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I. Mandate  
 
Republic Act 11032, otherwise known as the Ease of Doing Business and Efficient 
Government Service Delivery Act of 2018 is explicit to to promote integrity and 
accountability in government service, to foster proper management of public affairs and 
public property, to establish effective practices aimed to deter and prevent undue delay that 
leads to graft and corruption in the government. 
 
In order to intensify its enforcement, the Local Government of Braulio E. Dujali in her ardent 
desire to provide quality services to the public, has painstakingly and collaboratively 
formulated her own Citizenôs Charter. The Charter is a simplified service guideline for both 
the service provider and the clients. It is designed more simply to easily guide the clients in 
their transactions with any of the offices in the local government. 
 
The Charter feedback, complaints and redress mechanisms with a separate special 
committee to manage the system will serve as our proactive response to the various gaps 
that we might encounter along the way because of our imperfections including the 
circumstances beyond our control. More specifically, this intends to keep the service 
provider conscious, careful and accurate of their jobs and to assure the clients that all their 
concern will be addressed without delay and surely be accorded the services they want to 
avail from the government. 
 
The implementation of the Citizenôs Charter will be monitored and its service areas will be 
re-evaluated from time to time by drawing feedbacks from the clients to identify the strong 
and weak areas, determine service benchmarks or standards and improve the over-all 
service performance. 

 
 

I. Vision  
 
ñWe envision Braulio E. Dujali as an economically viable and agro-commercial center of 
the Province of Davao del Norte, where peaceful, secured, disaster- resilient, gender 
sensitive, child-friendly, participative and empowered constituents work in harmony with the 
competent, transparent and highly responsive leaders.ò 

 
 

II. Mission  
 
ñTo converge and harness the resources of the municipality into a mechanism of socio eco-
development, that will significantly redound to the benefit and interest of the people.ò 

 
 

III. Service  Pledge  
 
ñWe serve faster, more efficiently, with a smileéeven beyond the call of duty.ò 
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LIST OF SERVICES 
 
 
MUNICIPAL ACCOUNTING OFFICE       9 
 
Internal  Services   9 
Certification of Payments  10 
Preparation and Approval of Journal Entry Voucher  11 
 
 
MUNICIPAL AGRICULTURE OFFICE  12 
 
External  Services           12  
Corn Production Services         13 
Dog Anti-Rabies Vaccination        14 
Dog Registration and Tagging        16 
Farm Machineries Operation Services       18 
Fishery Production Services        20 
High Value Commercial Development Production Service    22 
Livestock and Poultry Production Service      23 
Livestock Shipping Permit         24 
Municipal Agriculture Certification        27 
Ornamental and Other Agri-Products and By-Products Shipping Permit  29 
Pre and Post Harvest Production Services      31 
Rice Production Services         33 
Vegetable Production Services        35 
 
 
MUNICIPAL ASSESSORôS OFFICE       36 
 
External  Services           36 
Assessorôs Certification         37 
Cancellation of Tax Declaration (Land, Machinery, Double Declaration)  38 
Certificate of Landholding         41 
Certificate of Land with Improvement       43 
Certification of Land with No Improvement      45 
Certificate of No Property and No Land Holding      47 
Certified True Copy of Tax Declaration       49 
New Discovery/Assessment of Real Property (Land, Building and Machinery) 51 
Re-assessment of Real Property        54 
Simple Transferred Ownership of Tax Declaration     57 
Segregation of Tax Declaration (Same Owner)      60 
Segregation and Transferred Ownership of Tax Declaration    63 
Verification of Real Property Units Location Maps/Tax Mapping Control  66 
     Roll (TMCR) 
 
 
MUNICIPAL BUDGET OFFICE        69 
 
External  Services           69 
Budget Management Services ï Preliminary Review of Barangay Budget  70 
          (Barangay Annual & Supplemental Budget) 
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Internal  Services           74 
Budget Management Services ï Processing of Obligation Request   75 
 
 

 MUNICIPAL CIVIL REGISTRARôS OFFICE      77 
 

External  Services           77 
Acknowledgement          78 
Birth            80 
Correction of Typographical Error in the Entry of Day and/or Month in the  83 

Date of Birth 
Court Decrees          87 
Death            90 
Legitimation           93 
Marriage           95 
Marriage License          97 
RA 9048 - Clerical Error and Change of First Name     101 
RA 10172 ï Correction of Gender, Date, Month of Birth     105 
RA 9255 ï AO 1 s. 2016 Acknowlegment or Admission of Paternity   108 
Supplemental Report         110 
Registration of Legal Instrument        112 
 
 
MUNICIPAL DISASTER RISK REDUCTION MANAGEMENT OFFICE   114 
 
External Services           114 
Data Request          115 
MDRRMO 24/7 Hotline         117 
Disaster Risk Reduction Management Trainings and Information 119 
     Education Campaign 
Provision of Weather Forecast from Request/Inquiries in Social Media,  121 
     Text Messages, Calls and Emails 
Request for Interview 122 
Review of Barangay Contingency Plan 123 
Review of Barangay Disaster Risk Reduction and Management Plan 126 
 
 
MUNICIPAL ECONOMIC ENTERPRISE DEVELOPMENT OFFICE  129 
 
External  Services   129 
Collection of Parking and Departure Fee 129 
Market Stall Awarding 131 
Night Market and Tabo-tabo Operation 134 
Rentals Collection Public Market 136 
Slaughtering Operation 137 
 
 
MUNICIPAL ENGINEERING OFFICE 140 
 
External  Services  140 
Building, Electrical and Mechanical Permit 141 
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Certificate of Final Inspection for Building and Electrical Permit 146 
Certificate of Occupancy 147 
 
 
MUNICIPAL ENVIRONMENT AND NATURAL RESOURCES OFFICE  150 
 
External  Services  150 
Issuance of MENRO Certification/Clearance for Business Permit Applicants 151 
     (New and Renewal) 
Garbage Collection Services 153 
Requests for Tree Planting and Seedling Provision 155 
Wildlife Rescue and Release 157 
 
 
MUNICIPAL HEALTH OFFICE 158 
 
External  Services  158 
Certification of non-PUM 159 
Death Certificate 160 
Health Card 162 
Health Certificate 163 
Immunization of 0ï11-Month-Old Infants/Children and Pregnant Mothers 167 
     (For Prevention of Tetanus Neonatorum) 
Laboratory Services 169 
Maternal Care Services 172 
Medical Certificate 175 
Medical Certification of No Covid-19 Signs and Symptoms 178 
Medical Consultation 180 
Newborn Screening 182 
Prenatal Examination 184 
Sanitary Permit 188 
Tuberculosis Directly Observe Short Course 189 
 
 
MUNICIPAL LOCAL  GOVERNMENT OPERATIONS OFFICE 191 
 
External  Services  191 
Certificate of Incumbency of Local Officials 192 
Certificate for Foreign Travel Authority of Local Government Officials 194 
And Employees 
Department Authority to Local Government Unit for the Purchase of 196 
     Motor Vehicles 
Department Authorization to Utilize Additional Confidential Funds of Local 198 
     Government Units 
Online Processing of Regional Death Benefits Claims for Deceased 200 
     Barangay Officials (DBCDBOS) For Fund Allocation by the Department of  
     Budget and Management (DBM) 
 
 
MUNICIPAL MAYORôS OFFICE 202 
 
External  Services  202 
Burial Assistance 203 
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Civil Wedding 205 
Emergency Shelter Assistance 206 
Financial Assistance ï Medical 207 
Mayorôs Clearance 208 
Mayorôs Certification 210 
Mayorôs Permit 212 
Medical Referral 214 
Solicitation and Other Financial Assistance 215 
 
 
ALTERNATIVE LEARNING SYSTEM (ALS)  216 
 
External  Services  216  
Alternative Learning System Mapping, Enrollment, Orientation 217 
Certification of Rating, Diploma and Certification for Passers 218 
 
 
BUSINESS PERMIT AND LICENSING SECTION  219  
 
External  Services  219 
Mayorôs Permit for Business ï New Applicant 220  
Mayorôs Permit for Business Renewal 222 
Issuance of Occupational Permit 226 
Retirement of Business and Issuance of Certification for Retirement and 228 
     Issuance of Certification for Retirement 
Issuance of Certification of No Business and Has Business 230 
Issuance of Certificate of Change of Business Name 232 
 
 
HUMAN RESOURCE MANAGEMENT SECTION  234 
 
External  Services   234 
Acceptance of Job Application 235 
Application for Leave of Absence 236 
Clearance from Money and Property Accountabilities 238 
Service Record  240 
Certifications 241 
 
 
INFORMATION AND COMMUNICATION TECHNOLOGY  242 
 
External  Services  242 
Quick Response Code 243 
Request for Information and Communication Technology Support 244 
 
 
PROCUREMENT SERVICES SECTION 245 
 
External  Services   245 
Bidding Documents 246 
Submission of Opening of Bid and Bids Evaluation 248 
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PUBLIC EMPLOYMENT AND SERVICES SECTION  250 
 
External  Services  250 
Assistance to Registration of Workers Association 251 
Employment Facilitation 253 
Facilitation on Community-Based Livelihood Skills and Training 255 
Facilitation on the Conduct of Special Recruitment Activity 257  
Issuance of No Objection Certificate for Special Recruitment Activity 259 
Issuance of Special Permit for Overseas Recruitment 260 
Overseas Filipino Workers Help Desk Referral on DMW & OWWA Services 263 
Special Program for Employment of Students 265 
 
 
RADIO COMMUNICATION SERVICES 269 
 
External  Services  269 
Two-way Radio Communication System Service 270 
 
 
MUNICIPAL PLANNING AND DEVELOPMENT OFFICE 271 
 
External  Services  271  
Zoning Certification and Locational Clearance 272 
 

 
MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE 277 
 
External  Services  277 
Aid to Individual in Crisis Situation (Medical Assistance) 278 
Aid to Individual in Crisis Situation (Burial Assistance) 280 
Certificate of Travel for Minors 281 
Issuance of Purchase Booklet to Senior Citizen and PWD to Avail 20% Discount 283 
     in Medicines and 5% Discount in Groceries  
Preparation of Social Case Study Report and Referral to Other Agencies 284 
Provisions of Referrals 286 
Registration and Issuance of Person With Disability Identification Card 287 
Registration and Issuance of Senior Citizen Identification Card 289 
Solo Parent Identification Card 291 
 
 
MUNICIPAL TREASURY OFFICE 293 
 
External  Services  293 
Collection of Local Taxes, Fees and Charges 294 
Community Tax Certificate 296 
 
Motorized Tricycle Operatorôs Permit (MTOP) 298 
Payment of Real Property Tax Collections 301 
Releasing of Claims (Salaries, Wages, Benefits and Honorarium) 304 
Tax Clearance  
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LEGISLATIVE  SERVICES 308 
 
External  Services  308 
Barangay Disaster Risk Reduction Management Annual and Mid-Year Plans 309 
Barangay Supplemental and Annual Budget 311 
Barangay Supplemental and Annual Investment Plan 313 
Barangay Ordinances 315 
Barangay Sangguniang Kabataan Annual and Supplemental Budget 317 
Provision of Authenticated Copies of Ordinances, Resolution and Others 319 
Provision of Services on the Quasi-Judicial Body and Other Related 321 
     Legislative Actions 
 
 
EXECUTIVE ORDER NO. 40 S. 2024 ñRECONSTITUTING CARTò 322 
 
 
FEEDBACK  AND COMPLAINTS MECHANISM 327 
 
 
CUSTOMER SATISFACTION AND FEEDBACK FORM  328 
(Client Satisfaction Measurement Report) 
 
FEEDBACK AND COMPLAINTS DIRECTORY  329 
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MUNICIPAL ACCOUNTING OFFICE 

 
 

Internal  Services  
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1. CERTIFICATION OF PAYMENTS 

 
The Certification of Payment is issued to government employees of this local government 
unit needing documents that attest to their premium payment and loan amortization. 
 
Office  of  Division  Municipal Accounting Office (MACCO) 

Classification  Simple 

Type of  Transaction  G2G ï Government to Government 

Who May Avail  Officials and Employees, this LGU 
Former Officials and Employees, this LGU 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Accounting Office 
and sign in the 
client logbook 

1.1 Give the 
logbook to the 
client 
 
1.2 Advise the 
client to wait 
 
1.3 Process the 
requested 
document 

None 1 minute BERNARD A. 
HILARIO 

Administrative 
Aide II 

 
MIGUEL A. 

BALAYO, CPA 
Municipal 

Accountant 
MACCO 

2. Sign in the 
Logbook and 
receive the 
requested 
certification 

2.1 Check the 
printed and signed 
certification 
 

2.2 Issue the 
certification to the 
client 

None 20 minutes BERNARD A. 
HILARIO 

Administrative 
Aide II 

 Total None 21 minutes  
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2. PREPARATION AND APPROVAL  OF JOURNAL  ENTRY 
VOUCHER 

 
Encoding of Journal Entries to the accounting system of the transactions as reflected in the 
disbursement vouchers and approval of entries by the accountant. 
 
Office  of  Division  Office of the Municipal Accountant 

Classification  Simple 

Type of  Transaction  Government to Government 

Who May Avail  Municipal Treasurerôs Office 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Checks with complete and correct 

details 

1. Municipal Treasurerôs Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Forward 
Disbursement 
vouchers and 
checks 

1.1 Receive 
Disbursement 
voucher and 
checks 
 
1.2 Encode 
entries for Journal 
Entry Vouchers 
 
1.3 Approves 
Journal Entry 
Vouchers 

None 3 Days BERNARD A. 
HILARIO 

Administrative Aide 
II 

MACCO 

2. Sign logbook 
and receive checks 
with approved JEV 

2. Release of 
checks 

None 5 Minutes BERNARD A. 
HILARIO 

Administrative Aide 
II 

MACCO 
 Total None 3 days, 5 

minutes 
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MUNICIPAL AGRICULTURE OFFICE 

 
 

External  Services  
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1. CORN PRODUCTION SERVICES 
 
Corn farmers whose production area is located within the municipal jurisdiction can avail 
extension service regarding corn production farming, programs and services 
 
Office or Division  
 

Municipal Agriculture Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Corn farmers 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Client Logbook  

1.1 Give the Log 
Book to the client 
 
1.2 Lead the 
client to the 
location of the 
AEW concerned 
 

1.3 Conducts 
briefing and 
consultation to 
the client and 
prepare 
recommendation 
letter 

None 25 minutes REYNALDO L. 
TAPACAL 

Farm Foreman  
 

JOEY T. ARIOLA, 
LAgr 

Municipal Agriculturist 
MAGRO 

2. Receives 

recommendation 

letter from the 

AEW 

2. Release 
recommendation 
letter to the client 

None 5 minutes REYNALDO L. 
TAPACAL 

Farm Foreman  
 

JOEY T. ARIOLA, 
LAgr 

Municipal Agriculturist 
MAGRO  

 Total None 30 minutes  
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2. DOG ANTI-RABIES VACCINATION 
 

The Municipal Agriculture Office is responsible for the proper immunization of dogs in the 
area. Anti-rabies vaccine is essential for all dogs, as it reduces the risk of the deadly disease 
being transmitted to humans in case of dog bite. 
 
