippines for a period of 120 days from the date of issue.
Rule 47 - Reglamentary period and place of issue
Rule 48 - Requisites of application of Marriage License
Rule 49- Number of copies to be accomplished for distribution

Office or Division:

LOCAL CIVIL REGISTRAR OFFICE

Classification:

HIGHLY TECHNICAL

Type of Transaction

G2C

Who may avail:

All couples where one or both are residents/born in the municipality who intend to get married.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. BIRTH/ BAPTISMAL CERTIFICATE, 2. PARENTAL CONSENT (18 BUT BELOW
21 Y/0), 3. PARENTAL ADVICE (21 BUT BELOW 25 Y/0),4. FOR FOREIGNERS-
CERTIFICATE IF LEGAL CAPACITY, 5. FOR APPLICANTS WHO ARE PREVIOUSLY
MARRIED; A. DEATH CERTIFICATE OF DECEASED SPOUSEB. DECREE OF
DIVORCE, C. JIDICIAL DECREE OF ANNULMENT/ NULLITY, 6. CERTIFICATE OF
NO MARRIAGE FROM PSA, 7. CERTIFICATE IF PRE-MARRIAGE COUNSELING

C/0 Requesting Party

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING | PERSON RESPONSIBLE
TIME
1. Present the required | 1. Verify the authenticity of the 20 minutes ENGR. JOHN R. PILOT

documents and supply
the information needed.
Review the contents and
make the necessary
corrections if any. Sign
the Application.

documents presented and interview
the applicants. Type/print the
information in the prescribed from.
Assist the couple in affixing their
signatures. Remind applicants that
they are under oath. Advice client to
pay to the treasury the required fee.

MCR
CLERK/VERIFIER
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2.Pay to the Treasury the | 2. Issue Official Receipt P400.00.00 4 minutes RCC II Ricardo
required fee. Application of Raguindin /Treasury
Marriage License staff
P2.00 Marriage
License Fee
P240.00 10 Days
3.Present ORto MCR and | 3. Advice client to return after 10 Solemnization Fee ENGR. JOHN R. PILOT
wait for advice. days of publication/posting. MCR
4. Return after 10 days. | 4. Release marriage license.
TOTAL: Php 642.00 10 days and 24
minutes
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5. APPLICATION FOR DELAYED REGISTRATION OF BIRTH, MARRIAGE AND DEATH

Late registration applies to events that are not yet registered reglamentary period of 30 days after the occurrence of event. A ten day posting period must
be observed before the document applied for will be released.

Office or Division: LOCAL CIVIL REGISTRAR OFFICE

Classification: HIGHLY TECHNICAL

Type of Transaction G2C

Who may avail: » Birth Registration - all individuals who were born the municipality

» Marriage Registration - All individuals who were married in the municipality
» Death Registration - All individuals whose deceased family member is a resident of the

municipality
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

» Birth

# PSA Negative Certificate of Birth PSA

# Affidavit of 2 disinterested person Notary Public

# Baptismal Certificate Church

# Voter’s Registration Record COMELEC

# Certificate of Live Birth Hospital, Midwives, nurses or attending physician
» Marriage

# PSA Negative Certificate of marriage PSA

# Copy of Certificate of Marriage issued by c/o Requesting Party

solemnizing officer

# Affidavit of husband and Wife Notary Public

# Affidavit of 2 disinterested persons Notary Public
» Death

# PSA Negative Certificate of Death PSA

# Certificate of Burial Rites Church

# Affidavit of 2 disinterested persons Notary Public
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# Certificate of Death

‘ Hospital, Attending physician, Municipal Health Officer

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Present the | 1. Verify the civil registry 10 minutes ENGR. JOHN R. PILOT
requires the availability of the MCR
documents and | needed information. CLERK/VERIFIER
supply the | Print the document and
information other supporting papers.
Advice client to return
after 10 days and pay
required fee at the MTO 10 days posting period
2. Return after 10 | 2.Issue Official Receipt. P 100.00 1 minute RCC II Ricardo Raguindin
days . Pay
required fee at the
Municipal
Treasury ENGR. JOHN R. PILOT
3. Get Certificate of | 3. Review the document 4 minutes MCR
Registration prepared and  affix CLERK/VERIFER
signature. Release to
client and endorse the
same to OCRG-PSA.
TOTAL : P 100 10 days and 15 minutes
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6. PETITION FOR CHANGED OF FIRST NAME AND CORRECTION OF CLERICAL ERROR and / or TYPOGRAPHICAL ERROR

Office or Division:

LOCAL CIVIL REGISTRAR OFFICE

Classification:

SIMPLE

Type of Transaction

G2C

Who may avail:

Owner of Registered Birth, marriage, and deaths in the municipality, parents and his/her spouse, direct
descendants, institutions legally in charge for any administrative, judicial or other official proceedings with

valid identification card or document/s.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. PUBLIC OR PRIIVATE DOCUMENTS: A. BAPTISMAL CERTIFICATE, B.
VOTER'S RECORD, C. EMPLOYMENT RECORD, D. GSIS/SSS RECORD, E.
MEDICAL RECORD, F. BUSINESS RECORD, G. SCHOOL RECORD,H.
DRIVER'S LICENSE, I. INSURANCE, ]. LAND TITLE, K. BANK PASSBOOK, L.
CIVIL REGISTRY RECORD OF ASCENDANTS/DESCENDANTS, M. OTHERS

2. MANDATORY CLEARANCE (FOR CHANGE OF FIRST NAME) A.
CERTIFICATION FROM EMPLOYER OF NO PENDING ADMINISTRATIVE /
CRIMINAL CASE, IF EMPLOYED.AFFIDAVIT OF NON EMPLOYMENT, IF
NOT EMPLOYED, B. N.B.I. CLEARANCE, C. P.N.P. CLEARANCE

c/o Requesting Party

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING | PERSON RESPONSIBLE
TIME
1. Present & submit three | 1. Determine if part of the civil 60 minutes ENGR. JOHN R. PILOT

(3) copies of document/s
which is/are needed for
change/correction.

registrar (if not, a case of migrant
petition). Advice client to secure, and
documents/evidences. Verify the
authenticity of the submitted
documents. Record the petition.
Prepare the petition.

MCR
CLERK/VERIFIER
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2. Review and sign the
petition.

3. Pay to the mun.
treasury the required fee.

4., Present OR to MCR and
get additional
instructions.

5. Return on the given
date and get a copy of the
petition with decision of
the MCR and for further
instructions.

6. Return to MCR's office

2. Assist the client in affixing his/ her
signature. Advise client to pay the
requires fees.

3. Issue Official Receipt.

4. Advice client when to come back.
A decision will be made within 5
days after 10 days of posting (for
CCE) and after 2 weeks of
publication (for CFN). Prepare the
additional required documents.

5. Release copy of the petition with
decision to the petitioner and
forward the same to the OCRG-PSA.
Advice client to follow- up after 2 to
3 months. If disapproved, advice
client to appeal or to go COURT.

6. PREPARE CERTIFICATE OF
FINALITY AND OTHER

P3,000.00 for change
of First Name
P1,000.00 for

Correction of Clerical

Error
P1,000.00 Service fee
to CFN
P500.00 Service fee
to CCE

Iminute

2 minutes

2 minutes

20 minutes

RCC II Ricardo
Raguindin

. ENGR.JOHN R. PILOT
MCR
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to know the action/
decision of the OCRG-
PSA. Get copy of the
petition with decision of
the OCRG and supporting
documents.

DOCUMENTS. Release copies of the
necessary documents with
"REMARKS" to the client and
forward to the OCRG-PAS.

TOTAL:

1 day and 25
minutes

Page 33 of 176




7. LEGITIMATION

Office or Division:

LOCAL CIVIL REGISTRAR OFFICE

Classification:

SIMPLE

Type of Transaction

G2C

Who may avail:

Parents of Child

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

CERTIFICATE OF LIVE BIRTH (COLB) ISSUED BY THE OCRG-PSA and LCRO,
PATERNITY/
ACKNOWLEDGEMENT (IF PARENT/s DID NOT SIGN AT THE BACK OF THE COLB,
COMMUNITY TAX CERTIFICATE,CERTIFICATE OF NO MARRIAGE (CENOMAR)

CERTIFICATE OF

MARRIAGE, AFFIDAVIT OF

FROM PSA, DEATH CERTIFICATE OF THE DECEASEDS SPOUSE.

c/o Requesting Party

CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING | PERSON RESPONSIBLE
TIME
1. Present the | 1. Verify if the child sought to be the 9 minutes 1. ENGR.JOHN R. PILOT
certificate of Live | legitimated is part of the civil registry MCR
Birth of the child | book. If not, advise client to endorse the 2. CLERK/VERIFIER
to be legitimated | same to the birth of origin. Ask other
and other | requirements. Verify the authenticity of
documents the submits documents. Prepare the
required. Affidavit of Legitimation and tell client
to pay fee to the Treasury.
2. Pay the required fee to | 2. Issue Official Receipt. Php 300.00 1 minute RCC II Ricardo Raguindin
the Treasury.
3. Present O. R. to MCR | 3. Tell client to review first before 15 minutes
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and review/sign and
wait for the release of file

copy

signing. Put remarks on the original
COLB and Registry Book. Release the
copy client and endorse the same to the
OCRG-PSA.

TOTAL:

Php 300.00

25 minutes
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8. AVAILMENT OF R.A. 9255 (AUTHORITY TO USE THE SURNAME OF THE FATHER BY THE ILLIGITIMATED CHILD)

Office or Division: LOCAL CIVIL REGISTRAR OFFICE

Classification: SIMPLE

Type of Transaction G2C

Who may avail:

All persons/individuals who were born in the municipality whose parents were not married

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

CERTIFICATE OF LIVE BIRTH; CERTIFICATE OF MARRIAGE; CERTIFICATE OF DEATH (from LCRO or OCRG-
PSA).

CONSENT OF THE CHILD, IF 18 YEARS OF OVER, ANY TWO OF THE FF: A. EMPLOYMENT RECORD, B.
SSS/GSIS RECORDS, C. INSURANCE, D. CERTIFICATION OF MEMBERSHIP IN ANY ORGANIZATION, E.
STATEMENT OF ASSETS AND LIABILITIES INCOME TAX RETURN, F. COMMUNITY TAX CERTIFICATE.

2. MANDATORY CLEARANCE (FOR CHANGE OF FIRST NAME) A. CERTIFICATION FROM EMPLOYER OF NO
PENDING ADMINISTRATIVE / CRIMINAL CASE, IF EMPLOYED.AFFIDAVIT OF NON-EMPLOYMENT, IF NOT
EMPLOYED, B. N.B.L. CLEARANCE, C. P.N.P. CLEARANCE

c/o Requesting Party

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING | PERSON RESPONSIBLE
BE PAID TIME
1. Present the Certificate | 1. Verify if the child sought to be the legitimated is 9 minutes ENGR.JOHN R. PILOT
OF Live Birth of the | part of the civil registry book. If not, advise client MCR
subject and  other | to endorse the same to the birth of origin. Ask CLERK/VERIFIER
documents required. other requirements. Verify the authenticity of the
submit documents. Prepare the Affidavit of
Legitimation and tell client to pay fee to the
Treasury.
2. Pay the required fee | 2. Issue Official Receipt. P 300.00 | 1 minute RCC II Ricardo
to the Treasury. Raguindin
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3. Present OR to MCR for
review and signature of
the document, Wait for
the release of copy.

3. Tell client to review first before signing. Put
remarks on the original COLB and Registry Book.
Release the copy client and endorse the same to

the OCRG-PSA.

15 minutes

TOTAL :

P 300.00

25 minutes
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9. REGISTRATION AND ANNOTATION OF CIVIL REGISTRY OF CIVIL DOCUMENTS AFFECTING BY COURT ORDER/ DECISION
AND LEGAL INSTRUMENT

Office or Division:

LOCAL CIVIL REGISTRAR OFFICE

Classification: SIMPLE
Type of G2C
Transaction

Who may avail:

Person who filed for adoption, annulment of marriage, declaration of absolute nullity of marriage, legal
separation, correction of entry, presumptive death and other registrable court decree/orders.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
COURT DECISION, CERTIFICATE OF FINALITY, CERTIFICATE IF REGISTRATION | Court
ISSUED BY THE LCRO WHERE THE COURT SITUATED, LEGAL INSTRUMENT
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING | PERSON RESPONSIBLE
TIME

1. Present the | 1. Verify in the documents sought to be ENGR. JOHN R. PILOT
documents for | annotated is part of the civil registrar. If 9 minutes MCR
annotation. not, endorse to the Court of Origin (for 2.

Court Decision). Court decision and

Certificate of finality must be duly

certified by the issuing Court and the

LCRO where the court is situated. If part of

the civil registrar, tell client to pay.
2. Pay the required RCC II Ricardo
fee to the Treasury. | 2. Issue Official Receipt. P 500.00 1 minute Raguindin

TOTAL : P 500.00 10 minutes
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10. REGISTRATION OF FOUNDLING

Foundling is deserted or abandoned infant or child, without known parents, guardians, or relatives, found by another person; or a child in an orphanage or
similar institution without facts of birth and parentage. Registration of the foundling in the Local Civil Registry Office shall be undertaken by the finder or charitable
institution within thirty (30) Days from the date of finding/commitment of the child. Any report after the 30 days period shall be considered late, and the concerned
party (finder) shall be required to state in a sworn statement the circumstances that caused the late reporting to the registrar.

Office or Division:

LOCAL CIVIL REGISTRAR OFFICE

Classification:

SIMPLE

Type of Transaction

G2C

Who may avail:

Agencies to Report to after Finding an abandoned child: Immediately after finding a foundling, the finder shall report to the:
a. Punong Barangay of the place where the foundling was found or to a

b. Police Station/Headquarters, whichever is nearer or convenient to the finder.

The finder must then commit the child to the care of the Social Welfare and Development or to duly licensed orphanage
or charitable institutions, and give his/her copy of the Certificate of Foundling registered with the Local Civil Registry

Office.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

AFFIDAVIT OF THE FINDER, Notary Public
CERTIFICATION OF THE PUNONG BARANGAY OR POLICE

AUTHORITY Punong Barangay of the place where the foundling was found or
Police Station where the foundling was reported.
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Present the required | 1. Interview the client and verify the none
documents and supply | documents presented. Prepare the 12 minutes
the necessary | documents (advise client to wait)
information.
ENGR. JOHN R. PILOT
MCR
2. Review and correct | Tell client to review first before 2 minutes
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the information given in
the prescribe form and
sign the document. Wait
for the release of
documents.

signing
signature.
client.

and assist in affixing
Release documents to

TOTAL:

14 minutes
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11. ISSUANCE OF SUPPLEMENTAL REPORT
A supplemental report for birth, marriage, and death may be filed to supply information inadvertently omitted when the document was registered. Every
supplemental report shall contain the following items except in the case of certificate of marriage where in items (f) and (g) are notapplicable.

Office or Division:

LOCAL CIVIL REGISTRAR OFFICE

Classification:

SIMPLE

Type of Transaction

G2C

Who may avail:

Owner of registered birth, marriage, and deaths in the municipality, parents and his/her spouse direct
descendants, institutions legally in charge for any administrative, judicial or other official proceedings

supplemental report.

2. Pay to the treasury
the required fee.

3. Go back to MCR'S
Office and
review/correct

for late registration. Print the
document and other supporting
papers. Tell client to pay at the
Treasurer's Office.

2. Issue Official Receipt.

3. Prepare the Affidavit if
Supplemental Report and other
papers needed. Assist the client in
affixing his/ her signature. Review

1 minute

14 minutes

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
CERTIFICATE IF LIVE BIRTH (COLB), CERTIFICATE OF | c/orequesting party
MARRIAGE (COM), CERTIFICATE OF DEATH (COD) (OCRG-PSA),
COMMUNITY TAX CERTIFICATE
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING | PERSON RESPONSIBLE
TIME
1. Present the | 1. Verify if the subject civil registry 5 minutes ENGR.JOHN R. PILOT
documents for | record is available. If any advice client MCR

RCC II Ricardo Raguindin

ENGR. JOHN R. PILOT
MCR
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documents prepared.
Wait for the release.

and affix signature then release it to
client. Endorse the same to the OCRG-
PSA.

TOTAL :

P 200.00

20 minutes
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12. ISSUANCE OF BURIAL PERMIT

Office or Division:

LOCAL CIVIL REGISTRAR OFFICE

Classification:

SIMPLE

Type of Transaction

G2C

Who may avail:

Any individual whose family deceased family member will be buried in the municipality

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
» Photo copy of Registered Death Certificate c/o Requesting Party
» Photo copy of Transfer Permit
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING | PERSON RESPONSIBLE
TIME
1. Present the | Receive/verify the presented 5 minutes ENGR. JOHN R. PILOT
Photo copy of | requirements, attached information MCR
Requirements sheet and instruct the client to go to
the Cemetery Caretaker
2. Bring the form
with  attached
information
sheet to
Cemetery
Caretaker
RCC II Ricardo Raguindin
3. Proceed to | Issue Official Receipt. P 100.00 2 minutes
Municipal
Treasury Office
to pay burial fee
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ENGR. JOHN R. PILOT

4. Proceed to LCR | Prepare the Burial Permit MCR
and present the 10 minutes
Official Receipt
and received the
burial permit
TOTAL: P 100.00 17 minutes
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II. ENGINEERING AND BUILDING OFFICIAL OFFICE

1. ISSUANCE OF BUILDING PERMIT

The Service: A building permit is required prior to construction, alteration, major repair, or renovation or conversion of any
building/structure owned by Government of private entities. The permit becomes null and void if work does not commence within 1
year from the date of such permit, or if the building or work is suspended or abandoned at any time after it has been commenced for a

eriod of 120 days.
Office or Division: OFFICE OF THE MUNICIPAL ENGINEER
Classification: SIMPLE

Type of Transaction G2C - Government to Citizen

Who may avail:

All those who undergo construction/renovation/repair/alteration or conversion of any building

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

A. BUILDING PERMIT APPLICATION FORM, (DULY NOTARIZED)

B. FIVE (5) SETS OF PLAN,

C. CERTIFICATE OF TITLE/ TAX DECLARATION/ PROOF OF LOT OWNERSHIP

D. COST ESTIMATE,

E. COMMUNITY TAX CERTIFICATE

F. MATERIAL INSPECTIONS

G. PROOF OF APPLICATION OF ZONING CLEARANCE (IF APPLICABLE)

H. SRUCTURAL ANALYSIS FOR TWO- STOREY BUILDING AND ABOVE (IF APPLICABLE)L
SEISMIC ANALYSIS (IF APPLICABLE)

I. APPROVED LOCATIONAL CLEARANCE

Mun. Engineering and Building Office
c/o Requesting Party

Municipal Planning and Development
Office

Building Official’s Office
and state request.

complete requirements. Endorse
to BFP 1 set of plan including
assessment.

CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Proceed to Municipal | 1. Receive application form with S5minutes 1. Engr. Ma. Lisette Rabuya

Municipal Building Official (Designate)
GERARDO RAGIL
CCM/ASST. BUILDING OFFICAL
(Designate )
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2. Proceed to BFP 2. BFP review the assessment and 3 minutes
1 set of plan and issue FSEC. Fire Marshall
3. Return to 3. Issue  Building
Engineering Permit number 3 minutes Engr. Ma. Lisette Rabuya
Office Municipal Building Official (Designate)
2 minutes RCC II Ricardo Raguindin
4. Proceed to | 4. Issue Official Receipt As per Nat.
Treasurer's Office for Building
payment required fees. Code of the
Phil and IRR
(PD1096)
1 minute Municipal Building Staff
5. Return to Municipal
Building Officials Office
for record purposes
TOTAL : 14 minutes
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2. ISSUANCE OF OCCUPANCY PERMIT

Office or Division:

Office of the Municipal Engineer

Classification:

Simple

Type of Transaction

G2C

Who may avail:

All those who undergo construction, renovation, repair, alteration or conversion of any building or

structure
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
CLIENT STEPS AGENCY ACTION FEESTO | PROCESSING PERSON RESPONSIBLE
BE PAID TIME

1. Proceed to Municipal | 1. Site Inspection. Endorse to BFP 1. 2 hours Engr. Ma. Lisette Rabuya
Building Officials Office | for final inspection as pre- 2.2 hours and Municipal Building Official (Designate)
and state request for | requisite to the issuance of 3 minutes GERARDO RAGIL (Staff)
inspection. occupancy permit. 3.5 minutes

Site inspection of BFP for 2. Fire Marshall

2. Return to Municipal
Building Officials Office
for issuance of
occupancy permit.

issuance of Fire Inspection
Certificate. Issuance of fire safety
inspection certificate.

2. Record and release of

occupancy permit

3. Municipal Building Official Staff

TOTAL:

14 minutes
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III. MUNICIPAL ASSESSOR’S OFFICE

1. ANNOTATION AND ENCUMBRANCES

The service provides annotation of encumbrances to the municipal copy of tax declaration such as mortgage, bail bond and other encumbrances duly

supported by legal documents.

Office or Division:

ASSESSOR’S OFFICE

Classification:

SIMPLE

Type of Transaction

G2C - Government to Citizens

Who may avail:

All Real Property Owners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Original)

1. Mortgage, Real Estate Mortgage Agreement / Resibo ti salda or Katulagan. (1

Bank or Lending Institution

2. Bail bond, Bail bond agreement from the court. (1 Original)

Municipal / Regional Trial Court

3. Adverse Claim ; Letter Request or Affidavit of Adverse claim. (1 Original)

Land or Stake owner / Notary Public

Assessor’s Office Present O.R.

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Register & secure request, | 1. Register & give request form None 1 Minute Limbert Refuerzo,
Fill-up & submit request form | to the property owner Admin Aide Il
together with the documentary
requirements.
2. Receive & check the None 1 Minute
completeness of the
documents.
2. Proceed to Provincial 3
Assessor’s Office for payment
of annotation fee
3.Return back Municipal | 4. Record O.R. None 30 Seconds Limbert Refuerzo,

Admin Aide II
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Limbert Refuerzo,
Admin Aide 11

to the Receiving and releasing

officer.

And Receive Tax Declaration | 5. Annotate encumbrance in None 1 Minute
with encumbrance annotated | the tax declaration.

thereon.

TOTAL: None

6 Minutes and
30 Seconds

2. CANCELLATION OF ENCUMBRANCES

The service provides cancellation of encumbrances to the municipal copy of tax declaration such as mortgage, bail bond and other encumbrances duly

supported by legal documents.

Office or Division: ASSESSOR’S OFFICE
Classification: SIMPLE

Type of Transaction G2C - Government to Citizens
Who may avail: All Real Property Owners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Mortgage, Real Estate Mortgage Agreement / Resibo ti salda or Katulagan. (1
Original)

Bank or Lending Institution

2. Bail bond, Bail bond agreement from the court. (1 Original)

Municipal / Regional Trial Court

3. Adverse Claim ; Letter Request or Affidavit of Adverse claim. (1 Original)

Land or Stake owner / Notary Public

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Register & secure request 1. Register & give request form None 1 Minute Limbert Refuerzo,
to the property owner Admin Aide Il
2. Fill-up & submit request | 2. Receive & check the None 1 Minute
form together with the | completeness of the
documentary requirements. documents.
3. Go to the Treasurer's Office | 3. Receive payment & issue | Refer to the latest 3 Minutes Municipal Treasurer's
for the payments of fees. official receipt (0O.R.) revenue code Office Staff
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Seconds

4. Present O.R. to the Receiving | 4. Record O.R. None 30 Seconds Limbert Refuerzo,
and releasing officer. Admin Aide II
5. Receive Tax Declaration | 5. Annotate encumbrance in None 1 Minute
with encumbrance annotated | the tax declaration.
thereon.

TOTAL: None 6 Minutes and 30

3. ISSUANCE OF CERTIFICATIONS, CERTIFIED TRUE COPY AND XEROX COPIES AND OTHER DOCUMENTS RELATED TO REAL

PROPERTIES
The service provides different kind of certifications and other real property documents as requested by property owners for different kinds of purposes.
Office or Division: ASSESSOR’S OFFICE
Classification: SIMPLE

Type of Transaction

G2C - Government to Citizens

Who may avail:

All Real Property Owners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. ID (any valid IDs) (1 photocopy)

Government Offices

2. Authorization Letter (1 Original)

Declared Owner/s

3. Special Power of Attorney (1 Original) Notary Public
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Register & secure request | Register & give request form to None 1 Minute Limbert Refuerzo,
and Fill-up & submit request | the property owner Admin Aide II
form.
2. Go to the Treasurer's Office. | Receive payment & issue | Certified true Copy - 3 Minutes RCC II Ricardo Raguindin
official receipt (O.R.) Php 100.00
Certification Fee -
Php 80.00
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(Certification of
Landholdings, Non
Improvement,
Endorsement of
Transfer, latest tax
declaration, etc.

3. Present O.R. to the Receiving | Record O.R & prepare None 5 Minutes Limbert Refuerzo,
and releasing officer requested documents/ sign Admin Aide II
Receive requested | and release the document
documents.
TOTAL : None 11 Minutes

4. PROCESSING OF TAX DECLARATION FOR DECLARED NEW BUILDING AND MACHINERIES

The Service provides the property owners appraisal and assessment of their real properties and have their own Tax Declaration as basis in computing their real

property taxes.
Office or Division: ASSESSOR’S OFFICE
Classification: SIMPLE
Type of Transaction G2C - Government to Citizens
Who may avail: All Real Property Owners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter Request of the Owner (1 Original)

Declared Owner/s

2. Latest Tax Receipt (1 Photocopy)

Municipal Treasurer's Office

3. Acquisition Receipt (for Machinery) or sworn statement declaring the value of the

property. (1 Photocopy)

Land and Business Owner

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCES PERSON RESPONSIBLE
SING
TIME
1. Register & secure request; | Register & give request form to None 1 Minute Limbert Refuerzo,

Fill-up & submit request form

the property owner

Admin Aide II
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together with the documentary
requirements.

Receive request letter & issue None 30
order of payment Seconds
2. Go to the Treasurer's Office | Receive payment & issue Php 100.00 1 Minute RCC II Ricardo Raguindin/
for the payments of fees. official receipt (0.R.) Municipal Treasurer's Office
Staff
3. Present O.R. to the Receiving | Record O.R. None 30
and releasing officer. Seconds
» Prepare Field Appraisal None 40 Limbert Refuerzo,
& Assessment Sheet Minutes Admin Aide II
(FAAS)
» Assign Property index None 2 Minutes
No. (PIN) & Control in
the Tax Map control roll
(TMCRO)
» Prepare Tax Declaration None 3 Minutes
> Review and sign None 5 Minutes Limbert Refuerzo,
documents for the Admin Aide II
recommendation to the
Provincial Assessor
TOTAL: None 53
Minutes

5. ISSUANCE OF TAX DECLARATION FOR DECLARED NEW LAND

The Service provides the property owners appraisal and assessment of their real properties and have their own Tax Declaration as basis in computing their real

property taxes.
Office or Division: ASSESSOR’S OFFICE
Classification: SIMPLE
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Type of Transaction G2C - Government to Citizens

Who may avail: All Real Property Owners
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter Request of the Owner (1 Original) Declared Owner/s
2. Latest Tax Receipt (1 Photocopy) Municipal Treasurer's Office
3. Affidavit of Ownership with conformity of boundary owner (1 Original) Notary Public
4. Barangay Resolution (1 Original) Barangay Hall
5. Sketch Plan with certification of alienable & disposable (1 Original) Department of Environment and Natural
Resources
6. B.L. Form V-37 (1 Original) Sangguniang Bayan Office
7. Affidavit of Waiver if survey claimant is not the declarant. (1 Original) Notary Public
Affidavit of Ownership with conformity of boundary owner (1 Original) Notary Public
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCES PERSON RESPONSIBLE
SING
TIME
1. Register & secure request 1. Register & give request form None 1 Minute Limbert Refuerzo,
to the property owner Admin Aide 11
2. Fill-up & submit request form | Receive request letter & issue None 30
together with the documentary | order of payment Seconds
requirements.
3. Go to the Treasurer's Office | 3. Receive payment & issue 1 Minute RCC II Ricardo Raguindin /
for the payments of fees. official receipt (O.R.) Municipal Treasurer's Office
Staff
4. Present O.R. to the Receiving | 4. Record O.R. None 30 Limbert Refuerzo,
and releasing officer. Seconds Admin Aide II
4.1 Prepare Field Appraisal & None 40
Assessment Sheet (FAAS) Minutes
4.2 Assign Property index No. None 2 Minutes Limbert Refuerzo,
(PIN) & Control in the Tax Map Admin Aide II
control roll (TMCRO)
4. 3 Prepare Tax Declaration None 3 Minutes Limbert Refuerzo,
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Admin Aide II

4.4 Review and sign documents None 5 Minutes Limbert Refuerzo,
for the recommendation to the Admin Aide II
Provincial Assessor
TOTAL: None 53
Minutes

6. ISSUANCE OF TAX DECLARATION FOR IDENTIFICATION OF UNKNOWN LOTS

The Service provides the property owners appraisal and assessment of their real properties and have their own Tax Declaration as basis in computing their real

property taxes.
Office or Division: ASSESSOR’S OFFICE
Classification: SIMPLE

Type of Transaction

G2C - Government to Citizens

Who may avail:

All Real Property Owners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter Request of the Owner (1 Original)

Declared Owner/s

2. Latest Tax Receipt (1 Photocopy)

Municipal Treasurer's Office

3. Affidavit of Ownership with conformity of boundary owner (1 Original) Notary Public
4. Affidavit of waiver if survey claimant of boundary owners (1 Original) Notary Public
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCES PERSON RESPONSIBLE

SING
TIME

1. Register & secure request 1. Register & give request form None 1 Minute Limbert Refuerzo,

to the property owner Admin Aide II
2. Fill-up & submit request form | 2. Receive request letter & None 30
together with the documentary | issue order of payment Seconds

requirements.
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3. Go to the Treasurer's Office | 3. Receive payment & issue 1 Minute RCC II Ricardo Raguindin /
for the payments of fees. official receipt (O.R.) Municipal Treasurer's Office
Staff
4. Present O.R. to the Receiving | 4. Record O.R. None 30
and releasing officer. Seconds
4.1 Prepare Field Appraisal & None 40 Limbert Refuerzo,
Assessment Sheet (FAAS) Minutes Admin Aide II
4.2 Assign Property index No. None 2 Minutes
(PIN) & Control in the Tax Map
control roll (TMCRO)
4. 3 Prepare Tax Declaration None 3 Minutes
4.4 Review and sign documents None 5 Minutes Limbert Refuerzo,
for the recommendation to the Admin Aide II
Provincial Assessor
TOTAL: None 53
Minutes

7. ISSUANCE OF TAX DECLARATION FOR TRANSFER OF OWNERSHIP

The Service provides the property owners appraisal and assessment of their real properties and have their own Tax Declaration as basis in computing their real

property taxes.
Office or Division: ASSESSOR’S OFFICE
Classification: SIMPLE

Type of Transaction

G2C - Government to Citizens

Who may avail:

All Real Property Owners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter Request of the Owner (1 Original)

Declared Owner/s

2. Latest Tax Receipt (1 Photocopy)

Municipal Treasurer's Office

3. Deed of Conveyance or voluntary land transfer for titles property. ( 1 Photocopy)

Notary Public

4. Transfer Fee Receipt. (1 Photocopy)

Provincial Assessor

5. Certificate authorizing registration from BIR (1 Photocopy)

Bureau of Internal Revenue
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CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME

1. Register & secure request 1. Register & give request form to None 1 Minute Limbert Refuerzo,
the property owner Admin Aide II

2. Fill-up & submitrequestform | 2. Receive & check the None 30 Seconds

together with the documentary | completeness of the documents

requirements.

3. Go to the Treasurer's Office | 3. Receive payment & issue 1 Minute RCC II Ricardo Raguindin /

for the payments of fees. official receipt (0.R.) Municipal Treasurer's Office

Staff

4. Present O.R. to the Receiving | 4. Record O.R. None 30 Seconds

and releasing officer.
4.1 Prepare Field Appraisal & None 5 Minutes Limbert Refuerzo,
Assessment Sheet (FAAS) Admin Aide II
4.2 Assign Property index No. None 2 Minutes
(PIN) & Control in the Tax Map
control roll (TMCRO)
4. 3 Prepare Tax Declaration None 3 Minutes
4.4 Review and sign documents None 5 Minutes Limbert Refuerzo,
for the recommendation to the Admin Aide II
Provincial Assessor
4.5 Receive and Control the None 5 Minutes Limbert Refuerzo,
documents Admin Aide II

TOTAL: None 23 Minutes

8. OCULAR INSPECTION, IDENTIFICATION OF UNKNOWN AND OMITTED PROPERTIES AND AREA VERIFICATION

The service provides an ocular inspection report and investigation in identifying omitted and unknown properties and likewise settling boundary ownership

disputes.
Office or Division: ASSESSOR’S OFFICE
Classification: SIMPLE
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Type of Transaction

G2C - Government to Citizens

Who may avail:

All Real Property Owners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request Letter (1 Original)

Land Owner or Stake Owner

2. Authorization Letter (1 Original)

Land Owner or Stake Owner

3. Affidavit of Ownership (1 Original) Notary Public
4. Alienable and Disposable Certification (1 Original) Department of Environment and Natural
Resources
5. Survey Plan Department of Environment and Natural
Resources
6. Tax Receipt (1Photocopy) Municipal Treasurer's Office
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Submit a Request Letter 1. Schedule ocular inspection to None 1 Day Limbert Refuerzo,
be conducted Admin Aide II
2. Contact or inform boundary | 2. Actual site inspection None 1 Day
owners regarding the ocular
inspection to be conducted
TOTAL: None 2 Days

9. ANNOTATION AND /OR CANCELLATION OF ENCUMBRANCE/MORTGAGED PROPERTIES

The service : This service is often requested by a mortgagor or any concerned tax payer to annotate or cancels annotations of bail bond, encumbrances/mortgaged

property in the books of real properties:

Office or Division:

ASSESSOR’S OFFICE

Classification:

SIMPLE

Type of Transaction

G2C - Government to Citizens

Who may avail:

All Real Property Owners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

applicable

1. Copy of Real Estate Mortgaged/Cancellation of Mortgage, bail bond whichever is

c/o requesting party
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CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Sign in logbook and submit | Verify and annotate on the file of None 30 minutes Limbert Refuerzo,
documents for verification real property books and records Admin Aide II
2. Proceed to the Municipal | Pay the annotation fee Php 50.00 5 minutes
Treasury
3 return to Assessor’s Office -
present the Official Receipt and | Verify the Official Receipt 1 minute
Receive copy of the document | Sign and Release the Annotated
requested document
TOTAL: None

10. APPRAISAL AND ASSESSMENT OF NEW BUILDING OF MACHINERY

The service : This is requested by taxpayers who want to declare their newly constructed /acquired building / machinery and to be issued owner’s copy of Tax

Declaration.
Office or Division: ASSESSOR’S OFFICE
Classification: SIMPLE
Type of Transaction G2C - Government to Citizens
Who may avail: All Real Property Owners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request Letter (1 Original)

Land Owner or Stake Owner

2. Blueprint of approved building plan or photocopy of building sketch plan

Land Owner or Stake Owner

3. Building Permit or occupancy permit

Land Owner or Stake Owner

4. Sworn Statement of owner (if building permit is not available)

Land Owner or Stake Owner
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CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Sign in Log Book / Submit a | Verify the correctness of the None 5 minutes Limbert Refuerzo,
Request Letter with the | submitted requirements Admin Aide II
required documents
2. Accompany the Assessor or | 2. Actual site inspection and None 3 hours
appraiser to inspect and | appraise the new
appraise the new building or | building/machinery
machinery
2. Accompany the Assessor or | 2. Actual site inspection and None 3 hours
appraiser to inspect and | appraise the new
appraise the new building or | building/machinery
machinery
TOTAL: None 2 Days

IV. MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE

1. AID TO INDIVIDUAL IN CRISIS SITUATION (AICS)
The Service: Provision of financial assistance to individual /families found to be in a very difficult situation.

Office or Division:

MSWDO OFFICE

Classification:

SIMPLE

Type of Transaction

G2C (Government to Citizen)

Who may avail:

Individual /Families in Crisis Situation

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Certificate of Indigency

Punong Barangay/Secretary

2. Medical Certificate

Attending Physician

3. Death Certificate

Local Civil Registrar
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CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME

1. Present yourself at the | Interview and determine the None 30 Minutes

MSWDO for evaluation and | eligibility of client. MSWDO Natividad Ragasa

assessment together with the

necessary documents. Staff

2. Wait for the advice of the | Gather Collateral Information None 1 Day

MSWDO. and conduct home visitation as Mun. Budget Officer Romel
basis for recommendation. Raquefio
Prepare/accomplish all
supporting papers such as Municipal Accountant Richard
Certificate of eligibility. Reotutar
Facilitate  the  signing of
documents by the signatories. Mun. Treas. Julita Javier
The MSWDO get back AICS
documents form. EDGAR R. RAPANUT

Municipal Mayor

Treasury & notifies/informs the
recipient.