Office  of  Division  Municipal Agriculture Office (MAGR0) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 
1. Community Tax Certificate 1. Barangay 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Bring dog at 
the Agriculture 
Office 

1. Give the 
logbook to the 
client 

None 3 minutes REYNALDO L. 
TAPACAL 

Farm Foreman 
 

JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 

2. Fill up the 
logbook 

2. Check and 
verify 
the entries 

None 2 minutes REYNALDO L. 
TAPACAL 

Farm Foreman 
 

JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 

3. Submit the 
dog  for 
consultation 

3. Interview the 
dog owner about 
the health 
condition of the 
animal 

None 3 minutes REYNALDO L. 
TAPACAL 

Farm Foreman 
 

JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 

4. Wait until the 
dog is 
vaccinated 

4. Inject anti-
rabies vaccine 

None 2 minutes REYNALDO L. 
TAPACAL 

Farm Foreman 
 

JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 
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 Total None 10 minutes  
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3.  DOG REGISTRATION AND TAGGING 
 

Any person who owns, possess, keep any dog aged three (3) months and above within the 
territorial jurisdiction of this municipality shall be subject to mandatory registration. A 
registration tag to each dogôs collar or harness will be issued. 
 
Office  of  Division  Municipal Agriculture Office (MAGR0) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Community Tax Certificate 1. Barangay 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Bring dog at 
the Municipal 
Agriculture 
Office 

1. Give the 
logbook to the 
client 

None 3 minutes REYNALDO L. 
TAPACAL 

Farm Foreman  
 

JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 

2. Fill up the 
logbook 

2. Check and 
verify the entries 

None 2 minutes REYNALDO L. 
TAPACAL 

Farm Foreman  
 

JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 

3. Submit dog for 
registration and 
tagging 

3. Interview the 
pet owner about 
the health 
condition of the 
animal 

None 5 minutes REYNALDO L. 
TAPACAL 

Farm Foreman  
 

JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 

4. Wait until the 
dog is registered 
and tagged 

4. Release the 
dog 

None 2 minutes REYNALDO L. 
TAPACAL 

Farm Foreman  
 

JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 
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 Total None 12 minutes  
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4.  FARM MACHINERIES OPERATION SERVICES 
 

Farmers whose production area is located within the municipal jurisdiction are the 1st 

priority to avail farm tractor operation service, this includes disc plowing and harrowing. 
 
Office  of  Division  Municipal Agriculture Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Farmers with farm production area within the Municipality are 
the 1st priority to avail the services, 2nd priority are those with 
farm area outside the municipality but are residents of Braulio 
E Dujali and last priority are outsiders 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Client Logbook in 

the office lobby 

1.1 Give the Log 
Book to the client 
 
1.2 Check the 
Barangay Profile 
list of farmers 
 
1.3 Issue the 
Order of Payment 
 

1.4 Start briefing 
the client on their 
request 
Farmers 
counterpart in 
tractor operation:  
Disc Plow 
Diesoline 25 L/ 
Has. 
Harrow 
ï Diesoline 
20L/Has 
Mobilization  
ï Diesoline 1L/5 
Kms. 

None 8 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technician  

 
MARY GRACE M. 

GALLANA, 
REYNALDO L. 

TAPACAL 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 

 

2. Pay the 
required fees at 
the Municipal 

Treasurerôs Office 
by showing the 
Order of Payment 

2. Issue the 
Official 
Receipt 

Tractor 
rental 
fee  
P950- 

P 2,400 
per 
hectare 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 
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Administrative Aide 
III 

MTO 

3. Proceed to 
Municipal 
Agriculture Office 
for the 
scheduling of 
operation 

3.   Check   the 
Official Receipt Set 
date for the tractor 
operation 

None 5 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA, 
REYNALDO L. 

TAPACAL 
Farm Foremen 

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 

 TOTAL Tractor 
rental 
fee  
P950- 

P 2,400 
per 
hectare 

18 minutes  
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5.  FISHERY PRODUCTION SERVICES 
 
Fisher folks whose production area is located within the municipal jurisdiction of can avail 
extension service regarding fishery production farming, programs and services. 
 
Office  of  Division  Municipal Agriculture Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Livestock, poultry raisers and pet owners 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Client Log 
Book in the office 

lobby 

1.1 Give the 
log book to the 
client 

 
1.2 Lead the client 
to the location of 
the AEW 
concerned 
 
1.3 Conducts 
briefing/ 
consultation to 
the client and 
prepare 
recommendation 
letter 

None 25 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
TechnicianS 

 
MARY GRACE M. 

GALLANA, 
REYNALDO L. 

TAPACAL 
Farm ForemEn  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 

2. Receives 

recommendation 

letter from the 

AEW 

2. Release 
recommendati
on letter to the 
client 

None 2 Minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA, 
REYNALDO L. 

TAPACAL 
Farm Foremen  
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JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 

 Total None 27 minutes  
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6. HIGH VALUE COMMERCIAL DEVELOPMENT PRODUCTION 
SERVICES 

 
Farmers who are engaged in High Valued Commercial Crops (HVCC) production and his/ 
her area is located within the municipal jurisdiction can avail extension service regarding 
HVCC production farming, programs and services 

 
Office  of  Division  Municipal Agriculture Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  High Valued Commercial Crop farmers 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Client Logbook in 
the office lobby 

1.1 Give the 
Log Book to 
the client 
 
1.2 Lead the client 
to the location of 
the AEW 
concerned 
 
1.3 Conducts 
briefing/ 
consultation to 
the client and 
prepare 
recommendation 
letter 

None 25 minutes REYNALDO L. 
TAPACAL 

Farm Foreman  
 

JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 

2. Receives 
recommendation 
letter from the 
AEW 

2. Release 
recommendatio
n letter to the 
client 

None 5 minutes REYNALDO L. 
TAPACAL 

Farm Foreman  
 

JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 

 Total None 30 minutes  
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7.  LIVESTOCK AND POULTRY PRODUCTION SERVICES 
 
Animal raisers and pet enthusiast whose animals is grown and production area is located 
within the municipal jurisdiction can avail extension service regarding animal (livestock, 
poultry, pets) production/ raising, programs and services. 

 
Office  of  Division  Municipal Agriculture Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Livestock, poultry raisers and pet owners 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Client Logbook in 
the office lobby 

1.1 Give the 
Log Book to 
the client 
 
1.2 Lead the client 
to the location of 
the AEW 
concerned 
 
1.3 Conducts 
briefing/ 
consultation to 
the client and 
prepare 
recommendation 
letter 

None 25 minutes JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 

2. Receives 

recommendation 

letter from the 

AEW 

2. Release 
recommendati
on letter to the 
client 

None 5 minutes JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 

 Total None 30 minutes  
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8.  LIVESTOCK SHIPPING PERMIT 
 
The local government of Braulio E. Dujali is imposing fees for every shipping of large 
cattle, hogs, pigs and poultry from this municipality to other places. 
 
Office  of  Division  Municipal Agriculture Office (MAGR0) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Community Tax Certificate 1. Barangay 

2. Credentials of Large Animal, if 
Carabao and Cattle 

 

3. Barangay Certification, if Goat, Hog, 
Poultry and Duck 

3. Barangay 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Agriculture Office 
and sign 
in the logbook 

1. Give the 
logbook to the 
client 

None 3 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 

2. Submit the 
requirements 

2.1 Receive and 
evaluate the 
requirements of 
the client 
 
2.2 Give the 
payment slip 
 

2.3 Advice the 
client to pay the 
shipping permit fee 
at the Treasury 
Office 

None 10 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 
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LAgr 
Municipal 

Agriculturist 
MAGRO  

3. Proceed to the 
Treasury Office, 
endorse the 
payment slip and 
pay 

3.1 Receive 
the payment slip 
and payment 
 
3.2 Issue 
official receipt 
 

3.3 Advise client 
to return to the 
Agriculture Office 

Carabao & 
Cattle 
P100.00 
Hog, 
Poultry & 
Duck 
P50.00 

15 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 
4. Return to the 
Agriculture 
Office and 
present the 
official receipt of 
payment 

4. Receive and 
check the official 
receipt 

None 3 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 

5. Sign in the log 
book and 
receive the 
approved shipping 
permit 

5. Give the log 
book and issue 
the Shipping 
permit 

None 2 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 
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Agriculturist 
MAGRO 

 Total Carabao 
and Cattle 
P100.00 
 
Hog, 
Poultry 
and  Duck 
P50.00 

 33 minutes  
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9.  MUNICIPAL AGRICULTURE CERTIFICATION 
 
The Municipal Agriculture Certification is issued to individuals needing attestation of 
ownership of farms or livestock for insurance claims Registry System for Basic Sectors in 
Agriculture (RSBSA) registration and other purposes. 
 
Office  of  Division  Municipal Agriculture Office (MAGR0) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Irrigatorôs Association (IA) 
Certification, as need arises 

1. Irrigatorôs Association (IA) 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Municipal 
Agriculture Office 
(MAGRO) and 
sign in the log 
book 

1.1 Give the 
logbook to the 
client 
 
1.2 Instruct the 
client to pay at the 
Treasury Office 

1.3 Give the 
payment slip 

None 5 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 

2. Endorse the 
payment slip to the 
Municipal 
Treasury Office 
(MTO) and pay 

2.1 Receive 
the payment slip 
and payment 
 

2.2 Issue 
official receipt 
 
2.3 Advice client 
return to the 
MAGRO 

P 25.00 
per 
two (2) 
copies 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 
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3. Return to the 
Agriculture Office 
and present the 
official receipt of 
payment 

3.1 Receive 
and check the 
official receipt 
 

3.2 Record details 
of payment 

None 2 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 

4. Sign in the log 
book and receive 
the certification 

4. Give the log 
book and issue the 
certification 

None 1 minute LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 

 Total P 25.00 
per 
two (2) 
copies 

13 minutes  
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10. ORNAMENTAL  AND OTHER AGRI-PRODUCTS AND BY-
PRODUCTS SHIPPING PERMIT 

 
The local government of Braulio E. Dujali is imposing fees for every shipping of ornamental 
and other agri-products and by-products from this municipality to other places. 
 
Office  of  Division  Municipal Agriculture Office (MAGR0) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Community Tax Certificate 1. Barangay 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Agriculture Office 
and sign 
in the logbook 

1. Give the 
logbook to the 
client 

None 3 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 

2. Submit the 
requirements 

2.1 Receive and 
evaluate
 
the requirements 
of the client 
 
2.2 Give the 
payment slip 
 
2.3 Advice the 
client to pay the 
shipping permit 
f e e  a t  t h e  
Treasury Office 

None 10 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 



 

30 |CITIZENôS CHARTER 2024  

MAGRO  

3. Proceed to the 
Treasury Office, 
endorse the 
payment slip and 
pay 

3.1 Receive the 
payment slip and 
payment 
 

3.2 Issue official 
receipt 
 
3.3 Advise client to 
return to the 
Agriculture Office 

P 50.00 15 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 
4. Return to the 
Agriculture 
Office and 
present the 
official receipt of 
payment 

4. Receive 
check  the receipt 
and official 

None 3 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 

5. Sign in the log 
book and 
receive the 
approved shipping 
permit 

5. Give the log 
book and issue the 
Shipping permit 

None 2 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 

 Total P 50.00 32 minutes  
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11. PRE- AND POST-HARVEST PRODUCTION SERVICES 
 
Farmerôs cooperatives, organizations and associations whose production area is located 
within the municipal jurisdiction can avail farm machineries and facilities, programs and 
services 
 
Office  of  Division  Municipal Agriculture Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Farmerôs cooperatives, organizations and associations 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Client Logbook in 
the office lobby 

1.1 Give the 
Log Book to 
the client 
 
1.2 Lead the client 
to the location of 
the AEW 
concerned 
 
1.3 Conducts 
briefing/consult- 
ation to the 
client and prepare 
recommendation 
letter 

None 25 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 

2. Receives 

recommendation 

letter  from the 

AEW 

2. Release 
recommendation 
letter to the client 

None 5 Minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 



 

32 |CITIZENôS CHARTER 2024  

MAGRO  

 Total None 30 minutes  
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12. RICE PRODUCTION SERVICES 
 
Rice farmers whose production area is located within the municipal jurisdiction can avail 
extension service regarding rice production farming, programs and services. 
 
Office  of  Division  Municipal Agriculture Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Rice farmers 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Client Logbook in 
the office lobby 

1.1 Give the Log 
Book to the client 
 
1.2 Lead the client 
to the location of 
the AEW 
concerned 
 
1.3 Conducts 
briefing/ 
consultation to 
the client and 
prepare 
recommendation 
letter 

None 25 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 

2. Receives 

recommendation 

letter from the 

AEW 

2. Release 
recommendation 
letter to the client 

None 5 minutes LORNA A. 
ESCOBAR 

Agriculturist II 
 

AMIE GRACE M. 
FALLERA 
Agricultural 
Technicians 

 
MARY GRACE M. 

GALLANA 
Farm Foremen  

 
JOEY T. ARIOLA, 

LAgr 
Municipal 

Agriculturist 
MAGRO 
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  Total None 30 minutes  
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13.  VEGETABLE  PRODUCTION SERVICES 
 
Vegetable farmers/ producers whose production area is located within the municipal 
jurisdiction can avail extension service regarding vegetable production farming, programs 
and services. 

 
Office  of  Division  Municipal Agriculture Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Vegetable Farmers/Producers 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Client Logbook in 
the office lobby 

1.1 Give the Log 
Book to the client 
 
1.2 Lead the client 
to the location of 
the AEW 
concerned 
 
1.3 Conducts 
briefing/ 
  consultation to 
the   client and 
prepare 
recommendation 
letter 

None 25 minutes REYNALDO L. 
TAPACAL 

Farm Foreman  
 

JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 

2. Receives 
recommendation 
letter from the 
AEW 

2. Release 
recommendation 
letter to the client 

None 5 Minutes REYNALDO L. 
TAPACAL 

Farm Foreman  
 

JOEY T. ARIOLA, 
LAgr 

Municipal 
Agriculturist 

MAGRO 

 Total None 30 minutes Farm Foreman  
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1. ASSESSORôS CERTIFICATION 
 
The Certification issued to individuals for whatever legal purposes the need. 
 
Office  of  Division  Municipal Assessorôs Office (MASS0) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Name of Applicant 1. Applicant 

2. Official Receipt 2. Municipal Treasury Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Assessorôs Office  
 

1.1 Conduct 
interview with the 
client 
 
1.2 Provide client 
with checklist 
requirements. 
 

1.3 Give the 
payment slip 

None 3 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

2. Receive 
payment slip 

2. Advice the 
client to proceed to 
the Treasury Office 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

MASSO 

3. Proceed to the 
Treasury office 
and give the 
payment slip and 
pay 

3.1 Receive
 the payment 
 

3.2 Issue the 
official receipt 
 
3.3 Advice the 
client to return to 
the Assessorôs 
Office 

P 
70.00 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 

4. Return to the 
Municipal 
Assessorôs Office 
and submit the 
official receipt 

4.1 Receive the 
official receipt 
 

4.1 Print the 
certification and 
sign by MA 

None 10 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 

5. Receive  the 
certification and 
the official receipt 

5. Issue
 the 
certification 

None 3 minutes LIEZEL P. SOLIS 
Administrative Aide 

MASSO 

 Total P 70.00 26 minutes  
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2. CANCELLATION OF TAX DECLARATION (BUILDING,  
MACHINERY, DOUBLE DECLARATION)  

 
Office of Division  Municipal Assessorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Tax Payers/ Real Property Owners 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Name of Declared Owner 1. Applicant 

2. Letter Request 2. Applicant 

3. Finality of Judgement/ Court Order 3. Applicant 

4. Deed of Donation/ Sale 4. Applicant 

5. Transfer of Rights 5. Applicant 

6. Ocular Field Inspection Report 6. MASSO 

7. Tax clearance-current year 7. MTO 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 

MASSO  

1.1 Conduct 
interview with the 
client regarding 
the property 
 

 1.2 Verification of 
property through 
ETRACS 
 
1.3 Give the 
payment slip and 
required 
documents 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

2.  Proceed t o  
MTO for payment 
of tax and secure 
Tax clearance 

2.1 I s s u e s  
o f f i c i a l  
r e c e i p t  for tax 
payment to clients 
(MTO) 
 
2.2 Issues 
official receipt and 
tax 
(MTO)clearance 
 
2.3 Advice the 
client to return to 
the MASSO 

Assessed 
value x 2 
percent 
= tax due 
of Land 
Tax 
(MTO) 
P70.00 

15 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 
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3. Back to 
Municipal Assessor 
office andsubmit 
needed 
documents: wait 
for the result of 
actual ocular field 
Inspection. 

3.1 Municipal 
Assessor checks 
pertinent 
documents 
submitted 
 
3.2 The tax 
mapping in-charge 
updates the PIM 
as well as the 
TMCR and 
conduct actual 
field ocular 
inspection in the 
area 

None 3 hours LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

4. Waits for the 
approval of 
cancellation 

4.1 The officer in 
charge processes 
the cancellation 
through ETRACS 
and upload of all 
attached 
documents 
needed and 
endorse to Tax 
Mapping in charge. 
 
4.2 The 
Taxmapping in-
charge after 
checking and 
validating all 
details in the 
ETRACS endorse 
to Recommending 
approval (MA) 
 
4.3 The 
Recommending 
approval (MA) 
endorse the 
transaction to 
PASSO for 
approval of 
cancellation of tax 
declaration. 
 
4.4 Advice the 
client to wait a call 
or text from 
MASSO 

None 3 days LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
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5. Receives the 
Notice of 
cancellation 
issues 

5. Issued Notice 
of cancellation 
to declared 

None 5 minutes. LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 Total Assesse

d value x 

2 
percent 

= tax 
due 

of Land 

Tax and 
P 75.00 

3 days, 6 hours 
25 minutes 
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3. CERTIFICATE OF LANDHOLDING  
 
Certification issued to clients as to current number of real properties and requirement of BIR 
for Estate Tax/ Capital Gain Tax and Scholarship. 
 
Office  of  Division  Municipal Assessorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Tax payers/ real property owners 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Name and Address of the Declared 

Owner/Applicant 

1. Declared Owner/Applicant 

2. Official Receipt 2. Municipal Treasury Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 

Assessorôs Office 

and ask the 

officer in charge 

1.1 Cond
uct Interview with 
the client 
regarding the 
property 
 
1.2 Verification 
of property records 
through ETRACS 
 

1.3 Give the 
payment slip 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

2. Receive the 
payment slip 

2. Advice the 
client to proceed
 to the 
Treasury Office 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

MASSO 

3. Proceed to 

Municipal 

Treasurerôs Office 

for 

payment of 
corresponding 

fee 

3.1 Issue official 
receipt client 
 
3.2 Advice the 
client to return to 
the Assessorôs 
Office 

P 70.00 5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 

4. Return to the 

Assessorôs 

Officer and 

submit the official 

receipt 

4.1 Receives 
Official Receipt 
 
4.2 Prepare the 
Certificate of Land 

None 10 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
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Holding and print 
through 
ETRACS and 
Sign by MA 

Municipal Assessor 
MASSO 

 

5. Receives 

Certificate of Land   

Holding and official 

receipt 

5. Release 
Certificate of 

Landholding and 

Official Receipt  

to client 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

MASSO 
 

 TOTAL P 70.00 30 minutes  
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4.  CERTIFICATE OF LAND WITH IMPROVEMENT 

Certification issued to clients as requirement of BIR for transfer of title. 
 

Office  of  Division  Municipal Assessorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Tax Payers/ Real Property Owners 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Lot Number/ Title 1. Applicant 

2. Name of Declared Owner 2. Applicant 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 

MASSO and ask 

the officer in 

charge 

1.1 Conduct 
Interview with the 
client regarding 
the property 
 

1.1 1.2 Verification of 
property 
r e c o r d s if 
has/have any 
attached 
improvements 
ETRACS 

1.2  
1.3 Give the 
payment slip 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

2. Receive the 
payment slip 

2. Advice the 
client 
to proceed to
 the Treasury 
Office 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

MASSO 

3. Proceed  to 

Municipal 

Treasurerôs Office

 for 
payment of 
corresponding 

fee 

3.1 Issues
 official 
receipt to client 
for fees required 
for document 
(MTO) 
 
3.2 Advice the 
client to return to 
MASSO 

P 

70.00 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 
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4. Return  to 

Assessorôs officer 

in charge and 

submit the 

official receipt 

4.1 Receives 
Official Receipt 
from client 
 
4.2 Prepare the 
certification 
needed and print 
through ETRACS 
 
4.3 Review and 
sign by MA 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

5. Receives 

Certificate of 

Improvement, 

after which log 

5. Release 
certification and 
official receipt to 
client 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 

 Total P 70.00 25 minutes  
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5.  CERTIFICATION OF LAND WITH NO IMPROVEMENT 

Certification issued to clients as requirement of BIR for transfer of title 
 
Office  of  Division  Municipal Assessorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Tax payers/ real property owners 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Lot Number of RPU 1. Applicant 

2. Declared Owner 2. Applicant 

3. Official Receipt 3. MTO 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 

MASSO and ask 

the officer in 

charge 

1.1 Cond
uct Interview with 
the client 
regarding the 
property 
 
1.2 Verification
 of property 
records  
if has/have any 
attached 
improvements 
through ETRACS 
 
1.3 Give   the 

payment slip 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

2. Receive the 
payment slip 

2. Advice the 
client to proceed 
to the Treasury 
Office 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

MASSO 

3. Proceed  to 

Municipal 

Treasurerôs Office

 for 

payment of 
corresponding 
fee 

3.1 Issues 
official receipt to 
client (MTO) 
 

3.2 Advice the 
client to return to 
the Assessorôs 
Office 

P 70.00 5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 

4. Return  to 
Assessorôs officer 
in charge and 

4.1 Receives 
Official Receipt 
from client 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 
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submit the official 
receipt 

 

4.2 Prepare 
certification and 
print through 
ETRACS  
 
4.3 Review and 
sign by MA 

FREDDIE T. 
ZAPATA, REA 

Municipal Assessor 
MASSO 

 

5. Receives 
Certificate of 
Improvement, 
after which log 

5. Release 
certification and 
official receipt to 
client 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 

 Total P 70.00 25 minutes  
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6.  CERTIFICATE OF NO PROPERTY AND NO LAND HOLDING 

Certification issued to clients as requirement of BIR for transfer of title/ scholarship 
 
Office  of  Division  Municipal Assessorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Tax Payers 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Name and Address of the Applicant 1. Applicant 

2. Official Receipt 2. Municipal Treasury Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 

Assessorôs Office 

and ask the 

officer in charge 

1.1 Cond
uct Interview with 
the client and ask 
correct information 
 

1.2 Verification 
of records through 
ETRACS if the 
applicant has/have 
property declared 
under his/her 
name 
 

1.3 Give the 
payment slip 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

2. Receive the 
payment slip 

2. Advice the 
client to proceed to 
the Treasury Office 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

MASSO 

3. Proceed  to 
Municipal 
Treasurerôs Office 
for payment of 

corresponding fee 

3.1 Issues 
official receipt to 
client for fees 
required for 
document (MTO) 
 

3.2 Advice the 
client to return to 
the Assessorôs 
Office 

P 

70.00 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 
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4. Return  to 

Assessorôs officer 

in charge and  

submit the 

official receipt 

4.1 Receives 
Official Receipt 
from client 
 

4.2 Prepare the 
Certification 
needed and print 
through ETRACS 
 
4.3 Review and 
sign certification 

None 10 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

5. Receive 

Certificate of No 

Land Holding and 

official receipt 

5. Release 
certification and 
official receipt to 
client 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 

 Total P 70.00 minutes  
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7.  CERTIFIED TRUE COPY OF TAX DECLARATION  
 
The Tax declaration is a document showing the informative description of a real property 
and for taxation purposes only. Issued to any person for any legal intent. 
 
Office  of  Division  Municipal Assessorôs Office (MASS0) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Name of Declared owner 1.Applicant 

2. If non owner, authorization letter 
or 
any deed of conveyance 

2.Applicant 

3. Official Receipt 3.Municipal Treasury Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Assessorôs Office 
and   ask the 
officer in charge 

1.1 Conduct 
interview with the 
client 
 
1.2 Verification of 
records through 
ETRACS 
 

1.3 Give the 
payment slip and 
needed 
documents 

None 3 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

2. Receive the 
payment slip 

2. Advice the 
client 
to proceed to
 the Treasury 
Office 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

MASSO 

3. Proceed to the 
Treasury office 
and give the 
payment slip and 
pay 

3.1 Receive the 
payment 
 
3.2 Issue the 
official receipt 
 
3.3 Advice the 
client to return to 
the Assessorôs 
Office 

P 
70.00 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 
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4. Return to the 
Assessorôs Officer 
and submit the 
official receipt and 
needed 
documents 

4.1 Receive the 
official receipt and 
the needed 
documents 
 

4.2 Prepare 
and Print Certified 
True copy o f  
Tax Declaration 
and Sign by MA 

None 10 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

5. Receives 
CertifiedTrue 
copy of Tax 
Declaration and 
official receipt 

5. Release the 
Certified True 
copy of Tax  
Dec la r a t ion  
and Official 
Receipt to client 

None 3 minutes LIEZEL P. SOLIS 
Administrative Aide 

MASSO 

 Total P 70.00 31 minutes  
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8.  NEW DISCOVERY/ASSESSMENT OF REAL PROPERTY  

(LAND, BUILDING AND MACHINERY)  
 
Office  of  Division  Municipal Assessorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Tax Payers/ Real Property Owners 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Title or any proof of ownership 1. Applicant 

2. Approved Survey Plan (Land) 2. Applicant 

3. Barangay Certification that the 
applicant is the actual 
owner/occupant 

3. Applicant 

4. Approved Building Plan/ Building 
Permit 

4. Applicant 

5. Certificate of Occupancy 5. Applicant 

6. Sworn Statement 6. MASSO 

7. Ocular Field Inspection Report 7. MASSO 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 

MASSO and ask 

the officer in 

charge 

1.1 Conduct 
Interview with the 
client regarding 
the property 
 
1.2 Verification of 
property through 
ETRACS(if the 
has/have existing 
records) 
 
1.3 Give the 
required 
requirement 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

2. Receive the 
required 
documents slip 

2.1 The officer 
incharge receives 
and examined the 
documents 
submitted and 
advice the client 
to wait a call 
or text from 
MASSO 
 
2.2 The Tax 
mapper In-charge 
will conduct 

None 3 hours LIEZEL P. SOLIS 
Administrative Aide 

MASSO 
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actual field 
ocular inspection 
and get a picture 
of the said 
property 

 
2.3 Make Ocular 

Inspection 

Reports approved 

and signed by 

MA. 

3. Waits for the 
approval of the 
Assessment 

3.1 Municipal 
Assessor officer in 
charge flow the 
transaction after 
all the required 
needed 
documents    
are complete and 
uploaded in the 
ETRACS and 
endorse to assign 
Tax mapper 
 
3.2 The assign tax 
mapper endorse 
transaction after 
duly accomplish 
his/her task to 
assign appraiser 
 
3.3 The assign 
appraiser 
endorses the 
transaction after 
duly accomplish 
his/her task to 
assign 
recommender or 
approver  of the 
transaction 
Municipal 
assessor 

3.4 The 
Municipal 

Assessor 
endorses the 
transaction to 

Provincial 

None 3 days LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
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Assessor 

for the approval 
of the transaction 
through ERACS 

4. Receives the 
Notice of 
Assessment 
issues 

4. Issued Notice 
of Assessment 
to applicant/ 
declared for 
his/her new 
assessment 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 

 Total None 3 days, 3 
hours and 10 
minutes 
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9.  RE-ASSESSMENT OF REAL PROPERTY 
 
To correct the assessment due to wrong information, erroneous documents, the property 
traversed by road or canal and infected by any diseases and to correct assessed value as 
basis of Land Tax Payment 
 
Office  of  Division  Municipal Assessorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Tax Payers/ Real Property Owners 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Lot Number of RPU 1. Applicant 

2. Name of Declared Owner 2. Applicant 

3. Letter Request 3. Applicant 

4. Deed of Donation/Sale 4. Applicant 

5. Sworn Statement 5. MASSO 

6. Ocular Field Inspection Report 6. MASSO 

7. Tax clearance-current year 7. MTO 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 

Municipal 

Assessorôs Office 

and submit 

requirements 

1.1 Conduct 
Interview with the 
client regarding 
the property 
 

1.2 Verification of 
property through 
ETRACS 
 
1.3 Give the 
required 
Requirement and 
payment slip 

None 5 mins. LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

2. Proceed  to 
Municipal 
Treasurerôs Office 
for payment of 
corresponding fee 

2.1 Issues 
official receipt for 
land tax payment 
to clients  
 
2.2 Issues 
official receipt and 
tax clearance to 
client as proof of 
payment for land 
tax. 
 
2.3 Advice the 
client to return to 
MASSO 

Assesse
d value 
x 2 
percent 
= tax 
due of 
Land 
Tax 
(MTO) 
P 
70.00 

15 mins. ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 
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3. Return to 
Assessorôs 
officer in charge 
and submit 
needed 
documents: wait 
for the result of 
actual ocular field 
inspection in the 
area 

3.1 Municipal 
Assessor  
checks 
pertinent 
documents 
submitted 
 
3.2 Conduct actual 
field ocular 
inspection of 
property with Tax 
Mapping in charge 
 

3.3 Informed the 

client/declared 

owner about the 
findings made 
during Ocular 
Inspection 
 
3.4 Make Ocular 
Inspection Reports 
approved and 
signed by MA 
and flow through 
ERACS 

None 3 hours LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

4. Waits for the 
approval of Re 
Assessment of 
Land 

4.1 The officer in 
charge processes 
the re-assessment 
of land through 
ETRACS and 
upload of all 
attached 
documents needed 
and submit to Tax 
Mapping in charge. 
 