3. Receive the assistance for. The MSWDO coordinates with None 15 Minutes

the Mayor for the handling of
financial assistance.

MSWDO Natividad Ragasa

Staff
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logs the same.

MSWDO stands as witness and

TOTAL : None

1 Day and 45
Minutes

2. ISSUANCE OF SENIOR CITIZEN’S IDENTIFICATION CARD
The Service: Provision of Identification Senior Citizens (60 years old and above) to maximize their contribution to nation
building, grant benefits and special privileges and for other purposes.

Office or Division:

MSWDO OFFICE

Classification:

SIMPLE

Type of Transaction

G2C Government to Citizens

Who may avail:

Senior Citizen

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Birth Certificate Local Civil Registrar
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
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1. File Application Form. Give In-take sheet to fill-up by the None 10 Minutes

applicant. Guide and assist MSWDO Natividad Ragasa
applicant if necessary. &
2. Wait while processing the ID | Receives application form and 15 Minutes Staff
and action of the MSWDO | evaluates. Prepare and type data
and/or OSCA Chairman. on the ID. OSCA Chairman Reynaldo
Reotutar
Forward to the office of the OSCA
Chairman and Municipal mayor EDGAR R. RAPANUT
for signatures. Municipal Mayor
3. Claim and receive the ID. ID will returned back to the 5 Minutes
MSWDO and release it to client. MSWDO Natividad Ragasa
&
Staff
TOTAL: None 30 Minutes

3. ISSUANCE OF PURCHASE SLIP TO SENIOR CITIZENS
The Service: Senior Citizens (60 years old and above) are issued Purchase Slip to record and monitor the transactions, discounts
and other benefits accorded to them under RA# 9257 (Expanded Senior Citizen’s Sct of 2003)

Office or Division: MSWDO OFFICE
Classification: SIMPLE
Type of Transaction G2C Government to Citizens
Who may avail: 60 years old and above
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Senior Citizen’s ID Card MSWDO
2. Authorization letter applied by a representative
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CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Fill-up Purchase Slip Form. Interview the senior Citizen or None 8 Minutes
his representative and check the MSWDO Natividad Ragasa
information supplied. &
2. Wait for the issuance of | Check Record and prepare the 5 Minutes Staff
Purchase Slip. Purchase Slip.
OSCA Chairman Reynaldo
For the signature of the OSCA 20 Minutes Reotutar
Chairman and the Municipal
Mayor. EDGAR R. RAPANUT
3. Receive the Purchase Slip. Provide the Purchase Slip 2 Minutes Municipal Mayor
Booklet and record in the
logbook then release to client. MSWD Staff
TOTAL: None 35 Minutes

4. DAY CARE SERVICES
The Service: Provision of substitute parental care arrangement given to 3 to 4 years of age in an Early Childhood Care and
Development Center under the care and tutorship of Accredited ECCD workers

Office or Division: MSWDO OFFICE
Classification: SIMPLE
Type of Transaction G2C (government to citizen)
Who may avail: Given to 3-4 years of age in a Day Care Center
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Birth Certificate of the Child PSA
2. Yellow Card/Certification of complete vaccination MHO /Private Doctor
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CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Parents or guardians can go | DCW/MSWDO interviews the None 50 Minutes
to the Day Care Worker in the | child, parent and guardian and MSWDO Natividad Ragasa
Day Care Center of the | when found qualified he/she will
barangay or at the MSWDO | be accepted in the Center. Fills- Day Care Worker assigned in
Office. up client in-take sheet and have the barangay
parents/guardians  sign  the
Parent Consent Form.
2. Parent or guardian attends | MSWDO sets PES lecture 10 Minutes
the scheduled Parents MSWDO/
Effectiveness Service (PES). Conduct PES lecture 1 Hour CDWs PES trained
TOTAL: None 2 Hours

5. PRE-MARRIAGE COUNSELLING (PMC)
The Service: As required under the Family Code of the Philippines (EO 209 ), would be-couples should undergo Pre-Marriage
Counseling otherwise the Local Civil Registrar shall suspend the marriage license for 3 months from the completion of the application.

Office or Division:

MSWDO OFFICE

Classification:

SIMPLE

Type of Transaction

G2C - Government to Citizens

Who may avail:

Would be-couple

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Application of Marriage License

Local Civil registrar
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CLIENT STEPS AGENCY ACTION FEES PROCESSING TIME PERSON RESPONSIBLE
TO BE
PAID

1. Would-be couple in person. Interview and record information | None 15 Minutes
in the logbook. Inform applicant’s
schedule of Pre-Marriage MSWDO Natividad
Counselling Sessions. Ragasa /Staff

2 Hours
2. Attend PMC Conduct lectures on the following:
sessions.
Note:
Every Wednesday
A.M. MSWDO Marriage and Family Relations,
Responsible Parenthood Role PMC
Performance and Relationship
POPCOM
Signing of the certificate of pre-
P.M. MHO Marriage Counselling.
MSWDO
3. Receives the PMC Certificate. | Issues the PMC Certificate 5 Minutes Staff
TOTAL:| None 2 Hours and 20 Minutes

6. DISTRIBUTION OF SEMI-ANNUAL STIPEND FOR SOCIAL PENSIONERS

Payout to Indigent Senior Citizens

Office or Division:

MSWD OFFICE & DSWD REGIONAL OFFICE

Classification:

SIMPLE

Page 65 of 176




Type of Transaction

G2C - Government to Citizens

Who may avail:

60 years old and above indigent Senior Citizen’s

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Xerox Copy of Senior Citizen ID Card
2. Claim Stub MSWD Office
3. Warranty & Releases from Liability Form
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON
BE PAID RESPONSIBLE
Send notices to the BASCA| None 3 Hours
Presidents regarding the schedules
of Pay-out.
Client prepares documents | Validate and receive the copy None 5 Minutes
needed like xerox copy of Senior
Citizen ID Card. MSWDO Natividad
Prepares 975 stubs None 2Days Ragasa
&
Prepares Warranty & Releases 1 Hour Staff
from Liability Form
Social Pensioner receives the | Review the requirements and | None 1 Day
semi-annual stipend release the stipend
Immobile Social Pensioner | Door to door Pay-out to immobile | None 1 Day FO1 Staff and
receives  the semi-annual | Social Pensioner MSWDO Staff
stipend
TOTAL: None 4 Days, 4 Hours and 5
Minutes

7. REFERRAL TO THE PHILIPPINE CHARITY SWEEPTAKES OFFICE FOR THE PROVISION OF FINANCIAL/MEDICAL ASSISTANCE

The Service: Part of the proceeds from the tickets/raffle sales of the PCSO is devolved for charitable purposes, one of which is the
provision of medical/financial assistance and this could be availed of upon proper and favorable endorsement/referral by the MSWDO.
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Office or Division:

MSWD OFFICE & DSWD REGIONAL OFFICE

Classification:

SIMPLE

Type of Transaction

G2C (government to citizens)

Who may avail:

Individual /Families in Crisis Situation

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Medical Abstract

Attending Physician

Hospital Statement of Account

Certificate of Unpaid Hospital Bill

Hospital

Personal Letter Request

Client/Representative

Ui W N =

Police Report

PNP

CLIENT STEPS

AGENCY ACTION

FEESTO
BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

1. Refer to the MSWDO for
inquiries and proper guidance.

Interview, gather information (Client
In-take Form)

None

3 Hours

2. Wait for favorable action and
obtain necessary papers to
facilitate request.

Gives the needed supporting
documents and other requirements.
May conduct home visit and validation
to confirm information obtained.
Prepare the Social case Study report
based on the data gathered from
client.

Advised client when to return.

2 Days

3. Receives the Social Case Study
Reports and other requirements
for submission at PCSO or
designated.

Release all pertinent papers relative to
request for medical/financial
assistance.

Record in the logbook and instruct
client what to do with the documents.

15 Minutes

MSWDO
Natividad
Ragasa
&
Staff

TOTAL :

None

2 Days, 3 Hours and 15 Minutes
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8. EMERGENCY SHELTER ASSISTANCE TO VICTIMS OF DISASTER PARTICULARLY THOSE HOUSES WERE EITHER PARTIALLY
DAMAGED AND TOTALLY DESTROYED
The Service: To provide emergency shelter assistance to victims of disasters particularly those houses were either partially damaged or

totally destroyed.
Office or Division: MSWD OFFICE
Classification: COMPLEX
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Type of Transaction

G2C (government to citizens)

Who may avail:

Victims of Natural and Man Disaster

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Case Study Report MSWDO
2. Certificate of Indigency Punong Barangay/Secretary
3. Picture of the damaged house
4. If cause by fire, BFP Report Needed BFP
CLIENT STEPS AGENCY ACTION FEES PROCESSING TIME PERSON
TO BE RESPONSIBLE
PAID
1. Secure Barangay certificate | Coordinate with the Punong Barangay. None 3 Days
and other documents as to the
circumstance of the family if | If caused by fire, coordinate with the
damaged, caused by fire or | BFP.
typhoon. MSWDO & Staff
Conduct interview, house visit, ocular Punong Barangay
Proceed to the MSWDO for | inspection and gather information as BFP Staff
Interview/Assessment basis for recommendation
Prepare Project Proposal
2. Wait for the advice of MSWDO | Prepare/accomplish all supporting MSWDO & Staff
when to return and claim papers such as certificate of eligibility,
voucher, ALOBS, etc. It shall be Treasurer’s Office
submitted to the Treasurer’s Office for
payment then forwarded to Mayor’s 1 Day EDGAR R. RAPANUT
Office for the approval of its release. Municipal Mayor
3. Receive the Emergency | Coordinates with the Mayor to MSWDO
Shelter Assistance (ESA) personally hand in the aid (ESA). The 1 Hour
MSWDO stands as witness and logs the EDGAR R. RAPANUT
same. Municipal Mayor
TOTAL: | None 4 Days and 1 Hour
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9. ASSISTANCE TO CHILDREN IN CONFLICT WITH THE LAW AND CHILDREN AT RISK
The Service: Social Welfare Intervention with Children In Conflict With the Law and Child at Risk

Office or Division: MSWD OFFICE
Classification: COMPLEX
Type of Transaction G2C (government to citizen
Who may avail: Children in Conflict with the law (CICL) & Children at Risk (CAR)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Birth Certificate Local Civil Registrar
2. Copy of Police Report PNP
3. Medical Certificate Attending Doctor
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON
BE PAID RESPONSIBLE
1. Minor seek Social Welfare | - Intake interview None 30 Minutes
Interventions (CICL) - Administer Assessment tools to CICL
- Make initial assessment and submit to 3 Hours
the Provincial Prosecutor’s Office
- Assist minor in preparing diversion MSWDO Natividad
activities 2 Hours Ragasa
- Monitor minor as per diversion activities
2. Minor seek Social Welfare | - Intake interview
Intervention (CAR) - Conduct Counselling 3 Hours
- Prepare interventions plan
3. Minor returns back to the | -Conduct counselling as per scheduled MSWDO Natividad
MSWDO for counselling for once | date 1 Hour Ragasa
in a week for 3
months.
TOTAL : None 3 Days, 7 Hours and
30 Minutes
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10.ISSUANCE OF PERSON WITH DISABILITY (PWD) CARD

The Service: Provision of PWD Card to any bonafide person with permanent disability pursuant to RA# 9442 otherwise known

as Magna Carta for PWD

Office or Division: MSWDO OFFICE
Classification: SIMPLE
Type of Transaction G2C Government to Citizens
Who may avail: Bonafide Residents with Permanent Disability
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.Application Form 1. MSWDO
2. Medical Certificate to Confirm Disability Condition 2. Hospital
3.1pc1x1ID Recent Picture 3. Client
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. File Application Form. Give In-take sheet to fill-up by the None 10 Minutes
applicant. Guide and assist MSWDO Natividad Ragasa,
applicant if necessary. PDAO
2. Wait while processing the ID | Receives application form and 15 Minutes &
and action of the MSWDO / | evaluates. Prepare and type data Staff
PDAO on the ID.
Forward to the office of the
Municipal mayor for signatures. EDGAR R. RAPANUT
Municipal Mayor
3. Claim and receive the ID. ID will returned back to the 5 Minutes
MSWDO and release it to client. MSWDO Natividad Ragasa
&
Staff
TOTAL: None 30 inutes
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11.ISSUANCE OF SOLO PARENT ID CARD
The Service: Provision of Solo Parent ID card pursuant to RA# 8972 otherwise known as Solo Parents Welfare Act

Office or Division:

MSWDO OFFICE

Classification:

SIMPLE

Type of Transaction

G2C Government to Citizens

Who may avail:

Solo Parents residing in the LGU for at least 6 months

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.Application Form 1. MSWDO
2. Barangay Certificate of Residency as a proof of residing in the barangay for at 2. Barangay
least 6 months
3.1pc1x1ID Recent Picture 3.Client
4. Birth Certificate of Child/children below 18 years old 4. Client/LCR
5. Proof of being solo parent such as Death Certificate of deceased spouse, Court 5. Client
Order of Annulment or legal separation, Barangay Certification
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Fill up application form Give In-take sheet to fill-up by the None 10 Minutes
applicant. Guide and assist MSWDO Natividad Ragasa,
applicant if necessary. PDAO
2. Prepare for Interview Interview for Social Case Study 15 Minutes &
Staff
Home Visitation 1 day MSWDO Natividad Ragasa/Staff
Preparation of the assessment 2 hours
through social case study report MSWDO Natividad Ragasa
3. Received the Solo Preparation and issuance of the 1to 2 days MSWDO Staff

Parent ID

ID Card once application is
approved based on the
assessment conducted
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TOTAL: | None | 3 days |

12.PROMOTING THE WELFARE OF SOCIALLY DISADNATAGED WOMEN

The Service: Provide assistance to women in crisis situation

Office or Division: MSWDO OFFICE
Classification: HIGHLY TECHNICAL APPLICATIONS
Type of Transaction G2C Government to Citizens
Who may avail: Abused Women / VAWC
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Barangay or Police Report 1. PNP or Barangay
2. Referral 2. Client
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Socially disadvantaged 1.Client’s Logbook None 5 Minutes
woman seeks assistance MSWDO Staff
2. Intake Interview, verification None 1 hour or more | MSWDO Natividad Ragasa
of reports submitted
3.Home Visitation 1 day or more MSWDO Natividad Ragasa
4.Preparation of the assessment None 2to 4 hours
and treatment plan through MSWDO Natividad Ragasa
social case study report
2. Access to different 5.Implementation and None 6 months to 1 MSWDO Natividad Ragasa
Interventions/services monitoring of the treatment plan year
6. Evaluation for termination of None 1 day or more MSWDO Natividad Ragasa
the case
7.Preparation of Terminal None 1 to 2 hours MSWDO Natividad Ragasa
Report
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TOTAL:

None

6 months to 1
year
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13.INTERVENTION AND DIVERSION PROGRAM FOR CHILDREN IN CONFLICT WITH THE LAW

The Service: Provide assistance / psycho-social intervention to children in conflict with the law

Office or Division:

MSWDO OFFICE

Classification:

HIGHLY TECHNICAL APPLICATIONS

Type of Transaction

G2C Government to Citizens

Who may avail:

Minors (1-17 years old who are committed offense

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.Barangay or Police Report PNP or Barangay
2.Referral Client
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME

1. Socially disadvantaged 1.Client’s Logbook None 5 Minutes

woman seeks assistance MSWDO Staff
2. Intake Interview, verification None 1 hour or more | MSWDO Natividad Ragasa
of reports submitted
3.Home Visitation 1 day or more MSWDO Natividad Ragasa
4.Preparation of the assessment None 2to 4 hours
and treatment plan through MSWDO Natividad Ragasa
social case study report
5.Implementation and None 6 months to 1 MSWDO Natividad Ragasa
monitoring of the treatment year
6. conduct of intervention None Within 45 days MSWDO Natividad Ragasa in
proceedings and assist in the partnership with BCPC, PNP and
conduct of diversion other agencies concerned
proceedings
7.Preparation of the intervention None 1 to 2 hours MSWDO Natividad Ragasa

plan or diversion contract
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8.Implementation and None 6 months to 1 MSWDO Natividad Ragasa
monitoring of the intervention year
/diversion program
9.Evaluation for termination of None 1 day or more MSWDO Natividad Ragasa
the case
10 Preparation of Terminal None 1 to 2 hoirs MSWDO Natividad Ragasa
Report

TOTAL: None 6 months to 1

year
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14.AFTER CARE SERVICES FOR PERSON WHO USE DRUGS

The Service: Provide lecture and facilitate group sharing of PWUDS on Topics per module according to their category and time

frame per program

Office or Division:

MSWDO OFFICE

Classification:

HIGHLY TECHNICAL APPLICATIONS

Type of Transaction

G2C Government to Citizens

Who may avail:

PWDUDS who voluntarily enrolled for CBDRP or referred by the court thru plea bargain

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.Referral letter

PNP or RHU

Concerned Trial Court

CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME

1. Person who use drugs 1.Client’s Logbook None 5 Minutes

voluntarily seek assistance or MSWDO Staff

referred by court

MSWDO Natividad Ragasa

2. Intake Interview, verification None 1 hour or more
of reports submitted
3.Home Visitation 1 day or more MSWDO Natividad Ragasa
4.Preparation of the assessment None 2 to 4 hours
and treatment plan through MSWDO Natividad Ragasa
social case study report
5.Implementation and None 6 months to 1 MSWDO Natividad Ragasa
monitoring of the After Care year
program
6. conduct of intervention None Within 45 days MSWDO Natividad Ragasa in

proceedings and assist in the
conduct of diver

partnership with BCPC, PNP and
other agencies concerned
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7.Evaluation for termination of None 1 day or more MSWDO Natividad Ragasa
the case
8. Preparation of Terminal None 1 to 2 hoirs MSWDO Natividad Ragasa
Report

TOTAL: None 3 monthsto 6

months
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V. MUNICIPAL BUDGET OFFICE

1. REVIEW OF PROPOSED BARANGAY ANNUAL BUDGET

Office or Division:

OFFICE OF THE MUNICIPAL BUDGET OFFICER

Classification:

SIMPLE

Type of Transaction

Government to Government

Who may avail:

All Nine (9) Barangays

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Annual Investment Plan (AIP)

Barangay Secretary

2. Budget Message

Punong Barangay

3. Appropriation Ordinance/Resolution

Barangay Council

CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON RESPONSIBLE
PAID TIME

1. Submits proposed budgetto SB | 1.1 The Budget Office None 1 Minute ROMEL R. RAQUENO
receives/reviews attachment of None 1 Minute Municipal Budget Officer
the budget proposal. ROMEL R. RAQUENO
1.2 MBO reviews proposed None 2 Days Municipal Budget Officer
Barangay Budget. ROMEL R. RAQUENO
1.3 The Budget Office submits None 5 Minutes Municipal Budget Officer
the reviewed Proposed
Barangay Budget to
Sangguniang Bayan Office.
1.4 Sangguniang Bayan reviews None 2 Weeks SANGGUNIANG BAYAN
the Proposed Barangay Budget.
1.5 Sangguniang Bayan
prepares/submits None 2 Minutes BENEDICTA R. RAGASA
Appropriation Secretary to the Sanggunian
Ordinance/Resolution to

Municipal Budget Officer
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1.6 The Budget Office receives None 2 Minutes ROMEL R. RAQUENO
SB Appropriation Ordinance Municipal Budget Officer
/Resolution.
2. Punong Barangay follows-up the | 2.1 The Budget Office releases ROMEL R. RAQUENO
Proposed Barangay Budget the AO/Resolution to concerned 5 Minutes Municipal Budget Officer
Punong Barangay.
TOTAL: None 2 Weeks, 2
Days and 16
Minutes
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VI

1. COLLECTION OF REAL PROPERTIES

Payment of Real Property Taxes

MUNICIPAL TREASURER'’S OFFICE

Office or Division:

OFFICE OF THE MUNICIPAL TREASURER

Classification:

SIMPLE

Type of Transaction

G2C - Government to Citizens

Who may avail:

TAXPAYERS/REAL PROPERTY OWNERS/ADMINISTRATORS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Notice of Assessment Form from the Mun. Assessor's Office and Previous Official Receipt

Municipal Assessor's Office

receipt.