4.2 The Tax 
Mapping in charge 
update the PIM 
and TMCR submit 
to Appraisal in 
charge 
 
4.3 The appraisal 
in charge 
assesses and 
compute  the 
assessment base 
on the findings of 
ocular inspection 
conducted by the 

None 30 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
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Taxmapping in 
charge submit tto 
Municipal Assessor 
for Approval 

4.4 The MA 
approved the re- 
assessment 
transaction. 

5. Receives the 
Notice of 
Assessment 
issues 

5. Issued Notice 
of Assessment to 
applicant/ declared 
for his/her new 
assessment 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 

 Total Assesse

d value 

x 2 

percent 

= tax due 

of Land 

Tax and 

P 70.00 

3 hours, 55 
minutes 
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10.  SIMPLE TRANSFERRED OWNERSHIP OF TAX DECLARATION  
 
Transfer of ownership of a real property from the previous owner to the new 
owner. 
 
Office  of  Division  Municipal Assessorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Tax Payers/ Real Property Owners 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Original and two (2) Photo 

Copy of Title or Certified 

True copy of Title 

1. Applicant 

2. Certificate Authorizing 

Registration (CAR) from BIR 

2. BIR 

3. OCT Title-Transfer Fee Receipt 3. Provincial Treasury Office 

4 .Tax Clearance as to payment 

of Land Tax- Current year 

4. Municipal Treasury Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 

MASSO and ask 

the officer in 

charge 

1.1 Cond
uct Interview with 
the client 
regarding the 
property  
 
1.2 Verifi
cation of property 
to be transferred 
on the office 
records through 
ETRACS (if OCT 
is not in the name 
of client, client is 
required to pay 
transfer fee. 
 
1.3 Give the 
checklist of 
required 
documents for 
transfer of 
ownership 

 
1.4 Issue Tax 

Declaration to 

client as basis of 

 None 10 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
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the Provincial 

Treasury in 

computing 

transfer fee and 

advice the client 

Proceed to 

Provincial 

Treasury Office 

for payment of 

Transfer Fee 

2. Receive Tax 
Declaration and 
proceed to 
Provincial 
Treasury Office 
and secure Official 
receipt as 
proof of 
payment made 

2. Issue Official 
Receipt for 
Transfer Fee 
(PTO) 

Market 
value x 
60 
percent of 
1 percent 
equals 
Transfer 
fee 

3 hours ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 

3. Proceed to 
MTO  for payment 
of land tax and 
secure Tax 
clearance 

3.1 Issue Official 
Receipt payment 
of land tax  
 

3.2 Issue Tax 
clearance  
 
3.3 Advice the 
client to return to 
MASSO 

Assesse

d value x 

2% 

equals 

tax due 

P 
70.00 

15 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 

4. Return to 
Assessorôs officer 
in charge and 
submit all 
required 
documents for 
transfer ownership 
of tax declaration. 

4.1 Assigns 
MASSO personnel 
checked and 
validate all 
required 
documents 
submitted by the 
client. 
 

4.2 After all 
documents are 
validated correct 

None 10 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
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and complete, the 
processing of 
Transfer 
ownership of tax 
declaration will do 
through ETRACS, 
begin from 
receiver to tax 
mapper to 
appraiser to   
recommending 
approval and 

submit to assessor 

for approval 

5. Wait for the 
approval of Transfer 
Ownership of 
Tax declaration 

5. The assessor 

sign and approved 

the transaction 

made through 

ETRACS after 

validating, 

checking and 

examined all 

documents 

needed/attached 

and the details 

of assessment 

inputs in the 

ETRACS are 

correct. 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

 Total P70.00 
+ transfer 
fee + 

land tax 

3 hours and 
40 minutes 
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11. SEGREGATION OF TAX DECLARATION  (SAME OWNER) 
 

Office  of  Division  Municipal Assessorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Tax Payers/ Real Property Owners 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Lot Number of RPU 1. Applicant 

2. Name of Declared Owner 2. Applicant 

3. Approved Subdivision Plan 3. Applicant 

4. Sworn Statement 4. MASSO 

5. Ocular Field Inspection Report 5. MASSO 

6. Tax clearance-current year 6. MTO 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 

MASSO and ask 

the officer in 

charge 

1.1 Conduct 
Interview with the 
client regarding 
the property 
 

1.1 Verification 
of property through 
ETRACS 
 

1.2 Give the 

required 

requirement and 

payment slip 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

2. Proceed  to 
Municipal 
Treasurerôs Office 
for payment of 

corresponding fee 

2.1 Issues 

official receipt for 

land tax payment 

to clients (MTO) 

 
2.2 Issues 

official receipt and 

tax clearance to 

client as proof of 

payment for land 

tax.(MTO) 

 
2.3 Advice 

the client to 

return to 

MASSO 

Assesse

d value x 

2 percent 

= tax due 

of Land 

Tax 

P 70.00 

15 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 
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3. Back to 
Assessorôs officer 
in charge and 
submit needed 
documents: wait 
for the result of 
actual ocular field 
inspection in the 
area 

3.1 Municipal 
Assessor officer in 
charge checks 
pertinent 
documents 
submitted 
 
3.2 The tax 
mapping in charge 
updates the PIM 
as well as the 
TMCR and 
conduct actual 
field ocular 
inspection in 
the area 
 
3.3 Informed  the 
client/declared 
owner about the 
findings made 
during Ocular 
Inspection 
 
3.4 Make Ocular 
Inspection Reports 
approved and 
signed by M A  
a n d  f l o w  
through ETRACS 

None 3 hours LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
 

4. Waits for the 
approval of 
Segregation 

4.1 The 
Municipal 
Assessor the 
segregation 
through ETRACS 
and upload of all 
attached 
documents 
needed and 
submit to Tax 
Mapping in charge. 
 

4.2 The Tax 
Mapping in charge 
after checking 
and validating all 
details in the 
ETRACS the 
submit to 
Appraisal in 
charge 

None 3 days LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 
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4.3 The appraisal 
in charge 
assesses and 
compute the 
assessment base 
on the  area   in  
the Approved 
Subdivision Plan 
and findings  of 
ocular inspection 
conducted  by 
the Taxmapping   
incharge  submit  
to Recommending 
approval (MA) 
 

4.4 4.4 The 
Recommending 
approval (MA) 
Submit the 
transaction to 
PASSO for 
approval of 
segregation. 
 
4.5 Advice the 
client to wait a call 
or text 
from MASSO 

5. Receives the 
Notice of 
Assessment 
issues 

5. Issued Notice 
of Assessment 
To applicant/ 
4.3 declared for 
his/her new 
assessment 

None 5 mins. LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 

 Total Assesse

d value x 

2 percent 

= tax due 

of Land 

Tax and 

P 70.00 

3 days 3 hours 
25 minutes 
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12.  SEGREGATION AND TRANSFERRED OWNERSHIP OF TAX  
 DECLARATION  
 
Office  of  Division  Municipal Assessorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Tax Payers/ Real Property Owners 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Lot Number of RPU 1. Applicant 

2. Name of Declared Owner 2. Applicant 

3. Approved Subdivision Plan 

DENR Application (FP, HP) 

3. Applicant 

4. Sworn Statement 4. MASSO 

5. Ocular Field Inspection Report 5. MASSO 

6. Tax clearance-current year 6. MTO 

7. Transfer fee 7. PTO 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 

MASSO and ask the 

officer in charge 

1.1 Conduc
t Interview with the 
client regarding the 
property 
 

1.2 Verification of 
property through 
ETRACS 
 
1.3 Give the required 

requirement and 

payment slip 

 
1.4 Issue Tax 

Declaration to client 

as basis of the 

Provincial Treasury 

in computing transfer 

fee and advice the 

client Proceed to 

Provincial Treasury 

Office for payment of 

Transfer Fee 

None 5 minutes LIEZEL P. SOLIS 
Administrative 

Aide 
 

FREDDIE T. 
ZAPATA, REA 

Municipal 
Assessor 
MASSO 
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2. Receive Tax 
Declaration  and 
proceed    to 
Provincial Treasury 
Office and secure 
Official receipt as 
proof of payment 
made 

2. Issue Official 
Receipt for Transfer 
Fee (PTO) 

Market 
value x 
60 
percent 
of 1 
percent 
equals 
Transfer 
fee 

3 hours ANALIE L. 
SALARDA 

Administrative 
Aide VI 

 
HERLYN 

E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative 
Aide III 

MTO 

3. Proceed to MTO 
for payment of land 
tax and secure Tax 
Clearance 

3.1 Issues official 

receipt for land tax 

payment to clients 

(MTO) 

 
3.2 Issues official 

receipt a n d  t a x  

clearance to client as 

proof of payment for 

land tax. (MTO) 

 
3.3 Advice the client 

to return to the 

  MASSO 

Assessed 

value x 2 

percent 

= tax due 

of Land 

Tax 

(MTO)  
P 70.00 

15 minutes LIEZEL P. SOLIS 
Administrative 

Aide 
 

FREDDIE T. 
ZAPATA, REA 

Municipal 
Assessor 
MASSO 

4. Back to 
Assessorôs officer 
in charge and 
submit needed 
documents and wait 
for the result of 
actual ocular field 
inspection in the 
area 

4.1 Municipal 
Assessor officer in 
charge  checks 
pertinent documents 
submitted 
 
4.2 The tax mapping 
in charge updates the 
PIM as well as the 
TMCR and conduct 
actual field ocular 
inspection in the 
area 
 

4.3 Informed  the 

client/declared owner 

about the findings 

made during Ocular 

Inspection 

 
4.4 Make Ocular 

None 3 hours LIEZEL P. SOLIS 
Administrative 

Aide 
 

FREDDIE T. 
ZAPATA, REA 

Municipal 
Assessor 
MASSO 
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Inspection Reports 

approved and signed 

by  MA  and  flow 

through ETRACS 

5. Waits for the 
approval of 
segregation and 
transfer 

5.1 The officer in 
charge processes the 
segregation and 
transfer through 
ETRACS and upload 
of all attached 
documents needed 
and submit to Tax 
Mapping in charge. 
 

5.2 The Tax 
Mapping in charge 
after checking and 
validating all details 
in the ETRACS the 
submit to Appraisal in 
charge 
 

5.3 5.3 The appraisal in 
charge assess and 
compute the 
assessment base on 
the area   in  the 
Approved 
Subdivision Plan and 
findings  of ocular 
inspection conducted 
by the tax mapper 
submit  to 
Recommending 
approval (MA) 
 
5.4 The 
Recommending 
approval (MA) submit 
the transaction to 
PASSO for approval 
of segregation and 
transfer. 
 

5.4 5.5 Advice the client 
to wait a call or text 
from MASSO 

None 3 days LIEZEL P. SOLIS 
Administrative 

Aide 
 

FREDDIE T. 
ZAPATA, REA 

Municipal 
Assessor 
MASSO 

6. Receives the 
Notice of 
Assessment issues 

6. Issued Notice of 
Assessment to 
applicant/declared for 
his/her new 

None 5 minutes LIEZEL P. SOLIS 
Administrative 

Aide 
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assessment FREDDIE T. 
ZAPATA, REA 

Municipal 
Assessor 
MASSO 

 Total Assessed 

value x 2 

percent 

= tax due 

of Land 

Tax and 

P 70.00 

3 days 6 hours 
25 minutes 
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13.  VERIFICATION OF REAL PROPERTY UNIT (RPU) LOCATION MAPS/ 
TAX MAPPING CONTROL ROLL (TMCR)  

 
Office  of  Division  Municipal Assessorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Tax Payers/ Real Property Owners/ Bank Representatives 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Copy of Original Certificate of Title or 
Lot Number and location 

1. Applicant 

2. Official Receipt 2. MTO 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
MASSO and ask 
the officer in 
charge 

1.1 Cond
uct Interview with 
the client 
regarding the 
transaction 
 

1.2 Verification of 
property records 
through ETRACS 
 
1.3 Give the 
payment slip 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 

2. Proceed  to 

Municipal 

Treasurerôs Office

 for 
payment of 
corresponding fee 

2.1 Issues 

official receipt to 

client  

 
2.2 Advice the 
client to return to 
MASSO 

P 200.00 5 minutes ANALIE L. SALARDA 
Administrative Aide VI 

 
HERLYN 

E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide III 
MTO 

3. Return to 

Assessorôs 
officer in charge 

and submit the 
official receipt 

3.1 Receives 
OR from client 
 

3.2 The Tax 
mapper in charge 
print the RPU 
Location Map as 
per TMCR through 
ETRACS and  
s ign  by MA 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
Municipal Assessor 

MASSO 

4. Receives 

printed RPU 
Location Map 

4. Releases 
printed 

RPU Location 
Map 

and Official receipt 

None 5 minutes LIEZEL P. SOLIS 
Administrative Aide 

 
FREDDIE T. 

ZAPATA, REA 
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to 
client 

Municipal Assessor 
MASSO 

 Total P 200.00 20 minutes  
 

 
TABLE  OF ASSESSMENT FEES 

a. Certified True Copy of Tax Declaration P 70.00 

b. Certification of Property Holdings P 70.00 

c. Certification of Improvements P 70.00 

d. Certified Copy of Barangay Map P 200.00 

e. Preparation of Location Maps or Vicinity Maps or Other Extra Mapping 
Work 

P 200.00 

f. Assessorôs Certification Fee P 55.00 

g. Certified True Copy of Tax Declaration for Loan Purposes P 80.00 

h. Certified True Copy of Tax Maps P 200.00 

i. Research Works Verification Fee P 200.00 

j. Reproduction of Maps P 200.00 
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MUNICIPAL BUDGET OFFICE 

 
 

External  Services  
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1. BUDGET MANAGEMENT SERVICES ï PRELIMINARY REVIEW OF 

BARANGAY BUDGET  (ANNUAL AND SUPPLEMENTAL BUDGET)  

 
Office  of  Division  Municipal Budget Office 

Classification  Simple 

Type of  Transaction  G2G ï Government to Government 

Who May Avail  Punong Barangay and Other Barangay Officials/ Staff 
concerned 

Checklist of Requirement  Where to Secure  

FOR ANNUAL BUDGET:  
1. Transmittal Letter  
(1 original and 1 photocopy) 
2. Budget Message  
(1 original and 1 photocopy) 
3. Approved Barangay 
Appropriation Ordinance  
(1 original and 1 photocopy) 
4. Sanggunian Barangay ï 
approved Annual Investment Program  
(1 original and 1 photocopy) 
5. Annual Procurement Plan  
(1 original and 1 photocopy) 
6. Barangay Development Council 
Resolution  
(1 original and 1 photocopy) 
7. Budget of Expenditures and 
Sources of Financing (BBPF No. 1)  
(1 original and 1 photocopy) 
8. Programmed Appropriation by 
PPA, Expense Class, Object of 
Expenditure and Expected Results 
(BBPF No. 2)  
(1 original and 1 photocopy) 
9. List of Projects chargeable 
against the 20% DF (BBPF No. 2-A)  
(1 original and 1 photocopy) 
10. Plantilla of Personnel (BBPF 
No. 3) (1 original and 1 photocopy) 
11. Statement of Indebtedness 
(BBPF No. 4)  
(1 original and 1 photocopy) 
12. List of programs of the Local 
Councils for the Protection of Children 
(LCPC)  
(1 original and 1 photocopy) 
13. List of PPAs for Senior Citizen 
and PWD  
(1 original and 1 photocopy) 

 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 Barangay Concerned 
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14. List of PPAs to combat acquired 
immunodeficiency syndrome (AIDS)  
(1 original and 1 photocopy) 
15. List of PPAs to address problem 
of Illegal Drugs  
(1 original and 1 photocopy) 
16. DILG-endorsed GAD Plan and 
budget  
(1 original and 1 photocopy) 
17. Barangay Disaster Risk 
Reduction Management Plan  
(1 original and 1 photocopy) 
18. Certification of Income from 
MTO  
(1 original and 1 photocopy) 
19. For Sangguniang Kabataan 
Budget ï Approved CBYDP and 
ABYIP  
(1 original and 1 photocopy) 
 
FOR SUPPLEMENT BUDGET:  
1. Transmittal Letter  
(1 original and 1 photocopy) 
2. Budget Message  
(1 original and 1 photocopy) 
3. Approved Barangay 
Appropriation Ordinance  
(1 original and 1 photocopy) 
4. Barangay Development Council 
Resolutions  
(1 original and 1 photocopy) 
5. Supplemental Annual 
Investment Plan  
(1 original and 1 photocopy) 
6. Supplemental Procurement 
Plan  
(1 original and 1 photocopy) 
 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Client Log Book  

1. 1. Give the Log 
book to the 
client 

None 3 Minutes JOVELYN C. 
CHENG 

Administrative 
Officer II 

MBO 
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2. Submit the 
transmittal letter 
and the required 
review documents 
to the Receiving 
Desk 

2.1 Receive the 
Required 
Documents and 
check for 
completeness, 
receive if 
complete. 
 
2.2 Sign the 
Transmittal 
letter and return 
1 copy to the 
Client  
 
2.3 Conduct 
Budget review 
on the barangay 
documents 
using the 
Barangay 
budget Review 
Tool 
 
2.4 Make 
Findings and 
Observation on 
the Barangay 
budget based 
on the result of 
Barangay 
Budget Review 
Tool and make 
the 
Recommendatio
ns for the final 
findings  
 
2.5 Make a 
Transmittal 
Letter for the 
Barangay 
Review Findings 
and 
Recommendatio
ns 
 
2.6 Submit to 
the 
Sangguniang 
Bayan for final 

None 5 Minutes 
 
 
 
 
 
 
 
3 Days 
 
 
 
 
 
2 Days 
 
 
 
 
 
 
 
 
10 Minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
5 Minutes 

JOVELYN C. 
CHENG 

Administrative 
Officer II 

 
ERNAN M. 
FUNA, CPA 

Municipal Budget 
Officer 
MBO 
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and official 
review the 
Barangay 
Budget together 
with the Original 
Copies of the 
Barangay 
documents 
submitted by the 
client 

 Total None 5 days, 23 
minutes 
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MUNICIPAL BUDGET OFFICE 

 
 

Internal  Services  
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1.  BUDGET MANAGEMENT SERVICES ï PROCESSING OF 
OBLIGATION REQUEST  

 

Office or Division  Municipal Budget Office 

Classification  Simple 

Type of 
Transaction  

G2G ï Government to Government 

Who may avail  Punong Barangay and Other Barangay Officials/ Staff concerned 

Checklist of Requirement  Where to Secure  

1. PAYROLL FUND FOR 
SALARIES, WAGES,  ALLOWANCES, 
HONORARIA AND OTHER SIMILAR 
EXPENSES 
1.1 Obligation Request  
(1 original and 3 photocopy) 
1.2 Disbursement Voucher  
(1 original and 2 photocopy) 
1.3 Approved Payroll or list of 
payees indicating their net 
payments  
(1 original and 3 photocopy) 
1.4 Approved Contract for initial 
payment or appointment  
(1 original and 2 photocopy) 
2. TRAVELING ALLOWANCES  
2.1 Obligation Request  
(1 original and 3 photocopy) 
2.2 Disbursement Voucher  
(1 original and 2 photocopy) 
2.3 Approved Travel Order  
(1 original and 2 photocopy) 
2.4 Approved Itinerary of Travel  
(1 original and 2 photocopy) 
3. ASSISTANCE 
3.1 Obligation Request  
(1 original and 3 photocopy) 
3.2 Disbursement Voucher  
(1 original and 2 photocopy) 
3.3 Request Letter  
(1 original and 1 photocopy) 
3.4 Certificate of Barangay 
Indigency 
(1 original and 1 photocopy) 
3.5 Social Case Study from 
MSWDO  
(1 original and 1 photocopy) 
3.6 Medical Abstract/Doctorôs 
Prescription for Medical Assistance  
(1 original and 1 photocopy) 

 
 
 
 
 
 
 
 
 

1.              HRMS 
2.              All Departments 
3.              Mayorôs Office & MSWDO 
4.              All Departments 
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3.7 Death Certificate for Burial 
Assistance  
(1 original and 1 photocopy) 
4. PROCUREMENT 
4.1 Obligation Request  
(1 original and 3 photocopy) 
4.2 Purchase Request  
(1 original and 2 photocopy) 

CLIENT STEPS AGENCY 
ACTION 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. 1. Sign in the 
Client Log Book  

1. 1.1 Give the Log 
book to the client 

None 3 Minutes JOVELYN C. 
CHENG 

Administrative 
Officer II 

MBO 

2. 2. Submit the 
Obligation 
Request and the 
required 
supporting 
documents 

2. 2.1 Receives the 
Obligation 
Request with 
complete 
supporting 
necessary to the 
processing of 
transaction 

2.1 Verify 
completeness of 
supporting 
documents 

 
2.2 Review & 
Check allotment 
being requested 
for obligation for 
availability of 
appropriation 
 
2.3 Post the 
Obligated Amount 
in the Registry of 
Allotment and 
Obligations 
(RAO) 

 
2.4 Sign the 
Obligation 
Request  
 
2.5 Forward the 
Obligation 
Request and its 
supporting 

None 
 
 
 
 
 
 
 
 
 
 
 
 
None 
 
 
 
 
 
 
None 
 
 
 
 
 
 
None 
 
 
 
None 

10 Minutes 
 
 
 
 
 
 
 
 
 
 
 
 
5 Minutes 
 
 
 
 
 
 
5 Minutes 
 
 
 
 
 
 
1 Minute 
 
 
 
5 Minutes 
 

JOVELYN C. 
CHENG 

Administrative 
Officer II 

 
ERNAN M. 
FUNA, CPA 

Municipal 
Budget Officer 

MBO 
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documents to the 
Accounting Office 

 Total None 29 Minutes  
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MUNICIPAL CIVIL REGISTRARôS OFFICE 

 
 

External  Services  
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1. ACKNOWLEDGMENT  
 
If the child was born on August 3, 1998 and not acknowledged by the father or the mother on 
the record of birth. 
 
Office  of  Division  Municipal Civil Registrarôs Office (MCR) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Affidavit of acknowledgment of the 
 non-acknowledging parent 

1. Notary Public/Municipal Civil Registrar 

2. Certificate of Registration of the 
Affidavit of Acknowledgment 

2. Municipal Civil Registrar 

3. Un-annotated Certificate of Live 
Birth/Report of Birth 

3. Municipal Civil Registrar 

4. Annotated Certificate of Live 
Birth/Report of Birth 

4. Municipal Civil Registrar 

OTHER REQUIREMENTS, IF 
APPLICABLE:  
5. Authentic Writing 

 
 
5. Parent 

6. Certificate of Death of 
Non-Acknowledging parent (in 
the absence of affidavit of 
acknowledgment of the deceased 
non-acknowledging parent) 

6. Municipal Civil Registrar/Philippine Statistic 
Authority 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Municipal Civil 
Registrar Office 
and 
submit the 
necessary 
requirements for 
evaluation 

1.1 Accept and 
scrutinize the 
requirements 
 
1.2 Annotate 
the document 
 
1.3 Forward the 
document to the 
Municipal Civil 
Registrar 

1.4 Issue order 
of payment 

None 35 minutes AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

MCR 

2. Proceed to the 
Municipal 
Treasury Office for 
payment 

2.1 Accept 
payment 
 

2.2 Advise to go 
back to the 
Municipal Civil 
Registrar Office 

Refer to 
table of 
fees 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
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JUMAWAY 
Administrative Aide 

III 
MTO 

3. Proceed to the 
Municipal Civil 
Registrar Office 
and 
present the official 

3.1 The 
Municipal Civil 
Registrar will sign 
the annotated 
document 
 

3.2 Advise the 
client to go back 
after 4-6 months 
for the issuance   
of   the annotated 
certificate of 
Birth/Report of 
Birth b y  t h e  
C i v i l  
Registrar-General 

None 8 minutes LEONARDO L. 
TALADHAY, JR. 
Municipal Civil 

Registrar  
 

AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

MCR 

4. Return to the 
Municipal Civil 
Registrar Office to 
claim the 
annotated 
document 

4. Release the 
annotated 
document 

None 3 minutes AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

MCR 

 Total None 51 minutes  
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2. BIRTH 
 
It is a continuous, permanent and compulsory recording of vital events occurring in the life 
of an individual such as birth, marriage and death, as well as all court decrees, and legal 
instruments, affecting the civil status in appropriate registers as mandated by Act No. 375, 
the Civil Registry Law. 
 
Office  of  Division  Municipal Civil Registrarôs Office (MCR) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

 
ON TIME REGISTRATION: 
If Legitimate 
1. Certificate of Marriage 

 
 

 1. Personal copy/MCR certified photo or true 
copy/Philippine Statistics Authority (PSA) 
copy 

 
IF ILLEGITIMATE  UNDER THE 
SURNAME OF THE FATHER (RA 
9255) 
 

1. Affidavit to use the surname of the 
father (AUSF) 

 
 
 
 
 
1. Notary Public/Any person who has capacity 

to administer oath for registration purposes 
2. Informantôs Community Tax 

 Certificate 
2. Barangay Treasurer/Municipal Treasury 

Office 

 
LATE REGISTRATION:  
(strictly implementing the 10-day 
posting period from the date of filing as 
per AO No. 1 s 1993) 
 
1. Barangay Certification 

 
 
 
 
 

1. Office of the Barangay Captain 

2. Affidavit of Delayed Registration 2. Notary Public/Any person who has capacity 

3. PSA Certification 3. to administer oath for registration purposes 

4. At least any four (4) of the essential 
requirements: 
-baptismal certificate 
-permanent school records/ transcript of 
records 
-voterôs certification 
-employeeôs record 
-postal identification 
-birth certificate of siblings 
-immunization card 

4. Philippine Statistics Authority (PSA) 
 
-Religious Authority  
-Schools/Colleges/University 
 
-Commission on Election 
-Employer 
-Post Office 
-MCR/PSA 
-File/Health Center Concerned 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 1.1 Accept the None 7 minutes AMALIA N. 
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Municipal Civil 
Registrar Office 
and present the 
requirements for 
evaluation 

requirements 
submitted 
1.2 Issue 
an information 
sheet and 
request the client 
to fill up the data 
need 

LEONA 
Administrative 

Aide I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

MCR  

2. Submit the fully 
filled-up 
information sheet 

2.1 Review the 
supplied 
information 
 
2.2 Prepare the 
document 
 
2.3 Let the 
client review the 
document 

None 10 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

3. Review and 
certify  the 
document 
(informant  and 
attendant at birth) 

3.1 Issue order 
of payment 
 
3.2 Receive 
the document and 
forward to the 
Municipal Civil 
Registrar 
for registration 

None 8 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

4. Proceed to the 
Municipal 
Treasury Office 
for payment 

4.1 Receive 
payment 
 
4.2 Issue 
official receipt 

4.3 Advise client 
to return to the 
Municipal Civil 
Registrar Office 

Refer to 
Table of 
Fees 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 

5. Return to the 
Municipal Civil 
Registrar Office 
and present the 
official receipt 

5. Register 
document 
 

None 3 minutes LEONARDO L. 
TALADHAY, JR. 
Municipal Civil 

Registrar  

6. Claim 
registered 
document 
the 

6. Release the 
registered 
document 

None 2 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 
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HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

 Total Refer to 
Table of 
Fees 

35 minutes  

 
 
 

Municipal  Civil  Registrar  Office  
Table of  Fees 

Services Details Currency Amount 

 
 
Registration of Birth 

On date P 500.00 

Late              P  

1 month ï 6 months P 165.00 

6 months and 1 day ï 1 year P 220.00 

1 year and 1 day - above P 330.00 + 50.00 per year 

Out of Town Registration P 220.00 
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3. CORRECTION OF TYPOGRAPHICAL  ERROR IN THE ENTRY OF 
DAY AND/OR MONTH IN THE DATE OF BIRTH  

 
Office  of  Division  Municipal Civil Registrarôs Office (MCR) 

Classification  Complex 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

 
Basic:  
1. PSA/SECPA of Certificate of Birth 

 
 