Basic Real Property Tax-
Assessed Value x 1.00%
Additional Tax (SEF)-

Assessed Value x 1.00%

Payment of RPT in Installments.
1st Installments - on or before
March 31

2nd Installments- on or before
June 30

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON
TIME RESPONSIBLE
1. State request for payment | Compute the real property None 5 Minutes
of real property. tax due.
2. Pay the amount indicated | Issue Official Receipt based | Computed Real Property
in the bill and get official | on the computed tax due. tax due-Basic and SEF 4 Minutes RCC II Ricardo

Raguindin
Treasury Staff
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3rd Installments - on or before
Sept. 30

4th Installment - on or before Dec.
31

Discount

10% Prompt payment

20% Advance payment-before the
ensuing year or January 1-full
payment

Penalties

2% per month but not to exceed
72%

Total Processing Time:

9 Minutes
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2. ISSUANCE OF COMMUNITY TAX CERTIFICATE

Office or Division:

OFFICE OF THE MUNICIPAL TREASURER

Classification:

SIMPLE

Type of Transaction

G2C - Government to Citizens

Who may avail:

INDIVIDUALS OF LEGAL AGE OR CORPORATIONS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For individuals (personal appearance)
For business or corporation (Application form with Assessed gross income)

From the Municipal Treasurer's Office

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON
TIME RESPONSIBLE
1. State request for CTC. Let the client fill up the None 2 Minutes RCC II Ricardo
information sheet or Raguindin/Treasury
personal interview. Staff
2. Pay the required fee and | Issue the Community Tax | Basic for individuals:
get the copy of the | Certificate. P6.00 + P1.00 for every P1,000.00 3 Minutes RCC II Ricardo
Community Tax Certificate gross income. Raguindin/Treasury
(CTC). Staff
For Corporation:
P500.00 + P2.00 for every
P5,000.00 gross income.
Penalty of 2% shall be imposed on
individuals or  corporations
securing their CTC from March 1
up to the end of the year.
Total Processing Time : 5 Minutes

Page 83 of 176




3. COMPUTATION AND PAYMENT OF BUSINESS TAX

Office or Division:

OFFICE OF THE MUNICIPAL TREASURER

Classification:

SIMPLE

Type of Transaction

G2C - Government to Citizens

Who may avail:

INDIVIDUALS OR CORPORATIONS ENGAGED IN BUSINESS WITHIN THE MUNICIPALITY

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For business or corporation (Application form with Assessed gross income)

Municipal Treasurer's Office

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Client proceed to the | Accomplish the unified business 3 Minutes
Treasurer's/BPLO Office. application form for new or renewal
of business assessment. Advice client
to pay. RCC II Ricardo Raguindin
2. Present to the collector the | Issue Official Receipt. Computed Tax
accomplished and assessed Due as per 5 Minutes
application form for the Municipal
computation of taxes and pay Ordinance # 019-
the computed tax due. 20 (Revised
Revenue Code)
3. Get the Official Receipt and | Prepare the Mayor's permit then 1 Minute RCC II Ricardo Raguindin
wait for the Mayor's Permit. | release to client. Treasury Staff
Total Processing Time : 9 Minutes
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4. ISSUANCE OF BUSINESS PERMIT

Office or Division: OFFICE OF THE MUNICIPAL TREASURER

Classification: SIMPLE

Type of Transaction G2C - Government to Citizens

Who may avail: INDIVIDUALS OR CORPORATIONS ENGAGED IN BUSINESS WITHIN THE MUNICIPALITY

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.DTI Registration

2.Barangay Clearance

3.Residence Certificate

4.Police Clearance

5.Health and Sanitary Permit

6.Valid Fire Safety Inspection Certificate
7.Annual Tax:

-Gross from previous year (renewal)
-Capital Investment (new)

8.Latest Copy of mayor’s Permit (renewal)
9.Unified Form Fully accomplished/Basis on Computing fees and Charges
10.SSS Clearance

11.Philhealth Clearance

DTI /c/o client

Office of the Punong Barangay

PNP

Municipal Health Office

BFP
c/o Client

c/o client

MTO
SSS
Philhealth

CLIENT STEPS AGENCY ACTION FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

1. Client proceed to the | Receives request and issue
Treasurer's/BPLO  Office | checklist of requirements.
and sign in the logbook.

1 Minute

Municipal Treasurer’s
Office Staff/BPLO
Designate

2. Submit the required | Verify the completeness of | 1.Community Tax Certificate
documents at the | the supporting documents, | 2. Barangay Clearance
Treasurer’s/BPLO  Office | collect fee and issue official | 3. Police Clearance

and pay the corresponding 4. Sanitary Permit

3 Minutes

RCC II Ricardo Raguindin
Treasury Staff
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amount based on the Local
Revenue Code.

receipt based on the
assessment.

5. Mayor’s Permit
(Municipal Ordinance # 019-
20 (Revised Revenue Code)

Prepares business permit and
forward to Mayor’s Office for
approval with all the
documents attached.

RCC II Ricardo Raguindin

3. Receive business permit | The Municipal Mayor signs 2 Minutes RCC II Ricardo Raguindin
and the attached | the Business permit, affix the Treasury Staff
documents. Municipal Seal and release
the document requested.
TOTAL: None 6 Minutes
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5. ISSUANCE OF TRICYCLE PERMIT

Office or Division:

OFFICE OF THE MUNICIPAL TREASURER

Classification:

SIMPLE

Type of Transaction

G2C - Government to Citizens

Who may avail:

Individual who owned tricycle for hire and franchise operating in the LGU

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.Barangay Clearance Office of the Punong Barangay
2.Community Tax Certificate MTO
3.01d Permit/Previous permit c/o client
4.Police Clearance PNP
5.SSS Clearance SSS
6.Pagibig Clearance Pagibig
7.Philihealth Clearance Philihealth
8.0R/CR Xerox c/o client

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING | PERSON RESPONSIBLE
TIME
1. Client proceed to the | Receives request and issue 1 Minute Municipal Treasurer’s
Treasurer's/BPLO  Office | checklist of requirements. Office Staff/BPLO
and sign in the logbook. Verify the completeness of Designate
Submit  the required | the supporting documents,
documents at the
Treasurer’s/BPLO  Office
and pay the corresponding
amount based on the Local
Revenue Code.
2. Payment of Fees collect fee and issue official | Php 275.00

receipt based on the 3 Minutes RCC II Ricardo Raguindin

assessment. Treasury Staff
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Prepares tricycle permit and
forward to Mayor’s Office for
approval with all the
documents attached.

RCC II Ricardo Raguindin
Treasury Staff

3. Receive tricycle permit | The Municipal Mayor signs 2 Minutes RCC II Ricardo Raguindin
and the attached | the Tricycle permit, affix the Treasury Staff
documents. Municipal Seal and release
the document requested.
TOTAL: None 6 Minutes
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6. ISSUANCE OF OFFICIAL RECEIPT OF DOCUMENTS/CLEARANCES/CERTIFICATIONS

Office or Division:

OFFICE OF THE MUNICIPAL TREASURER

Classification:

SIMPLE

Type of Transaction

G2C - Government to Citizens

Who may avail:

INDIVIDUALS OR CORPORATIONS ENGAGED IN BUSINESS WITHIN THE MUNICIPALITY

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
BIRTH/MARRIAGE/DEATH CERTIFICATES/APPLICATION FOR MARRIAGE From the Office of the Municipal
Registrar
POLICE CLEARANCE From the PNP Office
TAX DECLARATIONS/CERT. OF NO IMPROVEMENTS, ETC. From Office of the Municipal
Assessor
MEDICAL CERTIFICATES From the Office of the Municipal
Health Officer
BUILDING PERMITS From the Office of the Municipal
Building Official
CLIENT STEPS AGENCY FEES TO BE PAID PROCESSING PERSON
ACTION TIME RESPONSIBLE
1. Request for official receipts of | Compute the Present documents for payment. 5 Minutes
the following: required Official
Receipts. Birth Certificate - (#100.00)
Mayor’s Clearance Mayor’s Clearance - (F55.00) Revenue

Police Clearance
Application of Marriage License

Burial Permit
Tax declarations/certificate of
no improvements

Laboratory Test and Blood
Chemistry Analysis

Issue Burial
Permit/O.R.

Police Clearance - ($250.00.00)

Application for Marriage License - (#400.00)
Marriage Solemnization - (#240.00)

Burial Permit - (#100.00)

Tax Declarations - (F55.00)

Diagnostic Laboratory Test
Complete Blood Count - 100.00

Collection Clerks
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Platelet Count - 80.00
Blood Typing Fee - ($70.00)
Urinalysis - 80.00

Fecalysis - 50.00
Pregnancy Test - 120.00

Blood Chemistry Analysis
FBS/RBS -100.00

Lipid Profile - 500.00
Cholesterol - 130.00
Triglycerides - 130.00
HDL - 120.00

LDL -120.00

BUN -120.0

Creatinine - 120.00
BUA - 120.00

DSSM - free
HIV/Syphilis test - free

Amount based on the computation from the

Building Permit Fee building official
2. Wait for the release of the | Release to client
requested Official Receipt. the Official 2 Minutes
Receipt
requested.
Total Processing Time: 7 Minutes
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VII. MUNICIPAL AGRICULTURE OFFICE

1. ISSUANCE OF FARMER’S/FIHERMAN’S CERTIFICATE
This service is given to individuals for whatever purpose it may serve them.

Office or Division: MUNICIPAL AGRICULTURE OFFICE
Classification: SIMPLE
Type of Transaction G2C
Who may avail: FARMERS/FISHER FOLK
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Community Tax Certificate (CTC) Treasury Office
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Client requests for | 1.1 Identify what type of None 2 Minutes
certificate. certificate is needed by

interviewing the client.
FELICITAS E. REOTUTAR
1.2 Agriculture officer None 2 Minutes Municipal Agriculturist
validates the requesting client
if he/she is a farmer
/fisherfolk base on the
existing database.

2. Proceed to the Treasury

Office for the payment of 75.00 2 Minutes RCC II Ricardo Raguindin
fees and Community Tax Treasury Staff
Certificate.
3. Present Official Receipt. | Agriculture officer issues the None 2 Minutes FELICITAS E. REOTUTAR
requested certificate. Municipal Agriculturist
TOTAL: None 6 Minutes

Page 91 of 176



2. FARM/FISHERY/LIVESTOCK TECHNICAL ASSISTANCE
Recommend the proper application/timing and dosage on pest control, fertilization and improved farm practices.

Office or Division:

MUNICIPAL AGRICULTURE OFFICE

Minutes

Classification: SIMPLE
Type of Transaction G2C
Who may avail: FARMERS/FISHER FOLK
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Farmer's ID/ Any Valid ID Issued by any Government Agencies
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Client requests for | 1.1 Interview the client None 10 Minutes FELICITAS E. REOTUTAR
farm/ fishery/ livestock | regarding the  technical Municipal Agriculturist
technical assistance. assistance needed.
1.2 Actual site visitation for None 60 Minutes
further analysis on possible
recommendations and Staff -Fishery Sector
actions.
JOSEPH ELIZALDE B.
1.3 Recommendation base on None 10 Minutes RECLUSADO
the situation or identified Livestock
problem.
TOTAL: None 1 Hour and 20
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3. INSURANCE

Crop, Fishery, Livestock, Farm machinery insurance through Philippine Crop Insurance.

Office or Division:

MUNICIPAL AGRICULTURE OFFICE

Classification:

SIMPLE

Type of Transaction

G2C

Who may avail:

FARMERS, FISHER FOLKS, LIVESTOCK RAISERS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Valid ID Issued by any Government Agencies/Office
Application Form Municipal Agriculture Office
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Client requests for crop | 1.1 Interview the client what None 10 Minutes FELICITAS E. REOTUTAR
insurance (Rice, Corn, | type of insurance is needed. Municipal Agriculturist
Vegetables, Fisheries,
Livestock, Machineries)
Staff - Fishery Sector
JOSEPH ELIZALDE B. RECLUSADO
Livestock
1.2 For the insurance of crops, None 1 Hour
the person responsible will FELICITAS E. REOTUTAR
validated the crops to be Municipal Agriculturist
insured through farm
visitation.
2. For Fisheries insurance, | 1.1 The technician will
the client must inform the | validate the stocks to be None 2-3 Days MARLON R. RAGUNTON
person responsible 2-3 | insured on the same day of Fishery Coordinator
days before the date of | stocking.
stocking.
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3. For Livestock, client | Agriculture officer issues the None 1 Hour JOSEPH ELIZALDE B. RECLUSADO
verbal application for | requested certificate. Livestock Inspector
animal insurance.
4. Client must fill -up the | 1.4 Technician assists the None 10 Minutes
application form. client for filling-up the FELICITAS E. REOTUTAR
application  forms  after Municipal Agriculturist
validation.
1.5 Technician consolidates None 2-3 Days Fishery Sector
the application forms and
submits to the nearest JOSEPH ELIZALDE B. RECLUSADO
Philippine Crop Insurance Livestock
Office.
TOTAL : None 6 Days, 4 Hours

and 40 Minutes
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4. ISSUANCE OF ANIMAL INSPECTION CERTIFICATE

Office or Division:

MUNICIPAL AGRICULTURE OFFICE

Classification: SIMPLE
Type of Transaction G2C
Who may avail: LIVESTOCK RAISERS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Certification from Punong Barangay

Punong Barangay

Barangay Clearance

Punong Barangay

CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Applicant's  verbal | Actual Inspection of animals. None 5 Minutes JOSEPH ELIZALDE B.
request for the RECLUSADO
certification. Livestock
2. Proceed to the treasury
office and pay the required B 75.00 2 Minutes RCC II Ricardo Raguindin
fee if the animal is Treasury Office Staff
apparently healthy and fits
for slaughter.
3. Present Official Receipt. | Issuance of Certificate None 2 Minutes JOSEPH ELIZALDE B.
RECLUSADO
Livestock
TOTAL: None 9 Minutes
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5. DOG RABIES MASS VACCINATION

Pursuant to Republic Act 9482 (Anti - Rabies Act of 2007)

Office or Division:

OFFICE OF THE MUNICIPAL AGRICULTURIST

Classification:

HIGHLY TECHNICAL APPLICATION

Type of Transaction

G2C

Who may avail:

Dog Owners

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None N/A
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID

1. Wait for the schedule. 1.1 Arrange schedule of None 5 Minutes JOSEPH ELIZALDE B.

vaccination. RECLUSADO
Livestock
1.2 Submission of schedule to None 5 Minutes
the Office of the Mayor for
approval.
1.3 Distribution of schedule to None 4 Hours
Punong Barangays upon
approval. Livestock Inspector, BHW,
BNS, RHU Personnel, OPVET,
1.4 Conduct of Mass Rabies None 45 Days MAO Personnel, Barangay
Vaccination Council
TOTAL: None 45 Days, 4 Hours and
10 Minutes
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6. DISTRIBUTION OF AGRICULTURAL INPUTS
(Palay Seeds, Corn Seeds, Vegetable Seeds, Farm Implements, Fertilizers, Fish Feeds, Fishing Gears, Fingerlings, etc.)

Office or Division:

OFFICE OF THE MUNICIPAL AGRICULTURIST

Classification:

SIMPLE

Type of Transaction

G2C

Who may avail:

Registered Farmers in the LGU

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
RSBSA Member Municipal Agriculture Office
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Wait for the | 1.1 Receives communication None 5 Minutes Felicistas Reotutar
communication from the | letter from OPAG and forward Municipal Agriculturist
Office of the Provincial | to the Municipal Mayor for his
Agriculturist information.
1.2 Information None 4 Hours Municipal Agriculturist and
dissemination to the different Staff
farmer's presidents.
1.3 Conduct of meeting with None 2 Hours
FA Presidents.
1.4 Distribution of Farm None 5 Days Municipal Agriculturist and
Inputs. Staff
TOTAL: None 5 Days, 6 Hours and 5
Minutes
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7. DISPERSAL PROGRAM

(Native Pig, Upgraded Goat, Native Chicken)

Multiplier Farm Project

Office or Division:

OFFICE OF THE MUNICIPAL AGRICULTURIST

Classification: SIMPLE
Type of Transaction G2C
Who may avail: PUBLIC

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Housing, Capital

Municipal Agriculture Office

10 Minutes

CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Wait for the dispersal | 1.1 Identification and None 1 Day Felicitas Reotutar
approval. validation of prospective Municipal Agriculturist
recipients.
Livestock Coordinator
1.2 Submission and None 10 Minutes
recommendation of
prospective list of recipients Municipal Mayor
and approval.
1.3 Conduct meeting and None 1 Day
distribution .
Municipal Agriculturist
1.4 Farm visitation None 2 Hours/Client Livestock Coordinator
Livestock Coordinator
TOTAL: None 1 Day, 2 Hours and
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VIII. MUNICIPAL GENERAL SERVICES OFFICE

1. PROVISION OF REQUESTED VEHICLE, TABLES, CHAIRS AND SOUND SYSTEM

Office or Division:

GENERAL SERVICES OFFICE

Classification:

SIMPLE

Type of Transaction

GOVERNMENT TO CLIENT

Who may avail:

PUBLIC

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Approve Request

Mayor’s Office

CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID

1. Clients forwards | Check the availabilities of the None 3 Minutes Ricardo Dumaguin Jr.
Approve Request to the | requested Vehicle/Property. General Services Office/Staff
General Services Office.