1. Philippine Statistics Office (PSA) 

2. PSA/SECPA of Certificate of 
Marriage 

2. Philippine Statistics Office (PSA) 

3. PSA/SECPA of Certificate of 
Death 

3. Philippine Statistics Office (PSA) 

 

Additional  Requirements:  
4. Certificate of Marriage 

 
 

4. Philippine Statistics Office (PSA) 

5. Certificate of Death 5. Philippine Statistics Office (PSA) 

6. Baptismal/Dedication Certificate 6. Religious Authorities 

7. Voterôs Certification 7. COMELEC 

8. School/Transcript of Records 8. Schools/Universities/Colleges 

9. Driverôs License 9. LTO 

10. Medical Records 10. Personal File 

 
Additional  Documentary  Evidences:  
11. Passport/Visa 

 

11. Department of Foreign Affairs (DFA) 

12. NBI Clearance 12. NBI 

13. Newspaper Clippings 13. Publisher 

14. Affidavit of Publisher 14. Publisher 

15. Employee Certification, if 
employed 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G 

TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Municipal Civil 
Registrar Office 
and submit 
requirements 

1.1 Accept and 
scrutinize 
requirements 
submitted 
 
1.2 Prepare 
petition 
 
1.3 Issue order 
of payment 
 

1.4 Advise client 
to pay at 

None 40 minutes HERLYN P. 
PALMA 

Registration 
Officer II  

MCR 
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Municipal 
Treasury Office 

2. Proceed to the 
Municipal Treasury 
Office for payment 

2.1 Accept 
payment 
 
2.2 Issue 
official receipt 
 
2.3 Advise client 
to submit the 
official receipt to 
Municipal 
Civil Registrar 
Office 

Refer to 
table of 
fees 

5 minutes ANALIE L. SALARDA 
Administrative Aide VI 

 
HERLYN 

E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide III 
MTO 

3. Return to the 
Municipal Civil 
Registrar Office 
and submit the 
official receipt 

3.1 Receive the 
official receipt 
 
3.2 Let the 
petitioner affix the 
signature in the 
petition 
 
3.3 Send notice 
to publish to the 
competent 
publisher 
 
3.4 Prepare 
Notice, record 
sheet and 
authenticate the 
submitted 
documents 
 
3.5 Advise the 
client to come 
back after the 10 
days publication 
period 
 
3.6 Submit The 
petition to the 
Municipal Civil 
Registrar for 
approval of 
petition and fix 
signature in the 
annotated 
Certificate of 
Birth/Marriage/De

None 1 hour and 25 
minutes 

HERLYN P. 
PALMA 

Registration 
Officer II 

 
 LEONARDO L. 
TALADHAY, JR. 
Municipal Civil 

Registrar 
MCR 
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ath 
 
3.7 Prepare and 
submit the petition 
to the PSA 
Provincial Office, 
annotated 
Certificate of 
Birth/Marriage/De
ath 
 
3.8 Sign and 
Approve the 
annotated 
Certificate of 
Birth/Marriage/ 
Death and/or 
documents    
of migrant 
petitioner and 
petition to the 
PSA Provincial 
Office 
 
3.8 Mail copies 
of Petition of 
Migrant Petitioner 
to the records 
keeping office 
 

3.10 Submit 
granted petition of 
non-migrant 
petitioner to PSA 
Provincial Office 

4. Proceed to the 
Municipal Civil 
Registrar Office 
and c l a i m  the 
documents 

4. Prepare the 
ownerôs copy 

None 5 minutes HERLYN P. 
PALMA 

Registration 
Officer II 

MCR 

5. Receive the 
copy of petition 

5.1 Release the 
copy of petition 
 
5.2 Advise the 
client to come 
back after 4- 
6 months for 
the issuance  of 
Annotated 
Certificate of 

None 10 minutes HERLYN P. 
PALMA 

Registration 
Officer II 

MCR 
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Birth/Report of 
Birth by the Civil 
Registrar-General 

6. Receive the 
copy of petition 

6. Release the 
copy of petition 

None 5 minutes HERLYN P. 
PALMA 

Registration 
Officer II 

MCR 

 Total None  2 hours, 30 
minutes 
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4. COURT DECREES (CD) 

-Adoption/Rescission of Adoption 
-Annulment of Marriage 
-Declaration of Absolute Nullity of Marriage 
-Dissolution of Marriage 
-Legal Separation/Court Order setting aside the decree of legal separation 
-Correction of Entry (excluded coverage of RA 9048) 

 
Is a court order which is registrable. It has undergone a hearing and the petition was 
approved by a competent court. 
 
Office  of  Division  Municipal Civil Registrarôs Office (MCR) 

Classification  Highly Technical 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Certified True Copy (CTC) of 
Court Decision 

1. Competent Court 

2. Copy of the Certificate of Finality 2. Competent Court 

3. Copy of the Certificate of 
Registration of Court Decree 

3. Municipal Civil Registrar Office 

4. Copy of the Annotated 
Document  (COLB/COM/COD) 

4. Municipal Civil Registrar Office 

5. Copy of Un-annotated Document 5. Municipal Civil Registrar Office 

6. Original copy of the 
COLB/COM/COD 

6. Philippine Statistics Authority 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G 

TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Municipal Civil 
Registrar to 
submit the 
necessary 
requirements 

1.1 Accept and 
evaluate the 
requirements 
submitted 
 

1.2 Issue order 
of payment 

None 40 minutes HERLYN P. 
PALMA 

Registration 
Officer II 
MCR 

2. Proceed to the 
Municipal 
Treasury Office for 
payment 

2.1 Accept 
payment 
 
2.2 Issue 
official receipt 
 

2.3 Advise the 
client to go back to 
the Municipal Civil 
Registrar Office 

Refer to 
Table of 
Fees 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 
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3. Proceed to the 
Municipal Civil 
Registrar Office 
and present 
official receipt 

3.1 Prepare the 
documents 

3.2 Forward 

prepared 
document  to 
the Municipal Civil  
Registrar 3.3 
Evaluate and 
Approve the 
documents 
 
3.4 Advise the 
client to return 
after 4-5 months 
for the release of 
Annotated 
Certificate  of  
Live 
Birth/Marriage/ 
Death from Civil 
Registrar-General 

None 40 minutes HERLYN P. 
PALMA 

Registration 
Officer II 

 
 LEONARDO L. 
TALADHAY, JR. 
Municipal Civil 

Registrar 
MCR 

4. Return to the 
Municipal Civil 
Registar Office to 
claim the 
annotated 
document 

4. Release the 
annotated 
document 

None 3 minutes AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

 
LEONARDO L. 

TALADHAY, JR. 
Municipal Civil 

Registrar 
MCR 

 Total Refer to 
Table of 
Fees 

1 hour, 28 
minutes 
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Municipal  Civil  Registrar  Office  

Table of  Fees 
 

Services Details Currency Amount 

 
 
Court Decrees and 
Orders 

Adoption P 550.00 

Annulment of Marriage P 550.00 

Divorce or Legal Separation P 550.00 

Naturalization P 550.00 

Application for Filipino Citizenship P 3,300.00 

Emancipation of Minor P 1,000.00 
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5. DEATH 
 
Is a permanent disappearance of all evidence of life at any time after live birth has taken 
place (post-natal cessation of vital functions without capability of resuscitation). 
 
Office  of  Division  Municipal Civil Registrarôs Office (MCR) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

ON TIME REGISTRATION: 
1. Barangay Certification 

 

1. Office of the Barangay Captain 

2. Confirmation of Death 2. Concerned Barangay Health Worker 
(BHW) 

3. Police/Spot Report (if needed) 3. Police Station 

LATE REGISTRATION:  
(strictly implementing 10-day posting 
period from the date of filing as per A.O. 
No. 1 s. 1993) 

 

ADDITIONAL  REQUIREMENTS: 
1. Affidavit of Delayed Registration 

1. Notary Public 

2. PSA Certification 2. Philippine Statistics Authority (PSA) 

3. At least any two (2) of the 
following   essential requirements: 

-picture of the land mark (lapida) 
-picture during funeral ceremony 
-certification from the Local 
Economic Enterprise 

 
 
-Personal file 
-Personal file 
-Office of the Local Economic Enterprise  
(if there is any) in place of burial 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Municipal Civil 
Registrar Office 
and submit the 
requirements for 
evaluation 

1.1 Accept and 
scrutinize the 
requirements 
submitted 
 
1.2 Issue 
an information 
sheet and 
request client to fill-
up the data needed 

None 7 minutes AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

 
LEONARDO L. 

TALADHAY, JR. 
Municipal Civil 

Registrar 
MCR 
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2. Submit the 
fully-filled up 
information sheet 

2.1 Review the 
supplied 
information 
 

2.2 Prepare 
the document 
 

2.3 Give back 
the document to 
the client for review 

None 10 minutes AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

LEONARDO L. 
TALADHAY, JR. 
Municipal Civil 

Registrar 
MCR 

3. Review the 
document, for 
signature of the 
informantôs and 
attendant at birth 

3.1 Prepare 
the document 
 

3.2 Instruct the 
client to proceed 
to Municipal 
Health Office and 
Funeral Parlor for 
certification and 
review of Health 
Officer and 
Embalmer 

None 30 minutes AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

MCR 

4. Return the 
document to the 
Municipal Civil 
Registrar Office 

4.1 Receive 
and forward the 
document to the 
Municipal Civil 
Registrar 
 
4.2 Issue order 
of payment 

None 5 minutes AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

 
LEONARDO L. 

TALADHAY, JR. 
Municipal Civil 

Registrar 
MCR 

5. Proceed to the 
Municipal 
Treasury Office 
for payment 

5.1 Receive 
payment 
 

5.2 Issue 
official receipt 

Refer to 
Table of 
Fees 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 
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Administrative Aide 
III 

MTO 

6. Return to the 
Municipal Civil 
Registrar Office 

6.1 Receive 
the official receipt 
 
6.2 Forward the 
document to    
the Municipal Civil 
Registrar 

None 3 minutes AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

MCR 

7. Claim the 
registered 
document 

7. Release the 
registered 
document 

None 2 minutes AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

MCR 

 Total Refer to 
Table of 
Fees 

1 hour, 2 
minutes 

 

 

 
 
 

 
TABLE OF FEES  

 
Services Details Currency Amount 

 
 

Death 

On date P 110.00 

Late: 

1 month ï 6 months P 165.00 

6 months and 1 day ï 1 year P 220.00 

1 year and 1 day - above P 275.00 + 50.00 per year 
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6. LEGITIMATION 
 
Is a remedy by means of which those who in fact were not born in wedlock and should, 
therefore, be considered illegitimate, are by fiction considered legitimate. 
 
Office  of  Division  Municipal Civil Registrarôs Office (MCR) 

Classification  Highly Technical 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Joint Affidavit of Legitimation 
(AOL) 

1. Notary Public or Municipal Civil Registar 

2. Supplemental Af f idav it  (minority 
ofparent/s did not mention in AOL) 

2. Notary Public or Municipal Civil Registar 

3.  Affidavit of Acknowledgement (child 
was not acknowledged by minor 
parents on the record of birth) 

3. Notary Public or Municipal Civil Registar 

4. Affidavit of Non-acknowledging 
Parent/s (child was born before 
August 3, 1988, not acknowledged 
by the father or mother on the 
record of birth) 

4. Notary Public or Municipal Civil Registar 

5. Certificate of Registration of 
the Affidavit of Legitimation 

5. Municipal Civil Registrar Office where the 
instrument is executed 

6. Certificate of Marriage of Parents 6. MCR 

7. UN-annotated Certificate of 
Live Birth/Report of Birth 

7. MCR 

8. Annotated Certificate of Live 
Birth/Report of Birth 

8. PSA 

OTHER REQUIREMENTS: 
9.  CENOMAR 

 
9. MCR/PSA 

10. Certificate of Death of the 
Deceased Spouse 

10. MCR/PSA 

11.Annotated Certificate/s of 
Marriage/s by reason of IP 
dissolution or a judicial 
pronouncement of nullity, 
annulment, or recognition of 
foreign divorce, divorce papers or 
presumptive death  of  the  
absent  spouse 

11. MCR/PSA 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 
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1. Proceed to the 
Municipal  Civil 
Registrar Office 
submit   the 
necessary 
requirements 

1.1 Accept and 
scrutinize the 
requirements 
submitted 
 
1.2 Prepare the 
annotated 
document and 
endorsement letter 
 
1.3 Give the 
prepared 
documents for 
review 

None 35 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

2. Review and 
return the 
prepared 
documents 

2.1 Receive the 
document and 
forward to the 
Municipal Civil 
Registrar for 
signature 
 
2.2 Issue order 
of payment slip 

None 15 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

3. Proceed to the 
Municipal 
Treasury Office for 
payment 

3.1 Accept 
payment 
 

3.2 Issue official 
receipt 
 

3.3 Advise client to 
return to Municipal 
Civil Registar 
Office 

P 250.00 
Migrant 
 
P 1,000.00 
Non- 
Migrant 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 

4. Proceed to 
Municipal   Civil 
Registrar Office 
and submit official 
receipt 

4.1 Accept and 
photocopy the 
official receipt of 
payment 
 
4.2 Advise the 
client to follow up 
the Annotated 
C e r t i f i c a t e  
of Birth/Report of 
Birth by the Civil 
Registrar-General 
after 4-6 months 

None 5 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 
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5. Claim and 
receive the 
annotated 
documents 

5. Release the 
annotated 
documents 

None 5 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

 Total P 250.00 
Migrant 

P 1,000.00 
Non 
Migrant 

1 hour, 5 
minutes 
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7. MARRIAGE 
 
Is a special contract of permanent union between a man and a woman entered into in family 
life. 
 
Office  of  Division  Municipal Civil Registrarôs Office (MCR) 

Classification  Complex 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

 
ON TIME REGISTRATION 
Necessary requirements: 
 
1. Certificate of Marriage 

 
 
 

1. Office of the Solemnizing Officer/Religious 
Authorities 

2. Certificate  of  Registration 
and Authority to  Solemnize 
Marriage (CRASM) 

2. Philippine Statistics Authority 

 
LATE REGISTRATION 
(strictly implementing 10-day posting 
period from the date of filing as per A.O. 
No. 1 s. 1993) 
 
Additional Requirements: 
1. Affidavit of Delayed Registration 

 
 
 
 
 

 
1. Notary Public 

2. PSA Certification 2. Philippine Statistics Authority 

3. At least any two (2) of these 
essential requirements: 

-pictures during rites 
-certification of solemnizing officer 

3. 
 