Confirm request to the None

provider on the date stated. 1 Minute

Service provided. None Date Scheduled General Services Office/Staff
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2. REPAIR AND MAINTENANCE OF THE MUNICIPAL GOVERNMENT VEHICLES AND EQUIPMENTS

Office or Division:

GENERAL SERVICES OFFICE

Classification:

HIGHLY TECHNICAL

Type of Transaction

INTERNAL

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Approve Request for Repair and Maintenance of Municipal Government

Vehicles and Equipments

Mayor’s Office

CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Driver’s turn over the | Assist driver in going to the 1 Day
service vehicle to be | Auto Repair Shop/Supplier
repaired. for checking.
Canvass Three (3) Suppliers 1 Day Ricardo Dumaguin Jr.
For repair (depends upon the 5-7 Days General Services Office/Staff

gravity and the availability of
supplies)
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IX. MUNICIPAL HEALTH AND SANITATION OFFICE

1. SUBMISSION OF REPORTS TO PROVINCIAL HEALTH OFFICE (PHO)/PROVINCIAL DEPARTMENT OF HEALTH OFFICE (PDOHO)

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

SIMPLE

Type of Transaction

G2G - GOVERNMENT TO GOVERNMENT

Who may avail:

LGU - PROVINCIAL HEALTH OFFICE

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
M1 and M2 Form Midwife
Q1 and Q2 Form Nurse

Al,A2, A3 Form

Midwife and Nurse

Provincial Health Office

BHS

Midwife
Submits monthly report to
Nurse every second week of
succeeding month

Submits Annual
Forms/reports every second
week of January

Nurse

Submits Quarterly Report

(Q1,Q2)

CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Consolidation and | Ensure timely submission of | Free of Charge
submission of Reports to | accurate data from different 1 day

Juanita R. Rabang, RHM III

Catherine C. Rapadas, RHM II

Grace R. Ragunjan, Nurse |
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- every third week of the first
month of the succeeding
quarter

Annual Report (A1, A2, A3)
- every third week of January

MHO
Validation of Report before

submission
Mary Christine Villar, MD

TOTAL:
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2. RENEWAL OF LICENSE TO OPERATE FOR BIRTHING HOME AND CLINICAL LABORATORY

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification: SIMPLE
Type of Transaction G2G - GOVERNMENT TO GOVERNMENT
Who may avail: LGU - REGION

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Self-Assessment Tool

Application Form

NEQAS and Polio Survey Certificate

Policies and Procedures

Municipal Health Office

CLIENT STEPS

AGENCY ACTION FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

Accomplish the following
requirements:
1.Self-Assessment Tool
2.Application Form for
Renewal of License to
Operate

3. NEQAS and Polio Survey
Certificate for Clinical
Laboratory

4.Policies and Procedures
for Birthing Homes and
Clinical Laboratory. (for
revision- if needed)

Submit the Requirements
at DOH Regional Office

Free of Charge

Pay for corresponding
fees.

Birthing Home - 2700.00
Clinical Laboratory - 2250.00

15 minutes

5 minutes

Grace R. Ragunjan, RN/Carolyn

R. Rapisura RMT

TOTAL:

20 Minutes
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3. RENEWAL OF CERTIFICATE OF PHILHEALTH ACCREDITATION (MCP, TBDOTS, PCB)

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

SIMPLE

Type of Transaction

GOVERNMENT TO GOVERNMENT

Who may avail:

LGU - PHILHEALTH OFFICE

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.Completely filled out Provider Data Record

2. DOH License to Operate for Birthing Home and Clinical Laboratory

3. DOH Certification for TBDOTS

4. Completely filled out Performance Commitment

5. Memorandum of Agreements or other contracts entered into by the Health Care institution

Municipal Health Office

6. Proof of Payment Philhealth Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
Accomplish the following | Submit the Free of Charge 10 minutes
requirements: Requirements at Grace R. Ragunjan, RN/
1.Completely filled out | PhilHealth Office Catherine C. Rapadas, RM

Provider Data Record

2. DOH License to Operate
for Birthing Home and
Clinical Laboratory

3. DOH Certification for
TBDOTS

4. Completely filled out
Performance Commitment
5. Memorandum of
Agreements or other
contracts entered into by
the Health Care institution
6. Proof of Payment
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Pay for corresponding
fees and ret

MCP/TBDOTS/PCB - 1500.00

5 minutes

TOTAL:

20 Minutes
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4. PHILHEALTH REINBURSEMENT OF CLAIMS (MCP, NCP, TBDOTS)

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

SIMPLE

Type of Transaction

G2G - GOVERNMENT TO GOVERNMENT

Who may avail:

LGU - PHILHEALTH

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

CSF,CF1,Cf2,CF3

Treatment Card, Chest Xray, Laboratory Result

Municipal Health Office

Birth Certificate of Newborn

Municipal Civil Registrar

CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON RESPONSIBLE
PAID TIME
MCP/NCP/TBDOTS 1.Check for Philhealth eligibility of the Free of 5 minutes
Philhealth members - | client thru Philhealth Portal Charge
submit needed
requirements 2.Prepare and fill up the following forms 30 minutes
a.CSF
b.CF1
c.CF2
d.CF3
3.Attached needed documents. RHU Staff
MCP/NCP - Photocopy of Birth
Certificate of Newborn
TBDOTS - Chest Xray, Treatment Card,
Laboratory Result (DSSM. Gene Xpert)
Scan and submit filled up form thru e- 10 minutes
claims for reimbursement
Total Processing Time 45 Minutes
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5 PROVISION OF OUT-PATIENT CONSULTATION

ABOUT THE SERVICE: This provides medical assistance to any individual who seeks/need treatment.

SCHEDULE OF SERVICE AVAILABILITY: Monday - Friday (8:00 am - 5:00 pm)

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification: SIMPLE
Type of Transaction G2C - Government to Citizens
Who may avail: POPULACE

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Vital signs (Blood Pressure,
Respiratory Rate, Pulse
Rate, Temperature and
Weight) and Chief
complaints.

Provide Health education to
the patients while waiting for
treatment/consultation

Family Folder Municipal Health Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
Proceed to the admitting | a. For new patient; Free of Charge 15 Minutes
area for listing and Accomplish family folder
admission. (Head of the Family and
Address)
b. For old patient;
Retrieve family folder from
file.
c. Interview patient and get
RHU Staff
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(Re: Different Health
Issues/Concerns)

Proceed to the waiting
area and wait for your
name to be called.

a. Examine/evaluate patient

b. Prescribe medications/
give medicines if available
in the center

c. Refer patients who needs
higher level of care (Proper
Referral System)

Request laboratory
examinations if necessary.

Free of Charge

Free of charge
(Ambulance/any
transport vehicle)

Fee/rate according to
needed Lab. exams

20-30
Minutes

10-30
Minutes

Mary Christine Villar, MD
Municipal Health Officer
(MHO)

Go back to admitting area.
Present given/prescribed
Medication for recording.

a. Give further instructions
and list the
prescribed/given
medicines.

b. Note for any laboratory
examinations  requested
and referrals made.

5 Minutes

RHU Staff

TOTAL:

40-50
Minutes
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6. PROVISION OF MATERNAL CARE SERVICES
ABOUT THE SERVICE: To provide a comprehensive Maternal Care and Services to all Pregnant, Postpartum and Lactating mothers.
SCHEDULE OF SERVICE AVAILABILITY: Tuesday (8:00 am - 5:00 pm)

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

SIMPLE

Type of Transaction

G2C - Government to Citizens

Who may avail:

PREGNANT WOMEN

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Mother and Child Booklet

Municipal Health Office

CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING PERSON RESPONSIBLE
TIME
Proceed to admitting area | a. Accomplish Mother and Child Free of Charge 10 Minutes
for listing and admission | Booklet
b. Perform routine natal check-up get
vital signs, weigh the patient and Midwife on Duty
compute AOG.
c. Physical assessment.
Proceed to examination |a. Perform abdominal and fundic Any Pertinent 20 Minutes
area/prenatal room measurement and Doppler exam. Diagnostic
(FHT) Examinations:
b. Injection of Tetanus Toxoid | Laboratory results Mary Christine Villar, MD
Vaccine as scheduled. or Ultrasound Municipal Health Officer
c. Conduct health education on results. (MHO)
maternal care and proper RHU Staff
nutrition.
Refer high risk pregnancies or with
complications/abnormalities to
higher facility.
Total Processing Time 30 Minutes
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7. CHILD BIRTH SERVICES

ABOUT THE SERVICE: To provide safe and efficient delivery of pregnant mother and her newborn.
SCHEDULE OF SERVICE AVAILABILITY: Monday - Sunday

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

SIMPLE

Type of Transaction

G2C - GOVERNMENT TO CITIZENS

Who may avail:

POPULACE

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Mother and Child Booklet

Municipal Health Office

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Proceed to the health | a. Response immediately to Free of charge for Immediately
facility & Inform midwife | all calls. Philhealth (Delivery of newborn
assign or RHU staff of the | b. Attend to the safe delivery | members/dependents | depends on how long

signs & symptoms of labor

Bring Mother and Child
Booklet and things for
personal use and baby’s
needs.

of the mother and newborn.
For the Newborn Care:

C. Get Anthropometric
measurement.

d. Administer Vit K, Crede’s
Prophylaxis, BCG, Hepa B1,

complete physical
examinations, and APGAR
Scoring

e. Initiation of breastfeeding

*Refer to hospital of choice

(non-members with
corresponding fee
P3,000)

Standby transport-
(ambulance or private
vehicles) for any

is the labor process)

Mary Christine Villar, MD
Municipal Health Officer
(MHO)
Nurse/Midwife on Duty

for any complications. referrals
Immediate  post-partum | Provide immediate Free of Charge 10 Minutes
care postpartum care: Municipal Health Officer

RHU Staffs
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>[EC on the abnormal
signs/symptoms of
postpartum bleeding.
>Exclusive breastfeeding
>Newborn Screening
>Provision of one dose
Vitamin A and Ferrous Sulfate

Post-natal follow up visits

>Family planning motivation.
>[EC on succeeding
immunization schedule of
newborn

>[EC on Exclusive
breastfeeding.

Free of Charge

10-20 Minutes

RHU Staff

TOTAL:

40-50 Minutes
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8. CHILD CARE SERVICES

ABOUT THE SERVICE: To provide routine immunization services to all eligible children.
SCHEDULE OF SERVICE AVAILABILITY: Wednesday (8:00 am - 12:00 noon)

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

SIMPLE

Type of Transaction

G2C - GOVERNMENT TO CITIZENS

Who may avail:

CHILDREN 1Y/0 BELOW

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Mother and Child Booklet/ECCD Card

Municipal Health Office

EPI Card
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

Proceed to the [ a. For new clients, Free of Charge 10 Minutes Nurse/Midwife on Duty
admitting/immunization Accomplish EPI card or
area. ECCD Card

b. Retrieve EPI card/Baby Mary Christine Villar, MD
Wait for your turn to be book (for follow-up Municipal Health Officer
called. clients). (MHO)

c. Assess status of the infant

Refer sick infant/child to

MHO.
Submit child for | Administer the needed Free of Charge 5 Minutes Nurse and Midwives
immunization. antigen/vaccine  to  the

infant/child.
Wait for the ECCD card and | a. ECCD/Immunization card
further instructions. properly 5 Minutes Nurse and Midwives

accomplished/filled-up.
b. Provide further
instructions to the
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mother/guardians

for

post- immunization care
and schedule of follow up

vaccination.

Remind parent for the next

vaccination schedule.

Report untoward
and symptom if any.

signs

Report to MHO

Mary Christine Villar, MD
Municipal Health Officer
(MHO)

TOTAL:

20 Minutes
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9. PROVISION OF ANTI-LEPROSY DRUGS
ABOUT THE SERVICE: This service identifies and treats patients with leprosy. Leprosy drugs are given to patients free of charge.

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

SIMPLE

Type of Transaction

GOVERNMENT TO CITIZEN

Who may avail:

HANSEN’S PATIENT

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

0Old cases- MDT card

New cases- for doctor’s confirmation & final diagnosis of the case

Municipal Health Office

CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING TIME | PERSON RESPONSIBLE
PAID
Go to admission area for | Attend and assess the needs of | Free of charge 15 Minutes RHU Staff
the admission procedure | patient/s. Instruct patient to wait for
his/her turn for Doctors consultation.
For new cases- Individual assessment
form filled-up. Mary Christine Villar, MD
For old cases- follow up assessment. Municipal Health Officer
(MHO)
Proceed to  Doctor’s | Examination and evaluation of patient | Free of Charge 10 Minutes
consultation room. Mary Christine Villar, MD
Municipal Health Officer
(MHO)
RHU Staffs
Go to the RHU staff on duty | Instruct/advise intake of the PB/MB
for enrollment of new | drugs. 30 Minutes Nurse, Midwives
cases and acquisition of | IEC on the possible drug reactions that
PB/MB drugs. may occur.
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Instruct for follow-up check - up

TOTAL: 55 Minutes
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10. PROVISION OF NUTRITION SERVICES
ABOUT THE SERVICE: This service provides information and counseling on nutrition to mothers of malnourished children, pregnant
and lactating mothers as well. Provisions of Multivitamins, Vitamin C and Ferrous sulfate to eligible clients.
SCHEDULE OF SERVICE AVAILABILITY: Monday - Friday (8:00 am - 5:00 pm)

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

SIMPLE

Type of Transaction

G2C - GOVERNMENT TO CITIZEN

Who may avail:

MALNOURISHED CHILDREN, PPREGNANT AND LACTATING MOTHERS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Mother and Child Booklet/ ECCD Card

Municipal Health Office

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON RESPONSIBLE
BE PAID TIME
Go to admission area for weighing | Plot the ECCD card for the weight & Free of 5 Minutes
and height measurement of the | height measurement for the charge

child. Present ECCD card if
previously issued.

computed nutritional status.

Undergo counseling about proper
nutrition. (parent/guardian and
child)

Conduct counseling about proper Free of 20 Minutes
nutrition. Charge
Provision of available multivitamins
to client/patient.

Nurse, Midwives, MNAO

Refer malnourished children to | DSWD addressed the needs. Free of 5 Minutes MSWDO Natividad Ragasa
DSWD for any nutritional assistance. Charge
Barangay Nutrition
Refer malnourished children to their Scholars
respective BNSs
Present recorded weight of the child
TOTAL: 30 Minutes
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11. ISSUANCE OF HEALTH/MEDICAL CERTIFICATES

ABOUT THE SERVICE: Issuance of medical certificates to applicant/s for employment, driver’s license application/renewal and

students and for any other purposes.
SCHEDULE OF SERVICE AVAILABILITY: Monday - Friday (8:00 am - 5:00 pm)

Office or Division: MUNICIPAL HEALTH OFFICE
Classification: SIMPLE

Type of Transaction GOVERNMENT TO CITIZEN
Who may avail: POPULACE

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Result of blood test Municipal Health Office
Chest x-ray, Drug test and Neuro/Psych test Hospital of Choice
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE

TIME

Proceed to Municipal Health Office | Ask/Interview client of
and inquire for the | particular
necessary/needed documents health/medical
certificate needed.

Accomplish
medical/health
certificate.

Accomplish the needed
laboratory request

Request client to pay to
the Treasurer’s Office
the corresponding fee.

5 Minutes

Grace Ragunjan
Catherine Rapadas
Carolyn Rapisura
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Pay to the treasury the required fee. | MHO will Medical Certificate 5 Minutes RCC II Ricardo Raguindin
And proceed to the doctor’s office for | examine/asses  client | Php 100.00 (resident) Treasury Staff
assessment. prior to issuance of Php 180.00 (non

medical/health resident)

certificate.
Wait for the release of medical | Medical certificate 5 Minutes Mary Christine Villar, MD
certificate. ready for issuance. Municipal Health Officer

(MHO)
TOTAL: 15 Minutes
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12. ISSUANCE OF SANITARY PERMIT
ABOUT THE SERVICE: This is initiated for business establishments requiring sanitary permit
SCHEDULE OF SERVICE AVAILABILITY: Monday - Friday (8:00 am - 5:00 pm)

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

SIMPLE

Type of Transaction

G2C -GOVERNMENT TO CITIZENS

Who may avail:

BUSINESS ESTABLISHMENTS/ FOOD HANDLERS/ NON FOOD HANDLERS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For food handler, present:

- Chest X-ray result, fecalysis & HBsAg

Hospital/laboratory of Choice

For non-food handlers

Treasurer’s Office

- Official Receipt
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
Proceed to Sanitary | Attend to request and advise 3 Minutes
Inspector’s desks and state | client to pay corresponding MHO Staff
request. fee at the Treasury Office.
Pay to the Treasury the | Issue Official Receipt. Sanitary Permit 2 Minutes RCC II Ricardo Raguindin

required fee.

- House for rent — Php
200.00
- Business, industrial,
or agricultural
With an area of 25 sq. m or
more but less than 50 sq. m
- Php 100.00
With an area of 50 sq. m or
more but less than 200 sq. m
- Php 200.00

Treasury Staff
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With an area of 200 sq. m or
more but less than 500 sq. m
- Php 250.00

With an area of 500 sq. m or
more but less than 1000sq.
m - Php 300.00

With an area of 1000sq. m or
more - Php 400.00

Return to the Sanitary | Give lecture/advice on 10 Minutes MHO staff
Inspector/RHU Staff. | sanitation and proper food
Present the O.R. and wait | handling and preparation and
for the Issuance of the | issue the permit requested.
permit. Mary Christine Villar, MD
Refer to MHO any significant Municipal Health Officer
Chest X-ray, Fecalysis and
HBsAg findings
TOTAL: 15 Minutes
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13. ISSUANCE OF LABORATORY SERVICES

ABOUT THE SERVICE: To provide laboratory services to all clients/patients as per their doctor’s request.

SCHEDULE OF SERVICE AVAILABILITY: Monday - Friday (8:00 am - 5:00 pm)

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

SIMPLE

Type of Transaction

G2C - GOVERNMENT TO CITI

ZENS

Who may avail:

POPULACE

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Doctor’s Order Requesting Physician
Official Receipt Treasurer’s Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Present to the medical | Request the patient to pay 2 Minutes Carolyn Rapisura
technologist the | the corresponding fees at Medical Technologist
doctor’s request/ order | the Treasurer’s office.
of laboratory
procedure/s to be done.
2. Pay to the treasury the | Issue Official Receipt. 2 Minutes Treasurer’s Office Staff

required fee.

Diagnostic Laboratory Test
Complete Blood Count -100.00
Platelet Count - 80.00

Blood Typing Fee - (#70.00)
Urinalysis - 80.00

Fecalysis - 50.00

Pregnancy Test - 120.00

Blood Chemistry Analysis
FBS/RBS -100.00
Lipid Profile - 500.00
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Cholesterol - 130.00
Triglycerides - 130.00
HDL -120.00

LDL -120.00

BUN -120.0
Creatinine - 120.00
BUA - 120.00

DSSM - free
HIV/Syphilis test - free

3. Present Official Receipt

Extract blood/ collect

5-10 Minutes

Carolyn Rapisura

and submit self for | specimen from the patient Depending upon Medical Technologist
blood extraction or | Perform the laboratory the examination
collection of specimen. | examination needed requested.

4. Wait for the result. Issue result/s to the 5 Minutes Carolyn Rapisura

patient and instruct to go
to doctor for interpretation
of the result/s.

Medical Technologist

Municipal Health Officer

TOTAL:

15-20 Minutes
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14. ISSUANCE OF DENTAL SERVICES
ABOUT THE SERVICE: Provides dental services to all individual /patient who needs the service.
SCHEDULE OF SERVICE AVAILABILITY: Wednesday (8:00 am - 5:00 pm)

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

SIMPLE

Type of Transaction

G2C - GOVERNMENT TO CITIZENS

Who may avail:

POPULACE

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Dental record

Municipal Health Office

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Proceed to the admitting | Accomplish the dental Free of Charge 5 Minutes
area for listing and | chart/record and get the vital Dental Aid
admission. signs needed. (B/P) And/or RHU Staff on duty
2. Proceed to the Dental | Accomplish the dental Free of Charge 10-15 Minutes Dr. Antonio Rabang

office when called upon.

chart/record and get the vital
signs needed. (B/P)

Dentist

3. Take note of further
health instruction

Give instructions or health
teachings and for any follow

up schedules.

5 Minutes

Dr. Antonio Rabang
Dentist

TOTAL:

20-25 Minutes
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15. PROVISION OF TUBERCULOSIS CONTROL PROGRAM SERVICES
ABOUT THE SERVICE: To provide assistance /treatment care to the identified TB symptomatic and identified sputum positive TB cases.
SCHEDULE OF SERVICE AVAILABILITY: Monday - Friday (8:00 am - 5:00 pm)

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification: SIMPLE
Type of Transaction G2C - GOVERNMENT TO CITIZEN
Who may avail: TB PATIENT

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Family Folder Municipal Health Office
Chest Xray Result
DSSM Result
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
4. Proceed to the | Accomplish patients Free of Charge 3 Minutes RHU Staff on duty
admission area for | record and get related vital
listing signs as needed
For patients referred by
other facility present
referral form and chest x-
ray result
5. Wait for your turn for | Examine/assess/evaluate Free of Charge 5 Minutes Mary Christine Villar, MD
Doctor’s consultation. patients’ conditions. Municipal Health Officer
6. Take note of the | Sputum collection for Free of Charge 1 Hour Carolyn Rapisura
instructions given microscopic examination
Other RHU Staff
Refer back to MHO for the 5 Minutes

evaluation of microscopic
result.

Municipal Health Officer

Page 124 of 176




Chest X-ray is requested if
necessary.

Once the patient is confirm
positive for Tuberculosis,
dispense TB Drugs
according to category

10 minutes

Grace R. Ragunjan

7. Acknowledge &
understands
instructions on the TB
medications

Accomplish patients’
record.

Register patient in TB
Registry Logbook

Instruct for follow up
schedules.

5 Minutes

Grace R. Ragunjan

TOTAL:

1 Hour and 28
Minutes
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16. ADOLESCENT HEALTH SERVICES
ABOUT THE SERVICE: To provide adolescent friendly health care services such as health examination and counselling to adolescents.
SCHEDULE OF SERVICE AVAILABILITY: Monday to Friday, by appointment Saturday/Sunday

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

SIMPLE

Type of Transaction

G2C - GOVERNMENT TO CITIZEN

Who may avail:

ADOLESCENTS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Individual Record

Municipal Health Office

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
Proceed to the admission | Attend and assess the needs of client/s. Free of 30 minutes Grace R. Ragunjan, RN
area for listing. Charge
Assess the adolescent using the
Proceed to the Adolescent | HEEADSSS Form and Take Vital Signs
Room 20 minutes Catherine C. Rapadas, RM
*if there no is problem/abnormalities
Identified - Do education/counselling
*If there is problem/abnormalities
identified - manage problem (Refer if
necessary) Mary Christine Villar, MD
20 minutes Municipal Health Officer
Acknowledge & | Record and schedule follow wup if Free of 5 Minutes Grace R. Ragunjan, RN
understands instructions | needed. Charge Catherine C. Rapadas, RM

TOTAL:

1 Hour and 15
Minutes
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X.

1. ISSUANCE OF MAYOR'’S CLEARANCE

MAYOR’S OFFICE

This service is given to individuals for whatever purpose it may serve them.

Office or Division:

OFFICE OF THE MUNICIPAL MAYOR

Classification:

SIMPLE

Type of Transaction GOVERNMENT TO CITIZEN
Who may avail: PUBLIC

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Community Tax Certificate Treasurer’s Office
Barangay Clearance Barangay Treasurer

Police Clearance

Police Station

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. Client states requestand | 1.1 Accept application/ request, check None 3 Minute Mayor’s Office Staff
submission of | the authenticity of requirements,
requirements prepare clearance and forward to
Mayor for signature; and Advise client
to pay to the treasury the
corresponding fee: CERTIFICATION
FEE DOC. STAMP
2. Payment 2.1 Receive payment and issuance of | Php 75.00 2 Minutes RCC II Ricardo Raguindin/

Official Receipt

Treasury Staff
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3.Claim

3.1 Affix Municipal Seal and release to
client.

None

Mayor’s Office Staff

Total Processing Time

5 Minutes
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2. ISSUANCE OF RECOMMENDATIONS AND ENDORSEMENTS
Recommendation is given to job seekers, PCSO, Office of the Governor/Congressman to support request for medical /financial and
funeral assistance. Endorsement is given to clients is support to their request for assistance to government officials and agencies.

Office or Division:

OFFICE OF THE MUNICIPAL MAYOR

Classification:

SIMPLE

Type of Transaction

GOVERNMENT TO CITIZEN

Who may avail:

PUBLIC

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
(FOR JOB SEEKERS) Resume, Biodata, Scholastic Records, Eligibility c/o client
(FOR PCSO, ETC.) Hospital Bill, Case Study, Name, Address to whom the
recommendation be addressed to for endorsement
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. Client statesrequestand | 1.1 Receives request, checks and None 1 Minutes Mayor’s Office Staff
submission of | verifies the documents.
requirements - —
1.2  Prepare the endorsement/ None 3 Minutes Municipal Mayor
recommendation and forward to the
Municipal Mayor for signature.
2.  Receive document | Photocopy and release of document None 1 Minute Mayor’s Office Staff
requested. requested
Total Processing Time 5 Minutes
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3. ISSUANCE OF AFFIDAVIT

All persons in need of affidavit shall be issued for whatever purpose it may serve them.

Office or Division: OFFICE OF THE MUNICIPAL MAYOR
Classification: SIMPLE

Type of Transaction GOVERNMENT TO CITIZEN

Who may avail: PUBLIC

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Name of Affiant,

Community Tax Certificate of Affiants,

Birth Certificate, Marriage Certificate if married,
Police Blotter,

Valid Identification Cards

Absence of available requirements
Treasury Office

LCR

PNP Municipal Station

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. Client statesrequestand | 1.1 Receives request, checks and None 5 Minutes Mayor’s Office Staff
submission of | verifies all the documents.
requirements - - : T
1.2 Prepare the affidavit forwards to the None 10 Minutes Municipal Mayor
Municipal Mayor for signature.
2.  Receive document | Release affidavit to client. None 3 Minutes Mayor’s Office Staff
requested.
TOTAL: 18 Minutes
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4. ISSUANCE OF CERTIFICATION TO BARANGAY/SK OFFICIALS FOR SCHOLARSHIP
Free tuition in Government Colleges and Universities are availed of by Barangay Officials and their dependents pursuant to Sec. 393

(b) (4) and Sec. 434, respectively under RA 7160 otherwise known as the Local Government Code of 1991.

Office or Division:

OFFICE OF THE MUNICIPAL MAYOR

Classification:

SIMPLE

Type of Transaction

GOVERNMENT TO CITIZEN

Who may avail:

Incumbent Barangay Officials / SK Officials

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Filled-out Request form

ID, Appointment and Oath of Office

C/0 Requesting Party

CLIENT STEPS AGENCY ACTION FEESTO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. Client statesrequestand | 1.1 Check Authenticity of documents None 1 Minutes
submission of | presented.
requirements ; P : :
1.2 Identify verification from master list None 1 Minute MLGOO
of Barangay/SK Officials.
1.3 Prepare Certificate of Incumbency None 3 Minutes
2. Receive the requested | Municipal Mayor affixes signature. None 1 Minute Municipal Mayor
document Affix Municipal Seal and release None 1 Minute Mayor’s Office Staff
document requested.
Total Processing Time: 10 Minutes
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5. SOLEMNIZATION OF MARRIAGE
Pursuant to Chapter 3 Art. 444 (XVIII) of RA 2160 LGC of 1991, Municipal Mayor solemnize marriages, any provisions of law to the

contrary, notwithstanding.

Office or Division:

OFFICE OF THE MUNICIPAL MAYOR

Classification:

SIMPLE

Type of Transaction

GOVERNMENT TO CITIZEN

Who may avail:

Would be Couple with issued Marriage License

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Marriage License with the Official Receipt MCR and Treasury
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. Arrange schedule of | 1.1 Records information given by the None 5 Minutes Mayor’s Office Staff
marriage to Mayor’s Office | couple and remind them to come with
and submit marriage | their God parents for the marriage rites
license. on date schedule.
1.2 MCR prepares the marriage None 3 Minutes MCR
certificate
2. Return to Mayor’s Office | 2.1 Perform the marriage rites. None Municipal Mayor
zzgzgifzgrg:gesrelgeeﬁzrﬁz 2.2. Assist. the' couple an.d God parent.s to None 30 Minutes Munif:ipal Mayor
the solemnity of marriage afflx. .thelr signature in the marriage Mayor’s Office Staff
certificate MCR
3. Submit to MCR | Release copy of marriage certificate to None 5 Minutes MCR
Certificate of Marriage and | couple. Retain copy for file and for
receive file copy of | endorsement to OCRG-PSA.
marriage certificate.
Total Processing Time: 43 Minutes
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XI - HUMAN RESOURCE MANAGEMENT OFFICE

1. RECRUITMENT, SELECTION AND PLACEMENT

Office or Division: HUMAN RESOURCE MANAGEMENT UNIT
Classification: HIGHLY TECHNICAL

Type of Transaction GOVERNMENT TO CTIZEN

Who may avail: APPLICANTS/EMPLOYEES

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
-Publication of Position HRMO
Personal Data Sheet C/0 Applicant
Application Letter addressed to HRMO
Performance Rating for last 2 semester
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID

1. Submit complete | HRMO/Staff receives the application None 5 Minutes HRMO Designate/Staff
application documents at | and advise applicant to be notified
HR Unit. when will be the schedule of

deliberation.
2. (When notified for | HRMO conducts the written exam for None 1 Hour HRMO Designate
deliberation) Applicant | the applicants.
takes the written
examinations.
3.The HRMPSB conducts the | HRMPSB conducts interview to all None 3 Hours Members of the HRMPSB
interview of applicants applicants
4. Tallying of scores and | HRMPSB convenes and deliberates None 2 Days Members of the HRMPSB
deliberation of result. results of the evaluation, gives

recommendations based on the

results and forwards same to the LCE.
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5. Approval of LCE of result. | 5.1 LCE reviews and approves the None 1 Day
result of HRMPSB deliberation.
: Mayor Edgar Rapanut
5.2 LCE may choose or not who will be None 1-15 Days
appointed.
6. (If Appointing Authority | HRMO gives the list of requirements None 2 Days
chooses an applicant to be | needed to the possible appointee to be
appointed) submitted at the HR
Submission of requirements
of the possible appointee HRMO Designate
7. Review of the submitted | HRMO prepares necessary docs for None 1 Day
requirements and prepares | appointment
appointment papers.
8. Signing of Appointment 8.1 Appointing Authority signs the None 1 Day Mayor Edgar Rapanut
appointment papers and conduct oath
taking of the appointee.
8.2 Check the completeness of None 2 Days
requirements and  appointment
papers and reproduce in 3 sets. HRMO Designate
8.3 Submit appointment papers to the None 1 Day
CSC for Attestation.
9. Appointee receives its | HRreleasesa copy of the appointment None Half Day

appointment at the HR
Office.

of the appointee received by the CSC.

TOTAL:

25 Days and 5 Minutes
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2. REQUEST FOR CERTIFICATE OF EMPLOYMENT /SERVICE RECORD AND OTHER EMPLOYEE’S CERTIFICATE

Office or Division: HUMAN RESOURCE MANAGEMENT UNIT
Classification: SIMPLE

Type of Transaction GOVERNMENT TO CITIZEN

Who may avail: CLIENT/EMPLOYEES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Authorization Letter should be presented in case a representative will get in behalf

of the requestor.

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. State personally the | Advice the client to wait for a while. None 1 Minute
requested documentatthe "yp “checks, updates and prints and signs | None 2 Minutes HRMO Designate
HR Ofﬁce.. In case of | e requested certificate.
representative, an
authorization letter should | HR forwards to the Local Chief Executive None 2 Minutes Mayor Edgar Rapanut
be presented. for signature.
2. Client receives the | HR releases the requested document to None 1 Minute HRMO Designate
requested documents. client.
TOTAL: 6 Minutes
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3. REQUEST FOR TERMINAL LEAVE PAY

Office or Division: HUMAN RESOURCE MANAGEMENT UNIT

Classification: SIMPLE

Type of Transaction GOVERNMENT TO CITIZEN

Who may avail: RESIGNED/RETIRED EMPLOYEES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Certified photocopy of employees Leave Card

Approved Leave Application

Complete Service Record

SALN

Computation of Terminal Leave Benefits duly signed by Accountant

Certified photocopy of Appointment/NOSA

In case of resignation, employee’s letter of resignation duly accepted by the Head of
Agency

HRMO

Affidavit of applicant that there is no pending criminal investigation or prosecution
against him/her

Claimant

CLIENT STEPS AGENCY ACTION FEESTO
BE PAID

PROCESSING TIME PERSON RESPONSIBLE

1. Claimant submits all the | 1.1 HR receives the authenticity of all

requirements at the HR | documents submitted and forwards the None 5 Minutes HRMO Designate
Office. same at the Accountant’s Office for
preparation of voucher.
1.2 Accounting reviews the completeness None 2 Minutes Municipal Accountant
of the document and checks the Richard Reotutar
availability of fund.

1.3 Accounting Office prepares the None
voucher for signature of the different
departments. (Budget Office, Mayor’s
Office)

1 Day Accounting Staff
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1.4 Accounting forwards the approved None 1 Minute Accounting Staff
voucher at the Treasury Department for
Chequing.
1.5 Treasury Department prepares None 1 Day Mun. Treas. Julita Javier
cheque; Municipal Treasurer records,
signs and forward to the LCE for signature.
1.6 LCE signs the cheque and forwards to None 1 Day Mayor Edgar Rapanut
the Accounting Office for preparation of
withdrawal slip.
1.7 Accountant prepares the withdrawal None 5 Minutes Municipal Accountant
slip, advise client to and forwards to the Richard Reotutar
Treasury Department for release.

2. Client receives the | Treasury releases the cheque. None 1 Minute Mun. Treas. Julita Javier

requested documents.