-personal file 
-religious authorities 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Municipal Civil 
Registrar Office 
and submit the 
requirements 

1.1 Accept and 
scrutinize the 
requirements 
 
1.2 Issue order 
of payment 
 
1.3 Advise the 
client to pay at the 
Municipal  
Treasury Office 

None 10 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

2. Proceed to the 
Municipal 
Treasury Office for 
payment 

2.1 Receive t
the payment 
 
2.2 Issue 

Refer to 
Table of 
Fees 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
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official receipt 

2.3 Advise client to 
return to the 
Municipal  
Treasury Office 

 
HERLYN 

E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 

3. Return to the 
Municipal Civil 
Registrar Office 
and submit the 
official receipt 

3.1 Receive 
the official receipt 
 
3.2 Forward 
the document to 
the Municipal Civil 
Registrar 
for registration 

None 3 minutes LEONARDO L. 
TALADHAY, JR. 
Municipal Civil 

Registrar 
MCR 

4. Claim the 
registered 
document 

4. Release the 
registered 
document 

None 3 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

 Total Refer to 
Table of 
Fees 

21 minutes  

 
 
 

 
Municipal  Civil  Registrar  Office  

Table of  Fees 
 

Services Details Currency Amount 

 
Registration of 
Marriage 

On date P 220.00 

Late   

1 month ï 6 months P 275.00 

6 months and 1 day ï 1 year P 330.00 

1 year and 1 day - above P 330.00 + 50.00 per 
year 
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8. MARRIAGE LICENSE 
 
 

Office  of  Division  Municipal Civil Registrarôs Office (MCR) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Any of the following: 
-Certificate of Birth 
-Baptismal/Dedication Certificate 
-Voterôs Certification 
-Driverôs License 
-Passport 
-Valid ID 

1. File 

2. Certificate of No Marriage 
(CENOMAR) 

2. Philippine Statistics Authority (PSA) 

3. Barangay Certification 3. Office of the Barangay Captain 

4. Marriage Counselling 
Certificate/Pre-Cana Certificate 

4. Issued by Imam, Pastor, Minister or 
Priest authorized to solemnized marriage 

5. Family Planning Certificate 5.   Issued by marriage counsellor duly 
accredited by the proper government 
agency 

In case either or both contracting 
parties not having been emancipated 
by previous marriage, they shall, in 
addition to the requirements:  
 

6. Parental Consent (between the 
age of 18 and 21 in the date of 
application) 

 
 
 
 
 

 6. Office of the Municipal Civil 
Registrar/Notary Public 

7. Parental advice (between the age 
of 21 and 1 day and 25 in the 
date of application) 

7. Office of the Municipal Civil 
Registrar/Notary Public 

In case either  of  the contracting  
parties the applicant shall be required 
to furnish:  

 
8. Certificate of Death of the 

Deceased Spouse 

 
 
 
 
 
8. File/Philippine Statistics Authority 

9. Judicial Decree of Absolute 
Divorce (Previous Marriage) 

9. Competent Court and Certificate of 
Finality duly registered by the Office of 
the Municipal Civil Registrar where the 
said court is located 

10. Judicial Decree of Annulment  

Note:  

-Notice shall be posted for 10-
consecutive days on a bulletin board 
outside the Office of the Municipal Civil 
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Registrar located in a conspicuous place 
within the building and accessible to the 
general public 

1. -Notice shall request all person 
having knowledge to advise the 
Civil Registrar thereof 

2. -Marriage License shall be 
issued after the completion of 
the period of publication 

3. -Marriage License is valid for 
120 days from the date of 
issuance to anywhere in 

4. the Philippines 
CLIENT STEPS AGENCY 

ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Contracting 
parties will proceed 
to the Municipal 
Civil Registrar 
Office 

1.1 Scrutinize 
initial requirements 
submitted 
 
1.2 Instruct to fill 
in the information 
sheer 

None 20 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

2. Check if the 
information needed 
is properly written 

2.1 Let the 
applicants to sign 
the application 
form 
 
2.2 Submit to 
MCR for 
subscription of 
sworn statement 
 
2.3 Issue 
payment order 
and advice 
applicant to 
proceed to   the   
Municipal 
Treasury Office for 
payment 

None 15 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
 

LEONARDO L. 
TALADHAY, JR. 
Municipal Civil 

Registrar 
MCR 

3. Proceed to 
Municipal 

Treasury Office for 
payment 

3.1 Receive the 
payment and 
issue official 
receipt 
 
3.2 Advice the 
applicant to submit 

Refer to 
Table of 
fees 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
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the official receipt 
to the Municipal 
Civil Registrar 

MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 

4. Submit official 
receipt 

4.1 Receive 
and check the 
official receipt 
 
4.2 Advise the 
contracting parties 
to submit the 
lacking 
requirements 

None 2 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

5. Submit the 
requirements 

5.1 Accept and 
verify the 
submitted 
requirements 
 

4.3 Post the 
notice and 
schedule the 
release of 
marriage license 

None 8 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

6. Receive the 
Marriage License 

6.1 Sign for 
the issuance of 
Marriage License 
 
 6.2 Release the 
Marriage license 

None 5 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

 Total Refer to 
table of 
fees 

50 minutes  

 
 
 

 
Municipal  Civil  Registrar  Office  

Table of  Fees 
 

Services Details Currency Amount 

Application for 
Marriage Licenses 

Both parties are resident of Braulio E. Dujali P 500.00 

A party is not a resident but not a foreigner P 600.00 

A party is a foreigner P 3,000.00 

Marriage 
License Fee 

 P 385.00 
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9. RA 9048 ï CLERICAL  ERROR AND CHANGE OF FIRST NAME 
 
Office  of  Division  Municipal Civil Registrarôs Office (MCR) 

Classification  Highly Technical 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

 
Basic : 
1. PSA/SECPA of Certificate of Birth 

 
 

1. Philippine Statistics Office (PSA) 

2. PSA/SECPA of Certificate of 
Marriage 

2. Philippine Statistics Office (PSA) 

3. PSA/SECPA of Certificate of Death 3. Philippine Statistics Office (PSA) 

 
Additional  Requirements:  
4. Certificate of Birth 

 
 

4. Philippine Statistics Office (PSA) 

5. Certificate of Marriage 5. Philippine Statistics Office (PSA) 

6. Certificate of Death 6. Philippine Statistics Office (PSA) 

7. Baptismal/Dedication Certificate 7. Religious Authorities 

8. Voterôs Certification 8. COMELEC 

9. School/Transcript of Records 9. Schools/Universities/Colleges 

10. Driverôs License 10. Personal File 

 
Additional  Documentary  Evidences:  
11. Passport/VisaNBI Clearance 

 
 

11. Department of Foreign Affairs (DFA) 

12. Land Title 12. NBI 

13. Newspaper Clippings 13. Publisher 

14. Affidavit of Publisher 14. Publisher 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G 

TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Municipal Civil 
Registar Office 
and submit 
requirements 

1.1 Accept and 
scrutinize the 
requirements 
submitted 
 
1.2 Prepare 
petition 
 
1.3 Issue order 
of payment 
 
1.4 Advise client to 
pay at Municipal 
Treasury Office 

None 40 minutes AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  
MCR 

2. Proceed to the 
Municipal 
Treasury Office for 

2.1 Accept 
payment 

 

Refer to 
Table of 
Fees 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 



 

103 |CITIZENôS CHARTER 2024  

payment 2.2 Issue 
official receipt 
 

2.3 Advise client 
to return to 
Municipal Civil 
Registrar Office 

VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 

3. Return to the 
Municipal Civil 
Registrar Office 
and submit the 
official receipt and 
affix the signature 
in the petition 

3.1 Receive 
the official receipt 
of payment 
 
3.2 Send notice to 
publish to the 
competent 
publisher 
 
3.3 Prepare 
Notice, record 
sheet and 
authenticate the  
submitted 
documents 
 
3.4 Advise the 
client to go back 
after the 10 days 
publication 

3.5 Submit  
the petition to the 
Municipal Civil 
Registrar for 
approval 

3.6 Sign and 
approve  the 
annotated 
Certificate of 
Birth/Marriage/ 
Death and/or 
documents of 
migrant petitioner 
and petition to 
the PSA 
Provincial Office 
 
3.7 Send copies 
of Petition of 
Migrant Petitioner 

None 1 hour and 30 
minutes 

AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

MCR 
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to the records 
keeping office 
 
3.8 Submit 
granted petition 
of non- migrant 
petitioner to 
PSA Provincial 
Office 

4. Proceed to the 
Municipal Civil 
Registrar Office 
and claim the 
documents 

4.1 Inform the 
client of the 
compliance of 
the 10 days 
publication 
period 
 

4.2 Prepare the 
ownerôs copy 

None 5 minutes HERLYN P. 
PALMA 

Registration 
Officer II  

MCR 

5. Claim the copy 
of petition 

5.1 Release the 
copy of granted 
petition 
 
5.2 Advise the 
client to come 
back after 4-6 
months for the 
issuance of 
Annotated 
Certificate of 
Birth/Report of 
Birth by the Civil 
Registrar-
General 

None 10 minutes HERLYN P. PALMA 
Registration 

Officer II  
MCR 

 Total Refer 
to 
Table 
of 
Fees 

2 hours, 30 
minutes 

 

 

 

 
Municipal  Civil  Registrar  Office  

Table of  Fees 
 

Services Details Currency Amount 

 
 

 
RA 9048 

Change of First Name   

Non Migrant Filing Fee (TF) P 3,000.00 

Non Migrant Filing Fee (GF) P 300.00 

Migrant Service Fee (TF) P 1,000.00 

Migrant Service Fee (GF) P 300.00 

Correction of Entry   
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Non Migrant Filing Fee (TF) P 1,000.00 
Non Migrant Filing Fee (GF) P 300.00 

 Migrant Service Fee (TF) P 500.00 

Migrant Service Fee (GF) P 500.00 
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10. RA 10172 - CORRECTION OF GENDER, DATE, MONTH OF 
BIRTH 

 
Office  of  Division  Municipal Civil Registrarôs Office (MCR) 

Classification  Complex 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

 

Basic : 
1. PSA/SECPA of Certificate of Birth 

 
 

1. Philippine Statistics Office (PSA) 
2. PSA/SECPA of Certificate of 
Marriage 

2. Philippine Statistics Office (PSA) 

3. PSA/SECPA of Certificate of Death 3. Philippine Statistics Office (PSA) 

 

Additional  Requirements:  
4. Medical Certificate (earlier records) 

 
 

4. Government Physician 

5. School/Transcript of Records 5. Schools/Universities/Colleges 

6. SSS Record 6. Social Security System (SSS) 

7. Baptismal/Dedication Certificate 7. Philippine Statistics Office (PSA) 

8. Passport/Visa 8. Department of Foreign Affairs (DFA) 

9. NBI Clearance 9. NBI 

10. Land Title 10. Personal File 

11. Newspaper Clippings 11. Publisher 

12. Affidavit of Publisher 12. Publisher 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Municipal Civil 
Registrar Office 
and submit 
requirements 

1.1 Accept and 
scrutinize the 
submitted 
requirements 
 
1.2 Prepare petition 
 
1.3 Advise the 
client to proceed to 
Municipal Health 
Office 

None 40 minutes HERLYN P. PALMA 
Registration 

Officer II  
MCR 

2. Proceed to 
Municipal Health 
Office 

2.1 Conduct 
physical 
health examination 
 
2.2 Issue medical 
certificate 
 
2.3 Advise client to 
return to Municipal 
Civil Registrar 
Office 

None 45 minutes DR. CHERRY T. 
DEMA-ALA 

Municipal Health 
Officer 
MHO 
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3. Proceed to the 
Municipal Civil 
Registrar Office 
And submit 
physical health 
certificate 

3.1 Receive the 
physical health 
Certificate 
 
3.2 Issue order of 
payment 
 

3.3 Advise client to 
pay at Municipal 
Treasury Office 

None 8 minutes HERLYN P. PALMA 
Registration 

Officer II  
MCR 

4. Proceed to 
Municipal Treasury 
Office for payment 

4.1 Receive 
payment 
 

4.2 Issue official 
receipt 
 
4.3 Advise the 
client to return to 
the Municipal Civil 
Registrar Office 

Filing 
Fee 
P 
3,000 
(GF) 
P1,000 
(TF) 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 
5. Proceed to 
Municipal Civil 
Registrar Office to 
submit official 
receipt and sign 
the petition 

5.1 Receive 
official receipt and 
the signed petition 
 
5.2 Advise the 
client to come 
back after the 10 
days publication 
period 
 
5.3 Send notices 
to competent 
publisher 
 
5.4 Prepare 
Notice, record 
sheet and 
authenticate the 
documents 
 
5.5 Submit  
the petition to the 
Municipal Civil 
Registrar for 
Approval and 
signature of the 
petition and sign 
the 

None 1 hour, 25 
minutes 

HERLYN P. PALMA 
Registration 

Officer II 
MCR 
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Certificate    
of Birth/Marriage/ 
Death 
 
5.6 Approve and 
sign the petition 
and annotated 
Certificate of 
Birth/Marriage/ 
Death 

6. Proceed to the 
Municipal    Civil 
Registrar Office 
and claim the 
documents 

6.1 Inform the 
client of the 
compliance of the 
10 days 
publication period 
 
6.2 Prepare the 
ownerôs copy 

None 5 minutes HERLYN P. PALMA 
Registration 

Officer II 
MCR 

7. Receive the 
copy of petition 

7. Release the 
copy of petition 

None 10 minutes HERLYN P. PALMA 
Registration 

Officer II 
MCR 

 Total Filing Fee 
P 3,000 
(GF) 
P1,000 
(TF) 

3 hours, 18 
minutes 
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11. RA 9255 ï AO 1, S 2016 ACKNOWLEDGMENT OR 
ADMISSION OF PATERNITY 

 
Office  of  Division  Municipal Civil Registrarôs Office (MCR) 

Classification  Highly Technical 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Affidavit to use surname of the 
father (AUSF) 

1. Notary (MCR) Public/Municipal Civil 
Registrar 

2. Certificate of Registration of AUSF 2. Municipal Civil Registrar (MCR) 

3. Un-annotated Certificate of Live 3. Municipal Civil Registrar (MCR) 

4.  Birth/Report of Birth  

5. Other requirements, if applicable: 
-Public handwritten instrument and 
the supporting documents 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
Municipal Civil 
Registrar Office 
and submit the 
requirements 

1.1 Accept the 
requirements 
submitted 
 
1.2 Annotate 
the document 
 
1.3 Forward the 
document to the 
Municipal Civil 
Registrar 
 
1.4 Issue order 
of payment 
 
1.5 Advise the 
client to pay at 
Municipal 
Treasury Office 

None 35 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

2. Proceed to the 
Municipal 
Treasury Office for 
payment 

2.1 Accept the 
payment 
 
2.2 Issue official 
receipt 
 
2.3 Advise the 
client to go back to 
Municipal Civil 
Registrar Office 

P 400.00 5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 
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MTO 

3. Proceed to 
Municipal Civil 
Registrar Office 
and submit official 
receipt 

3.1 Receive the 
official receipt 
 

3.2 Forward the 
document to the 
Municipal Civil 
Registrar for 
signature 
 

3.3 Advice the 
client to go back 
after 4-6 months 

None 5 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

4. Claim the 
annotated 
document 

4. Release the 
annotated 
document 

None 3 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

 Total P 400.00 48 minutes  
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12. SUPPLEMENTAL  REPORT 
 
Use to supply entries information in the Certificate of Live Birth, Certificate of Marriage, 
Certificate of Fetal Death, which are inadvertently omitted when the document was 
registered. 
 