TOTAL:

3 Days and 14 Minutes
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XII. MUNICIPAL PLANNING AND DEVELOPMENT OFFICE/ZONING OFFICE

1. ISSUANCE OF LAND CERTIFICATION

Office or Division: MUNICIPAL PLANNING AND DEVELOPMENT OFFICE
Classification: SIMPLE

Type of Transaction G2C - GOVERNMENT TO CITIZEN

Who may avail: All Persons, juridical, and corporations

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Certified True Copy of Tax Declaration

Municipal Assessor’s Office

Official Receipt from Treasurer’s Office as Certification Fee

Municipal Treasurer’s Office

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. A citizen requesting for No Fees
land certification for
purposes of titling.
e In person The office verbally receives the request 5 Minutes Staff from the Office
and client presents the tax declaration
and official receipt for evaluation/ verific
ation.
The staff prepares the certification. 5 Minutes Staff from the Office
The staff presents the document to the 5 Minutes MPDC
MPDC for signature.
Release of document. 5 Minutes Staff from the Office
Total Processing Time 20 inutes
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2. APPLICATION FOR LOCATIONAL CLEARANCE FO BUSINESS LICENSE

The Service : Business establishments are required to secure Zoning Clearance before the start of business operations. The Zoning Officer
or designated officer will issue locational clearance as reflected from the approved CLUP

Office or Division: MUNICIPAL PLANNING AND DEVELOPMENT OFFICE
Classification: SIMPLE
Type of Transaction G2C - Government to Citizens ; G2B Government to Business
Who may avail: All Persons, juridical, and corporations needing Locational Clearance for the establishment of Business
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Copy of Business License Application or Permit c/o Client
2. Proof of ownership or lease of contract c/o Client
3.Detailed information about the business c/o client
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. Sign in Client Logbook/ | Assist Client in filling up the Logbook None 3 Minutes Angelo Javier Rapisura
submit requirements (Planning Officer II) /
MPDO Staff
Verify / evaluate submitted 15 Minutes Angelo Javier Rapisura
requirements (Planning Officer II) /
MPDO Staff
Check the land classification in the CLUP 5 Minutes Staff from the Office
Process Zoning Clearance whether to As per 5 Minutes MPDO Staff
issue clearance or denial of clearance HLURB
2.Proceed to Treasury | onq advise client to proceed to MTO to | rules and
Office to Pay | pay corresponding fee if eligible for the | regulations
corresponding fee issuance of Locational Clearance
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Pay corresponding fee 5 MInutes RCC II Ricardo Raguindin/
Treasury Staff
3_submit OR and Receive Release of document. 5 Minutes MPDO Staff
the document
Total Processing Time 25 Minutes
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8. ISSUANCE OF ZONING CERTIFICATE

The Service : The Zoning Officer or designated officer will issue Zoning Certificate as reflected from the approved CLUP

Office or Division:

MUNICIPAL PLANNING AND DEVELOPMENT OFFICE

Classification:

SIMPLE

Type of Transaction

G2C - Government to Citizens ; G2B Government to Business

Who may avail:

All Persons, juridical, and corporations needing Locational Clearance for the establishment of Business

needing Zoning Clearance

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Tax Declaration/Title of the subject property of Land

c/o Client or Municipal Assessor

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. Sign in Client Logbook/ | Assist Client in filling up the Logbook None 3 Minutes Angelo Javier Rapisura
Submit requirements (Planning Officer II) /
MPDO Staff
Verify / evaluate submitted 15 Minutes Angelo Javier Rapisura
requirements (Planning Officer II) /
MPDO Staff
Check the land classification in the CLUP 5 Minutes Staff from the Office
Process Zoning Clearance whether to 5 Minutes MPDC
issue clearance and advise client to
proceed to MTO to pay corresponding
fee
2.Proceed to Treasury [pay corresponding fee Php 75.00 5 MInutes RCC II Ricardo Raguindin/
Office to pay Treasury Staff
corresponding fee
Release of document. 5 Minutes MPDO Staff
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3.submit OR and Receive
the document

Total Processing Time

25 Minutes
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XIII - PHILIPPINE NATIONAL POLICE

1. REQUEST FOR LOCAL POLICE CLEARANCE/POLICE REPORTS (EXTRACT FROM POLICE BLOTTER)/LOCAL TRAFFIC
INCIDENT REPORT
SCHEDULE OF SERVICE AVAILABILITY: Monday - Friday (8:00 am - 5:00 pm)

Office or Division: PHILIPPINE NATIONAL POLICE OFFICE
Classification: Simple
Type of Transaction G2C
Who may avail: ALL INTERESTED PARTIES
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Community Tax Certificate Local Treasury Office
Barangay Clearance Barangay
2 1D Pictures (2x2) Requesting Party
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Manifest Intent to the | Desk Officer provides the client with the 10 Minutes Duty Desk Officer
Desk Officer. appropriate form.
2. Fill's up request form
and submits same to the
Desk Officer.
- Desk Officer enters the request into the 15 Minutes Duty Desk Officer/
logbook and refers same to the designated Clearance PNCO
Action PNCO, Investigation Section.
- Clearance PNCO verifies the authenticity of
the documents submitted and advices the
client to pay Police Clearance Fee at the
Treasurer’s Office.
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- Clearance PNCO advices the client to
return and submit OR from the Treasurer’s
Office.

3. Pays Police Clearance Php 250.00
Fee at the Treasurer’s Student/SC/1
Office and submits OR to ndigent - Fre
the Action PNCO. of Charge
- Clearance PNCO verifies record and 1 Hour COP/Clearance PNCO
prepares the Clearance.
- COP approved/signs the Police Blotter
Extract.
4. Thumb marks the | Clearance PNCO release the document. 10 Minutes Clearance PNCO

clearance.

TOTAL:

1 Hour and 35
Minutes
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XIV - BUREAU OF FIRE PROTECTION

1. FIRE SAFETY EVALUATION CLEARANCE FOR BUILDING PERMIT

SCHEDULE OF SERVICE AVAILABILITY: Monday to Friday (Except Holidays), 8:00 am - 5:00 pm

Office or Division:

BUREAU OF FIRE PROTECTION OFFICE

Classification:

Simple

Type of Transaction

G2C

Who may avail:

BUILDING OWNER/TENANT/AUTHORIED REPRESENTATIVE

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Three (3) complete sets of Building Plans and Specifications. Requesting Party
Estimated cost of the building to be constructed/renovated/modified as reflected in the bill of
materials including labor cost signed by the designer/contractor.
CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON
PAID TIME RESPONSIBLE

1. Apply for FSEC using the | Check completeness of application and endorse to | 0.10% of the 10 Minutes CRO
standard application form | Fire Code Assessor (FCA) Record to the Official Log verified
including the required | Book the name of applicant and owner of the | estimated
attachments. establishment and the time, date of application. In | value of the

case of lacking requirements, CRO shall immediately | building to

inform in writing the applicant of such finding. be erected.
2. Wait for the release of | Assess fire Code Fees/Taxes and issue assessment 10 Minutes FCA
Order of Payment (OP) and OP.
3. Pay the assessed amount | Receive payment from applicant and compile copy of 10 Minutes FCCA
and submit copy of receipt | receipt of payment.
of payment to CRO.
4. Receive Claim Stub. Check copy of receipt of payment and record to the 5 Minutes CRO
(Note: FSEC will be issued | logbook the amount paid and Official Receipt Number
within the maximum | and date of payment, and issue Claim Stub. Refer the
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period of three (3) days
from application if the
plans conform to the fire
safety requirements of the
Fire Code and its IRR.)

application to Chief, FSEU for designation of Building
Plan Evaluator (BPE).

Assign Building Plan Evaluator (BPE) who will
review/evaluate the plans and applications.

Review/evaluate Building Plans and Accomplish Fire
Safety ~ Checklist, and make appropriate
recommendations/findings.

Review/evaluate the recommendations/ findings of
BPE and recommend to C/MFM or DFM the issuance
of FSEC/NOD.

Final review/evaluation of the C, FSEU’s
recommendation for disposition.

Approve and sign three (3) copies of FSEC/ NOD as
the case may be.

Record on the Official Logbook the FSEC/ NOD
number, date approved name of applicant/owner and
name of establishment, OR number and amount paid.
Provide duplicate copy of FSEC/NOD to the
designated Records Custodian and BPLO.

5. Owner/ Authorized
representative Present
Claim Stub.

Release FSEC to applicant through the CRO.

Serve copy of NOD to the owner in case the plans and
specification did not conform to the fire safety and life
safety requirement of the Fire Code of the Philippines
of 2008 and its IRR. Endorse 1 set of plan to BO as well
as duplicate copy of FSEC or NOD, as the case may be.

15 Minutes Chief, FSEU
1 % Days from BPE
the date of
application
2 Hours C, FSEU
2 Hours DFM or C/MFM as
the case maybe
20 Minutes DFM or C/MFM as
the case maybe
10 Minutes CRO, Records
Custodian
5 Minutes CRO

TOTAL:

2 Days, 1 Hour
and 25 Minutes
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2. FIRE SAFETY INSPECTION CERTIFICATE FOR OCCUPANCY PERMIT

SCHEDULE OF SERVICE AVAILABILITY: Monday to Friday (Except Holidays), 8:00 am - 5:00 pm

Office or Division:

BUREAU OF FIRE PROTECTION OFFICE

Classification:

Simple

Type of Transaction

G2C

Who may avail:

BUILDING OWNER/TENANT/AUTHORIED REPRESENTATIVE

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Endorsement from BO/Certificate of Completion Requesting Party
Certified True Copy of Assessment Fee for securing occupancy permit from BO
CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON
PAID TIME RESPONSIBLE
1. Apply for FSIC for | Check completeness of application and endorse to | 10% ofall 10 Minutes CRO
Occupancy Permit using | Fire Code Assessor (FCA) Record to the Official Log | fees charged
the standard application | Book the name of applicant and owner of the by BO in
form including the | establishment and the time, date of application. In granting
requirements. case of lacking requirements, CRO shall immediately | occupancy
inform in writing the applicant of such finding. permit
2. Wait for the release of | Assess Fire Code Fees/Taxes and issue assessment 10 Minutes FCA
Order of Payment (OP) and OP.
3. Pay the assessed amount | Receive payment from applicant and compile copy of 10 Minutes FCCA
and submit copy of receipt | receipt of payment.
of payment to CRO.
4. Receive Claim Stub. Check copy of receipt of payment and record to the 5 Minutes CRO
(Note: FSIC will be issued | logbook the amount paid and Official Receipt Number
within the maximum | and date of payment, and issue Claim Stub. Refer the
period of three (3) days | application to Chief, FSEU for the issuance of
from application if no | Inspection Order.
violation of the Fire Code | Assign Fire Safety Inspector and Issue Inspection 15 Minutes Chief, FSEU and
Order. C/MFM or DFM
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and its IRR has been noted
during inspection.)

(In case of Manila,
QC and similar

Conduct Fire Safety Inspection and submit After
Inspection Report (AIR) and supporting documents to
Chief, FSEU, with appropriate findings and
recommendations, such as issuance of FSIC/NOD, as
the case may be. If the building or establishment is
already occupied/operational recommend issuance
of NTC instead of NOD is there is a violation of the Fire
Code.

Review/evaluate the Findings of FSI and recommend
to C/MFM or DFM the issuance of FSIC/NOD or NTC
as the case may be.

Final review/evaluation of the C, FSEU’s
recommendation for disposition.

Approve and sign three (3) copies of FSIC/ NOD or
NTC as the case may be.

Record on the Official Logbook the FSIC/NOD/NTC
number, date approved, name of applicant/owner
and name of establishment, OR number and amount
paid. Provide duplicate copy of FSIC/NOD/NTC to the
designated Records Custodian and BPLO.

5. Owner/ Authorized
representative Present
Claim Stub.

Release FSIC to applicant through the CRO.
Serve copy of NOD/NTC to the owner in case there is
a violation of the Fire Code, copy furnished BO.

cities)
1 % Days from FSI
the date of
application
2 Hours C, FSEU
2 Hours DFM or C/MFM as
the case maybe
20 Minutes DFM or C/MFM as
the case maybe
10 Minutes CRO, Records
Custodian
5 Minutes CRO

TOTAL:

2 Days, 1 Hour
and 25 Minutes
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3. FIRE SAFETY INSPECTION CERTIFICATE FOR NEW BUSINESS PERMIT
SCHEDULE OF SERVICE AVAILABILITY: Monday to Friday (Except Holidays), 8:00 am - 5:00 pm

Office or Division: BUREAU OF FIRE PROTECTION OFFICE
Classification: Simple
Type of Transaction G2C
Who may avail: BUILDING OWNER/TENANT/AUTHORIED REPRESENTATIVE
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Certified True Copy of Valid Occupancy Permit Requesting Party
Photocopy of FSIC for Occupancy Permit Requesting Party
Assessment of Business Permit Fee /Tax Assessment Bill from BPLO Requesting Party
Copy of Fire Insurance Policy (If Any) Requesting Party
CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON
PAID TIME RESPONSIBLE
1. Apply for FSIC using the | Check completeness of application and endorse to | 10% ofall 10 Minutes CRO

Unified Form with | Fire Code Assessor (FCA) Record to the Official Log | fees charged
complete documentary | Book the name of applicant and owner of the by BO in

requirements. establishment and the time, date of application. In granting
case of lacking requirements, CRO shall immediately | occupancy
inform in writing the applicant of such finding. For permit

invalid Occupancy Permit, the Service Standard for
FSIC for New Business Permit Without Valid
Occupancy Permit shall apply.

(Note: FSIC issued during the Occupancy Permit stage
is considered valid for purposes of application for
FSIC for Business Permit if the Occupancy Permit
presented corresponds to the same types of
occupancy or nature of operation, location or specific
area in a building and address. Otherwise, the
applicant is also required to secure a valid Occupancy
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Permit. Which shall be included in the Notice to
Comply.)

2. Wait for the release of | Assess Fire Code Fees/Taxes and issue assessment 10 Minutes FCA
Order of Payment (OP) and OP.
3. Pay the assessed amount | Receive payment from applicant and compile copy of 10 Minutes FCCA
and submit copy of receipt | receipt of payment.
of payment to CRO.
4. Receive Claim Stub. Check copy of receipt of payment and record to the 5 Minutes CRO
(FSIC shall be issued | logbook the amount paid and Official Receipt Number
within the day.) and date of payment, and issue Claim Stub. Verify
validity of Occupancy Permit and refer to C, FSEU for
issuance of FSIC.
Review/evaluate the referral of CRO and recommend 2 Hours Chief, FSEU
issuance of FSIC.
Approve and sign three (3) copies of FSIC for business 20 Minutes C/MFM or DFM
permit. (In case of Manila,
QC and similar
cities)
Record in the Official Logbook the FSIC number, date 10 Minutes CRO, Records
approved, validity, name of applicant/owner and Custodian
name of establishment, OR number and amount paid.
Provide duplicate copy of FSIC to the designated BFP
Records Custodian and BPLO.
5. Owner/ Authorized | Release FSIC to applicant through the CRO. 5 Minutes CRO

representative Present

Claim Stub.

TOTAL:

3 Hours and 10
Minutes
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4. FIRE SAFETY INSPECTION CERTIFICATE FOR NEW BUSINESS PERMIT

SCHEDULE OF SERVICE AVAILABILITY: Monday to Friday (Except Holidays), 8:00 am - 5:00 pm

Office or Division:

BUREAU OF FIRE PROTECTION OFFICE

Classification:

Simple

Type of Transaction

G2C

Who may avail:

BUILDING OWNER/TENANT/AUTHORIED REPRESENTATIVE

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Assessment of Business Permit Fee BPLO
Tax Assessment Bill from BPLO BPLO
Endorsement from BO/Certificate of Completion BPLO
Certified True Copy of Assessment Fee for securing Occupancy Permit from BO Requesting party
Copy of Fire Insurance Policy (If Any)
CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON
PAID TIME RESPONSIBLE

1. Apply for FSIC using the | Check completeness of application and endorse to | 10% ofall 10 Minutes CRO
Unified Form with | Fire Code Assessor (FCA) Record to the Official Log | fees charged
complete documentary | Book the name of applicant and owner of the by BO in
requirements. establishment and the time, date of application. In granting

case of lacking requirements, CRO shall immediately | occupancy

inform in writing the applicant of such finding. permit

(Note: Occupancy Permit is considered valid for

purposes of application for FSIC for Business Permit

presented corresponds to the same types of

occupancy or nature of operation., location or specific

area in a building and address. The applicant is

required to secure a valid Fire Safety Inspection

Certificate for Occupancy Permit.)
2. Wait for the release of | Assess Fire Code Fees/Taxes and issue assessment 10 Minutes FCA
Order of Payment (OP) and OP.
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3. Pay the assessed amount | Receive payment from applicant and compile copy of 10 Minutes FCCA
and submit copy of receipt | receipt of payment.
of payment to CRO.
4. Receive Claim Stub. Check copy of receipt of payment and record to the 5 Minutes CRO
(FSIC for Occupancy and | logbook the amount paid and Official Receipt Number
for Business Permit will be | and date of payment, and issue Claim Stub.
issued within a maximum | Assign Fire Safety Inspector and Issue Inspection 15 Minutes Chief, FSEU and
period of 3 days from | Order. C/MFM or DFM
?ppllctlzagcmp lf. no Vlo.latlon Conduct Fire Safety Inspection and submit After 3 Hours FSI
ound during inspection.) Inspection Report (AIR) and supporting documents to
Chief, FSEU, with appropriate findings and
recommendations, such as issuance of FSIC/NTC, as
the case may be.
Review/evaluate the Findings of FSI and recommend 2 Hours C, FSEU
to DFM or C/MFM the issuance of FSIC/NTC as the
case may be.
Final review/evaluation of the C, FSEU’s 2 Hours DFM or C/MFM as
recommendation for disposition. the case maybe
Approve and sign three (3) copies of FSIC or NTC as 20 Minutes DFM or C/MFM as
the case may be the case maybe
Record in the Official Logbook the FSIC/NTC number, 10 Minutes CRO, Records
date approved, validity, name of applicant/owner and Custodian
name of establishment, OR number and amount paid.
Provide duplicate copy of FSIC/NTC to the designated
BFP Records Custodian and BPLO.
5. Owner/ Authorized | Release FSIC to applicant through the CRO. 5 Minutes CRO
representative  presents | Serve copy of NTC to the owner in case there is a
Claim Stub. violation of the Fire Code, copy furnished BPLO.
TOTAL: 1 Day and 25
Minutes
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XV. MUNICIPAL DISASTER RISK REDUCTION AND MANAGEMENT OFFICE
1. CONDUCT OF TRAINING RELATED TO DISASTER RISK REDUCTION AND MANAGEMENT

Office or Division:

MUNICIPAL DISASTER RISK REDUCTION AND MANAGEMENT OFFICE

Classification:

Simple

Type of Transaction

G2G, G2C

Who may avail:

Barangay, SK, NGOs, Other Agencies

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter Request Requesting Party
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Sign in Client Logbook. No Fees 2 Minutes
2. Submit copy of the request. No Fees 2 Minutes MDRRMO II Janette Rabara/
3. Schedule training. No Fees Requested schedule MDRRMO Staff
TOTAL: 4 Minutes
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2. RESPOND ON EMERGENCY CASES

Office or Division:

MUNICIPAL DISASTER RISK REDUCTION AND MANAGEMENT OFFICE

Classification: Simple
Type of Transaction G2C
Who may avail: Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Call DRRMO Hotline Number Barangay/Posted in

conspicuous places in the LGU

CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Call MDRRMO Cellphone Number No Fees Immediately upon MDRMMO II Janette Rabara
receipt the call and Staff and other partner
2. Coordinate with concerned agencies. No Fees 5 Minutes agencies
TOTAL: 5 Minutes
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3. ASSISTANCE IN THE PREPARATION OF THE BDRRM PLAN

Office or Division:

MUNICIPAL DISASTER RISK REDUCTION AND MANAGEMENT OFFICE

Classification: Simple
Type of Transaction G2G
Who may avail: Barangay
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter Request Requesting Party
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Sign in Client Logbook. No Fees 2 Minutes

- - MDRRMO II Janette Rabara .
2. Submit copy of the request. No Fees 2 Minutes and Staff and other partner
3. Assist in the preparation. No Fees As scheduled agencies

TOTAL: 4 Minutes
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4. CONDUCT OF INFORMATION EDUCATION CAMPAIGN (IEC) ON DRRM

Office or Division:

MUNICIPAL DISASTER RISK REDUCTION AND MANAGEMENT OFFICE

Classification:

Simple

Type of Transaction

G2G/G2C

Who may avail:

Barangay, NGOs, SK, other government agencies

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter Request Requesting party
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Sign in Client Logbook. No Fees 2 Minutes

_ _ MDRRMO II Janette Rabara .
2. Submit copy of the request. No Fees 2 Minutes and Staff and other partner
3. Schedule IEC. No Fees As scheduled agencies

TOTAL: 4 Minutes
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5. SUBMISSION OF REPORTS TO HIGHER AGENCIES

Office or Division: MUNICIPAL DISASTER RISK REDUCTION AND MANAGEMENT OFFICE
Classification: Simple
Type of Transaction G2G
Who may avail: OCD and other line agencies, PDRRMO, RDRMMC and NDRMMC
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter/MEMO from higher office Office of the mayor
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Receives memo from No Fees 2 Minutes
higher office.
MDRRMO II Janette Rabara .
2. Prepares required report. No Fees 5 Minutes and Staff and other partner
agencies

3. Submit finish report. No Fees 5 Minutes

TOTAL: 4 Minutes
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6. RENDER EMERGENCY/NON-EMERGENCY SERVICE/S IN TIMES OF CALAMITIES

Office or Division:

MUNICIPAL DISASTER RISK REDUCTION AND MANAGEMENT OFFICE

Classification: Simple
Type of Transaction G2C
Who may avail: Public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Advises from higher line agencies
CLIENT STEPS AGENCY FEES TO BE PROCESSING TIME PERSON
ACTION PAID RESPONSIBLE
1. Receives advises/memo from 2 Minutes
higher agencies.
MDRRMO II Janette
2. Disseminate information to the 5-10 Minutes Rabara . and Staff
community through SMS and and other partner
communication. agencies
3. Monitor. Observe and record the 1 Hour
condition within the AOR.
4. Make situational report and 15 Minutes
transmit to the higher authorities.
5. Conduct Rapid Disaster Needs 1-2 Hours
Assessment (RDNA)
6. If situation worsen, deploy ER The soonest possible time to take evacuees
team for emergency evacuation. to the nearest Evacuation Center
7. Transport of evacuees to the 20 Minutes - 1 Hour
designated Evacuation
Area/Center.
TOTAL: It depends on the duration of the situation
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XVI. MUNICIPAL ENVIRONMENT AND NATURAL RESOURCES OFFICE

1. REQUEST FOR MUNICIPAL CLEARANCE FOR CUTTING OF TREES

Office or Division: MUNICIPAL ENVIRONMENT AND NATURAL RESOURCES OFFICE
Classification: SIMPLE
Type of Transaction CLIENT TO GOVERNMENT
Who may avail: PUBLIC
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Barangay Clearance Barangay Captain
Photocopy of Tax Declaration of lot where the tree is situated Municipal Assessor’s Office
Request Letter addressed to the Municipal Mayor

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE

BE PAID
1.Request Letter is | 1.1 The Municipal Mayor checks and None 5 Minutes Municipal Mayor
submitted to the Office of | forwards the communication to the
the Mayor. MENRO.
1.2 MENRO conducts ocular inspection None 30 Minutes MENRO Raymund Arce

of the subject tree

1.3 The MENRO prepares the Mayor’s None 15 Minutes MENRO Raymund Arce
Clearance and forwards to the Office of
the Mayor for signature

2.Client receives the | The MENRO records and releases the None 3 Minutes MENRO Raymund Arce
requested Certificate clearance to the client.

TOTAL: 53 Minutes
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2. REWARD INCENTIVE SCHEME ON SEA TURTLE NEST

Office or Division:

MUNICIPAL ENVIRONMENT AND NATURAL RESOURCES OFFICE

Classification:

SIMPLE

Type of Transaction

CLIENT TO GOVERNMENT

Who may avail:

PUBLIC/BARANGAY CAPTAIN

receives the reward of P
2,500.00

reward to the concerned citizen.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Verbal report from the Barangay Captain concerned
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID

1.Barangay Captain | 1.1 MENRO immediately proceeds to None 1 Hour MENRO Raymund Arce

reports the discovered | the site for the validation and

newly laid eggs of sea | documentation

turtle. 1.2 After validation, MENRO reports to None 3 Minutes MENRO Raymund Arce
the DENR Office of the validated newly
laid eggs of sea turtle.
1.3 Upon availability of DENR None 1 Hour MENRO Raymund Arce
personnel, another ocular inspection /DENR
will done. Placing of perimeter fence
and tarpaulin on the site.
1.4 DENR reports to the SP Committee None 10 Days DENR/SP Committee
on Environment for the processing of Environment
reward.

2.The concerned citizen | SP Chair on Environment gives the cash 1 Day SP Chair Environment

TOTAL:

11 Days, 2 Hours and
3 Minutes
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1. REVIEW OF BARANGAY ORDINANCES APPROVED BY THE SANGGUNIANG BARANGAY

XVII. SANGGUNIANG BAYAN OFFICE

Office or Division:

SANGGUNIANG BAYAN OFFICE

Classification:

COMPLEX

Type of Transaction

G TO G - Government to Government

Who may avail:

COMPONENT BARANGAYS OF THE MUNICIPALITY

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Transmittal Letter
Copy of Barangay Ordinance

c/o concerned barangay secretary

CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON RESPONSIBLE
PAID TIME

1. Within 10 days from its | 1. SB Staff to receive the Barangay None 1 Minute SB Sec. Benedicta Ragasa/

approval, barangay | Ordinances SB Staff

ordinances be furnished to

Sangguniang Bayan 2. Calendar to the SB Session 2 Minutes SB Sec Benedicta Ragasa
3. Referral to the SB Committee concerned; 1 session Presiding Officer
schedule committee meeting and hold day/committee
committee meeting. meeting SB Member

4. SB Committee to render report during the
regular session either to report formally for
the adoption; or

2.Sangguniang Barangay to
comply with the advice of
action for proper
adjustment

To return the Barangay Ordinance with the
advice of action thereon for proper
adjustments.

1 session day
SB Committee

SP Chair Environment
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9.

If favorable recommendation of SB
Committee concerned, calendar for
second reading, as follows:

a.) period of debate;
b.) period of amendment; and
c.) approval on 2nd reading through the

adoption of a resolution.

SB Members

6. For signature of the SB Members/
Presiding Officer

SB Members

3. Sangguniang Barangay to
receive  the  approved
Barangay Ordinance for
implementation

7. Release approved Barangay Ordinance
for implementation

SB Staff

Total Processing Time:

7 Days
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2. ISSUANCE OF CERTIFIED TRUE COPY OF LEGISLATIVE DOCUMENTS

(Municipal Ordinances, SB Resolutions, Minutes of Session, Committee Reports)

Office or Division:

SANGGUNIANG BAYAN OFFICE

Classification:

SIMPLE

Type of Transaction

G2G - Government to Government / G2C - Government to Citizens

Who may avail:

CONCERNED GOVERNMENT AGENCIES, LGU’s (BARANGAYS),/ ALL PERSONS, NATURAL AND JURIDICAL

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Letter Request c/o Client

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE

BE PAID
1. Submit letter request to | Receive the letter request None 1 minute
SB Office SB Sec. Benedicta Ragasa
SB Staff
2. Wait for the documents | Search for the documents None 4 Minutes
to be released
3. Receive the documents | Release the documents
TOTAL: 5 Minutes
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INTERNAL
SERVICES



1. APPROVAL OF COMMUNICATIONS FOR TRAVEL/TRAVEL ORDER

A. OFFICE OF THE MUNICIPAL MAYOR

This service is given to employees with communication request for training/conventions and/or other transactions from outside for

official business.

Office or Division:

OFFICE OF THE MUNICIPAL MAYOR

Classification:

SIMPLE

Type of Transaction

G2G

Who may avail:

CLIENT - EMPLOYEES

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Communication Letter Office of the Mayor
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. Employee submits | 1.1 Receives communication letter and None 1 Day Mayor’s Office Staff
communication to the | forwards to the Municipal Mayor for Municipal Mayor
Office of the Mayor comment and approval.
1.2 Upon approval of  the None 5 Minutes Mayor’s Office Staff
communication, Mayor’s Office Staff
forwards the communication to the HR.
1.3 HRMO prepares and records Travel None 1 Day HRMO
Order, computes travel claims and Municipal Mayor
prepare Itinerary of Travel for
signature.
2. Employee receives | Mayor’s Office Staff releases the None 5 Minutes Municipal Mayor
approved travel | approved travel order papers of the
documents employee

TOTAL:

2 Days and 10 Minutes
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B - HUMAN RESOURCE MANAGEMENT OFFICE

1. APPLICATION FOR LEAVE AND ABSENCE
This service is given to Local Officials and Employees who intend to take a leave of absence whether vacation or sick leave.

Office or Division:

HUMAN RESOURCE MANAGEMENT UNIT

Classification:

SIMPLE

Type of Transaction

G2G

Who may avail:

Local Officials and Employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Fully accomplished Application for Leave

SPL/VL - 5 days before
SL - upon return

Human Resource Management Unit

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. Submit Application for | Computes, Records and certify leave None 5 Minutes HRMO Designate
Leave to the HR Unit credits
2. Employee submits same | Signs in the recommendation portion None 5 Minutes Department Head
to department head for
recommending approval
of leave
3. Employee forwards to | Approves/Disapproves the application None 2 Days MAYOR - Exec.
the Office of the Mayor for VM - Legislative
approval
4. Executive/Legislative | Update, Segregate and Release None 5 Minutes HRMO Designate
Office forwards to HR
approved/disapproved
application for leave
TOTAL: 2 Days and 15 Minutes
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2. REQUEST FOR CLEARANCE FOR RESIGNATION/TRANSFER/TRAVEL ABROAD/LONG VACATION LEAVE
This service is given to Local Officials and employees who intend to resign, transfer of Agency, Travel Abroad/ take a long vacation.

Office or Division:

HUMAN RESOURCE MANAGEMENT UNIT

Classification:

COMPLEX

Type of Transaction

G2G

Who may avail:

Local Officials and Employees

approved clearance form
to the HR Office for
segregation.

employee.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Clearance Form HR Office

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE

BE PAID
1. State requested form at | HR interviews the employee for what None 2 Minutes HRMO Designate
the HR Office purpose is the clearance. And encodes
the stated information’s.

2. Employee processes | Departments concerned checks records None 4 Hours Supply Officer, Accountant,
his/her clearances to the | of the employee and signs the clearance Treasurer, HRMO, SCGEA
different departments | form. etc.
concerned.
3. Employee forwards the | LCE signs the clearance. None 3 Minutes LCE
pre-signed clearance to
the LCE for final approval.
4. Employee returns the | HR releases 1 copy of clearance to the None 1 Minute HRMO Designate

TOTAL:

4 Hours and 6 Minutes
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3. SUBMISSION OF SEMESTRAL PERFORMANCE RATING

Office or Division:

HUMAN RESOURCE MANAGEMENT UNIT

Classification:

HIGHLY TECHNICAL

Type of Transaction

G2G

Who may avail:

Local Officials and Employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Clearance Form HR Office
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. Employee submits its | 1.1 HR receives the Performance Rating None 1 Minute HRMO Designate
Performance Rating
1.2 HR forwards the Performance Rating None 4 Days Performance
to the Performance Management Team for Management Team
review and calibration.
1.3 PMT  Secretariate signs the None 2 Minutes MPDC - PMT Secretariat
Performance Rating
1.4 PMT Secretariate submits the signed None 3 Minutes MPDC - PMT Secretariat
Performance Ratings to the LCE for
approval.
1.5 LCE Reviews and approves the None 3 Days LCE
Performance Ratings and forwards to the
HR Office.
1.6 HR segregates the Performance None 1 Day HRMO Designate
Ratings
1. Employees receives the | HR distributes to the owners. None 1 Day HRMO Staff
Performance Ratings
TOTAL: 9 Days and 6 Minutes
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4. REQUEST FOR CERTIFICATE OF EMPLOYMENT /SERVICE RECORD AND OTHER EMPLOYEE'’S CERTIFICATE
This service is given to Local Officials and Employees to support his/her availment of services or benefits to GSIS and other

Institutions.

Office or Division:

HUMAN RESOURCE MANAGEMENT UNIT

Classification:

SIMPLE

Type of Transaction

GOVERNMENT to GOVERNMENT

Who may avail:

Local Officials and Employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Authorization Letter should be presented in case a representative will get in behalf
of the requestor.
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. State personally the | Advice the client to wait for a while. None 1 Minute
requested documentatthe "yR “checks, updates and prints and signs | None 2 Minutes HRMO Designate

HR Office. In case of
representative, an

the requested certificate.

authorization letter should | HR forwards to the Local Chief Executive None 2 Minutes LCE
be presented. for signature.
2. Client receives the | HR releases the requested document to None 1 Minute HRMO Staff
requested documents. client.
TOTAL: 6 Minutes
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1. RECORDING OF 20% UTILIZATION FUND

C-MPDO

Office or Division:

MUNICIPAL PLANNING AND DEVELOPMENT OFFICE

Classification:

SIMPLE

Type of Transaction

G2G- GOCERNMENT TO GOVERNMENT

Who may avail:

LGU staff in charge in facilitating vouchers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Voucher with all the required attachments duly signed by proper authorities.

Municipal Accounting Office

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID
1. Present the voucher to No Fees
the MPDC Office
e In person Receives the voucher and evaluates. 5 Minutes Angelo Javier Rapisura
Planning Officer I
Records the voucher in the monitoring 5 Minutes MPDO Staff
logbook for 20% utilization.
Release of voucher. 5 Minutes MPDO Staff
TOTAL: 20 Minutes
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D - MUNICIPAL BUDGET OFFICE

1. PROCESSING OF OBLIGATION REQUEST FORM (OR)

Office or Division: OFFICE OF THE MUNICIPAL BUDGET OFFICER
Classification: SIMPLE

Type of Transaction Government to Government

Who may avail: All Offices in the LGU

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Vouchers with Supporting Documents, Payrolls and Purchase Requests.

Office of the Municipal Mayor, Office of the
Municipal Vice Mayor, Office of the SB, Office of
the MPDC, Office of the MCR, Office of the MBO,
Office of the Mun. Accountant, Office of the Mun.
Treasurer, Office of the Mun. Assessor, Office of

the MHO, Office of the MSWDO, Office of the
Municipal Agriculturist, Office of the Municipal

Engineer, Office of the LDRRM, Office of the

Auditor, Office of the MCTC, Office of the PNP,
Office of the BFP, Office of the MLGOO, SEF,

Office of the COMELEC
CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON RESPONSIBLE
PAID TIME

1.Submits to the Budget Office: 1.1 Budget Office receives the None 1 Minute ROMEL R. RAQUENO
Vouchers, Payrolls with Supporting | Voucher, Payroll and Purchase Municipal Budget Officer
Document together with the 4 | Request.
copies Obligation Request (OR) | 1.2 The Budget Office None 2 Minutes
with signature of the Department | determines  availability = of
Head appropriation/allotment.

1.3 The Budget Office prepares None 3 Minutes

Obligation Request (OR) charge

against appropriate
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account/records in the PC the
assign  OR  Number in the
Purchase Request.

1.4 The Municipal Budget Officer
signs Obligation Request.

1.5 The Budget detaches 4th
copy of Obligation Request.

1.6 The Budget Office submits
Voucher, Payroll and Purchase
Request to Accounting Office.
1.7 The Accounting Office
submits Voucher, Payroll and
Purchase Request to MTO for
signature.

1.8 The Treasurer's Office
submits Voucher, Payroll and
Purchase Request to Mayor's
Office for signature.

1.9 The Mayor's Office returns
approved Voucher, Payroll and
Purchase Request to Accounting
Office.

None

None

None

1 Minute

15 Seconds

1 Minute

ROMEL R. RAQUENO
Municipal Budget Officer

TOTAL:

None

8 Minutes and
15 Seconds
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ACCOUNTING SERVICE
Processing of Vouchers

E - MUNICIPAL ACCOUNTING OFFICE

Office or Division: ACCOUNTING OFFICE
Classification: SIMPLE
Type of Transaction G2G

Who may avail:

Designated Employee in charged of in the processing of voucher

-it lacks supporting
documents or
requirements, or

notations.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Vouchers, with pertinent supporting documents in accordance with COA Circular
2012-001
(Revised Documentary Requirements for Common Government Transactions)
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON RESPONSIBLE
BE PAID

1. Receipt of the payroll | Records receipt of payroll/voucher and None 5-10 Minutes Accounting Staff
or voucher. assigns corresponding JEV No.
2. Review of the payroll | Record claims. None With in 1 day from Accounting Staff
or voucher. receipt (depending on

Evaluate the documents as to nature and bulk of

completeness and correctness. transaction, and

completeness of
Computes the necessary taxes, if any supporting documents
submitted)

Foots totals and prepares journal entries
2a. Return of voucher/ | Return  voucher/payroll to office None 5 Minutes Accounting Staff
payroll to client if: concerned/client to comply  with
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-if computation is

erroneous
3. Forwarding to the | Reviews and sign the reviewed voucher or None 10 Minutes Municipal Accountant
Municipal Accountant | payroll. Richard Reotutar
for final review and

signature

4. Release the voucher | Records the voucher or payroll on the log. None 5 Minutes Accounting Staff

or payroll for payment.

Releases the voucher to the client or office
concerned

TOTAL:

1 Day and 25-30
Minutes
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F. MUNICIPAL ENGINEERING OFFICE

The Municipal Engineering Office is primarily responsible in the administration and implementation of infrastructure development and
public works project of the Local Government Unit.

Office or Division: ENGINEERING OFFICE

Classification: COMPLEX

Type of Transaction G2G

Who may avail: LGU

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
Ocular Inspection of the None 2 Hours Engr. Ma. Lisette G. Rabuya
Proposed Project John Acosta
Gerardo Ragil
Preparation of Sketch/Final Plan None 3 Days John Acosta
Preparation of Detailed None 2 Days Gerardo Ragil
Estimates
Draft Checking of Detailed None 4 Hours Engr. Ma. Lisette G. Rabuya
Estimates
Preparation of POW None 1 Day Engr. Ma. Lisette G. Rabuya
Gerardo Ragil
Approval of Prepared POW None 1 Hour Hon. Edgar R. Rapanut
TOTAL: None 6 Days and 7
Hours
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