Office  of  Division  Municipal Civil Registrarôs Office (MCR) 

Classification  Complex Transactions 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Affidavit to use surname of the 
father (AUSF) 

1. Notary Public/Municipal Civil Registrar 

2. Affidavit of Admission of 
Paternity 

2. Notary Public/Municipal Civil Registrar 

3. Certificate of Registration of 
Affidavit of Admission of 
Paternity 

3. Notary Public/Municipal Civil Registrar 

4. Certificate or Registration of 
AUSF 

4. Municipal Civil Registrar 

5. Unannotated Certificate of Live 
6. Birth/Report of Birth 

5. Municipal Civil Registrar 

7. Annotated Certificate of Live 
Birth/Report of Birth 

6. Municipal Civil Registrar 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Proceed to the 
Municipal Civil 
Registrar Office 
and submit the 
requirements for 
evaluation 

1.1 Accept and 
scrutinize the 
requirements 
submitted 
 
1.2 Annotate 
the document and 
forward the 
document to the 
Municipal Civil 
Registrar 
 
1.3 Issue order 
of payment 
 
1.4 Advise the 
client to proceed 
to the Municipal   
Treasury 
Office 

None 35 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 
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2.   Proceed to 
the Municipal 
Treasury Office for 
payment 

2.1 Accept the 
payment and 
issue official 
receipt 
 
2.2 Advise the 
client submit the 
official receipt at 
Municipal Civil 
Registrar Office 

P 200.00 
Migrant 
 
P 1,000.00 
Non-Migrant 

5 minutes ANALIE L. 
SALARDA 

Administrative 
Aide VI 

 
HERLYN 

E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative 
Aide III 
MTO 

3. Proceed to the 
Municipal Civil 
Registrar Office 
and submit official 
receipt 

3.1 Receive 
official receipt 
 

3.2 Forward the 
annotated 
 
3.3 document to 
the Municipal Civil 
Registrar for 
signature 
 
3.4 Advise the 
client to go back 
after 4-6 months 

None 5 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

4. Claim the 
annotated 
document 

4.1 Release the 
annotated 
document 

None 3 minutes AMALIA N. 
LEONA 

Administrative 
Aide I 

 
HERLYN P. 

PALMA 
Registration 

Officer II  
MCR 

 Total P 200.00 
Migrant 
 

P 1,000.00 
Non- 
Migrant 

48 minutes  
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13. REGISTRATION OF LEGAL  INSTRUMENT 
 
Are sworn statement in form of affidavit which affect the civil status of persons. These acts 
are executed without an order from the court. 
 
Office  of  Division  Municipal Civil Registrarôs Office (MCR) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Affidavit of Reappearance 
(absent of spouse who was 
previously declared by court as 
presumptive dead) 

1. Notary Public 

2. Affidavit of Legitimation (registered 
child born ou t  o f  wed lock  is  
cons idered legitimate by fiction 
of law due to the subsequent 
marriage 

 

3.  Republic Act  9858 (Legitimation 
of  Children to Minor Parents) 

 

4.   Acknowledgment/Admission of 
Paternity (if the acknowledgment 
is not done in Certificate of Live 
Birth of the illegitimate child) 

 

5. Republic Act 9255 (allows 
illegitimate children to use 
surname of the father if 
acknowledged at the back of the 
COLB or acknowledged in 
separate public document or in 
private handwritten instrument) 

 

6. Affidavit to Use Surname of the 
Father (AUSF). Affidavit is 
executed in order to use the 
surname of the father. 

 
The following are other examples of 
legal instruments: 
a. Acquisition of Citizenship 
b. Option to Elect Philippine 

Citizenship 
c. Affidavit of Repatriation 
d. Certificate of Legal Capacity to 

contract marriage 
e. Authorization and ratification of 

artificial insemination 
f. Marriage Settlements and any 

modification thereof 
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g. Repatriation document with oath of 
allegiance 

h. Voluntary emancipation of minor 
i. Waiver of rights/interests of 

absolute 
8. community of property 
CLIENT STEPS AGENCY 

ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
documents 

1.1 Accept and 
scrutinize the 
documents 
 
1.2 Register the 
documents 
 

1.3 Issue order of 
payment 

None 3 minutes AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

MCR 

2. Proceed to the 
Office of the 
Municipal 
Treasurer for 
payment 

2.1 Receive and 
issue official 
receipt of payment 
 
2.2 Advise to 
proceed to 
Municipal Civil 
Registrar and 
present 
official receipt 

Refer to 
table of 
fees 
 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 

3. Return at the 
Municipal Civil 
Registrar and wait 
for the annotated 
documents for 
checking 

3.1 Process 
the documents for 
annotation 
 
3.2 Release the 
document 

None 10 minutes AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

MCR 

4. Receive  the 
document   and 
submit to  any 
authorities 
(qualified to sign 
the subscription 
for  civil 
registration 
purposes (R.A. 
9255, AUSF, 

 None 2 minutes AMALIA N. 
LEONA 

Administrative Aide 
I 
 

HERLYN P. 
PALMA 

Registration 
Officer II  

MCR 
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Acknowledgment/ 
Admission of 
Paternity. 

 Total Refer to 
table of 
fees 

20 minutes  
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1. REQUEST 
 
This service provides of historical disaster occurrence, number of evacuation centers and 
other public documents. 
 
  Office  of  Division   Municipal Disaster Risk Reduction and Management Office 

 (Administrative and Training Section) 
  Classification   Simple 

  Type of  Transaction   G2C ï Government to Citizen 

  Who May Avail   All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

Request letter stating the specific data 
needed, the year or period of coverage 
and purpose of requesting the data 
include the contact number or email 
address of requesting party 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit request 
letter to 
MDRRMO Head 
or send thru email 
braulioedujalimdrr
mo@gmail.com 

1.1 Receive and 
verify the request  
 
1.2 Notify the 
requesting entity 
about the 
confirmation of the 
request thru 
contact number 
provided on the 
request letter 
 
1.3 Prepare all the 
data needed 
stated on the 
request letter 
 
1.4 Forward all 
the prepared data 
requested to the 
MDRRMO Head 
for verification 
 
1.5 Log the 
accomplishment 
including the date, 
time and release 
to the client the 
approved request 

None 
 
 
None 
 
 
 
 
 
 
 
None 
 
 
 
None 
 
 
 
 
 
None 

3 minutes 
 
 
3 minutes  
 
 
 
 
 
 
 
30 minutes 
 
 
 
15 minutes 
 
 
 
 
 
3 minutes 

JOELITO B. 
JURIANA, MPA 

MGDH I  
(MDRRMO V) 

 
ISIEN B. 

ARAGONES 
Administrative Aide 

III 
MDRRMO 

mailto:braulioedujalimdrrmo@gmail.com
mailto:braulioedujalimdrrmo@gmail.com
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with the sign of 
the department 
head 

 Total 54 
minutes 
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2.  MDRRMO 24/7 HOTLINE 
 
This service is use to report and assist any type of disaster and emergency circumstances 
24/7. 
 
Office  of  Division   Municipal Disaster Risk Reduction and Management Office 

 (Operating and Warning Section) 
Classification   Simple 

Type of  Transaction   G2C ï Government to Citizen 

Who May Avail   All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

Emergency calls  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Dial 
MDRRMO 
Hotline Number 
0916 462 6879 

1. Take the call and 
validate 

None 45 seconds JOELITO B. 
JURIANA, MPA 

MGDH I  
(MDRRMO V) 

 
ISIEN B. 

ARAGONES 
Administrative Aide 

III 
MDRRMO 

2. Notify the 
MDRRMO the 
type of 
emergency 
assistance 
needed and 
provide all 
necessary 
information 

2. Gather 
necessary details 
including name, 
age, address and 
the nature of 
emergency 

None 3 minutes JOELITO B. 
JURIANA, MPA 

MGDH I  
(MDRRMO V) 

 
ISIEN B. 

ARAGONES 
Administrative Aide 

III 
MDRRMO 

3. Receive 
instruction to help 
manage the 
situation and wait 
to the response 
team to arrive 

3.1 Provide 
pertinent 
information to the 
responders and 
give appropriate 
aide and direction 
for proper 
response 
 
3.2 Deployment of 
response team to 
conduct 
emergency 

None  
 
 
 
 
 
 
 
 
None 
 
 
 

3 minutes 
 
 
 
 
 
 
 
 
Within 10 
minutes 
upon the 
time of call 

JOELITO B. 
JURIANA, MPA 

MGDH I  
(MDRRMO V) 

 
ISIEN B. 

ARAGONES 
Administrative Aide 

III 
MDRRMO 
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response in the 
site of incident 
 
3.3 Return and 
logging of incident 
in the Operation 
Center 

 
 
 
None 

on set of 
incidents 
requires 5 
minutes 

 Total None 16 minutes, 
45 seconds 
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3.  DISASTER RISK REDUCTION MANAGEMENT TRAININGS 
INFORMATION EDUCATION CAMPAIGN (*maximum of 5 days 
training)  

 
Serving as Resource Person in multi sectoral conduct of capability building, information 
education campaign on DRRM and disaster preparedness, hazard and risk assessment 
 
Office  of  Division   Municipal Disaster Risk Reduction Management Office 

 (Administrative and Training Section) 
Classification   Simple 

Type of  Transaction   G2C ï Government to Citizen 
 G2B ï Government to Business 
 G2G ï Government to Government 

Who May Avail   All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

Letter of Training/Planning Workshop 
indicating what kind of training or 
workshop to be requested, number of 
participants, number of days, location, 
classification of participants (e.g. 
student, worker, PWD, etc.) 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Write letter of 
request for 
training/seminar 
to MDRRMO 
Head of Office or 
send thru email 
braulioedujalimdrr
mo@gmail.com 

1.1 Receive and 
check, accept and 
record the letter of 
request 
 
1.2 Forward letter 
to the Head of 
Office for review 
and feedback 
 
1.3 Coordinate to 
the requesting 
party 

None 
 
 
 
 
None 
 
 
 
None 

45 minutes 
 
 
 
 
2 hours 
 
 
 
10 minutes 

JOELITO B. 
JURIANA, MPA 

MGDH I  
(MDRRMO V) 

 
ISIEN B. ARAGONES 
Administrative Aide III 

MDRRMO 

 2. Coordinate to 
the Administrative 
and Training 
Section for the 
conduct of 
training and 
prepare the venue 
of training 

2.1 Prepare all the 
necessary things 
that may need in 
the conduct of 
training 
 
2.2 Conduct 
training based on 
the days requested 
on letter  
 

None 
 
 
 
 
None 
 
 
 
 
None 

 2 hours 
 
 
 
 
 5 days 
 
 
 
 
 20 minutes  

JOELITO B. 
JURIANA, MPA 

MGDH I  
(MDRRMO V) 

 
ISIEN B. ARAGONES 
Administrative Aide III 

MDRRMO 

mailto:braulioedujalimdrrmo@gmail.com
mailto:braulioedujalimdrrmo@gmail.com
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2.3 Prepare and 
submit the post 
activity report to 
the Office of the 
Local Chief 
Executive 

 Total None 5 days, 4 
hours, 45 
minutes 
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4. PROVISION OF WEATHER FORECAST FROM REQUEST/INQUIRIES 
IN SOCIAL MEDIA, TEXT MESSAGES, CALLS AND EMAILS  

 
This service is information dissemination regarding weather forecast to private individuals, 
entities and government agencies. 
 
Office  of  Division   Municipal Disaster Risk Reduction Management Officer 

 (Operation and Warning Section) 
Classification   Simple 

Type of  Transaction   G2C ï Government to Citizen 

Who May Avail   All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Request for assistance thru text 
messages, calls, social media char 
and emails. 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Call, text, chat 
or email the 
MDRRMO Braulio 
E. Dujali official 
accounts and 
hotline number 
listed below: 
 
Facebook 
Account 
Mdrrmo Braulio E. 
Dujali 
 
E-mail Account 
braulioedujalimdrr
mo@gmail.com 
 
Hotline Number 
0916-462-6879 

1.1 Receive text 
messages, calls, 
char or email and 
identify the 
request/inquiry as 
well as the 
identification of the 
requesting party 
 
1.2 Notify and 
respond to the 
requesting party 
and provide 
information or 
weather update 
relative to the 
request 
 
1.3 Send/release 
the data forecast 

 None 
 
 
 
 
 
 
 
 None 
 
 
 
 
 
 
 None 

 2 minutes 
 
 
 
 
 
 
 
 3 minutes 
 
 
 
 
 
 
 10 minutes 

JOELITO B. 
JURIANA, MPA 

MGDH I  
(MDRRMO V) 

 
ISIEN B. ARAGONES 
Administrative Aide III 

MDRRMO 

 Total  None  15 minutes  

 
 
 
 
 
 
 
 
 

mailto:braulioedujalimdrrmo@gmail.com
mailto:braulioedujalimdrrmo@gmail.com
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5.  REQUEST FOR INTERVIEW 
 
The purpose of this service is to provide accurate and correct information to the public in 
time of Disaster. 
 
Office  of  Division   Municipal Disaster Risk Reduction Management Office 

Classification   Simple 

Type of  Transaction   G2C ï Government to Citizen 

Who May Avail   All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Request letter  

2. Full name and affiliation of the 
requesting party 

 

3. Contact details of the requesting 
party 

 

4. Proposed time and schedule of 
interview 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Submit request 
to the MDRRMO 
or send thru email 
braulioedujalimdrr
mo@gmail.com 

1.1 Acknowledge 
receipt and process 
the request  
 
1.2 Endorse to the 
MDRRMO Head of 
Office for review 
 
1.3 Review and 
approve the 
content and 
schedule of 
interview 
 
1.4 Coordinate with 
requesting party on 
schedule and other 
logistic needs 

 None 
 
 
 
 None 
 
 
 
 None 
 
 
 
 
 None 

 5 minutes 
 
 
 
 2 minutes 
 
 
 
 10 minutes 
 
 
 
 
 5 minutes 

JOELITO B. 
JURIANA, MPA 

MGDH I  
(MDRRMO V) 

 
ISIEN B. ARAGONES 
Administrative Aide III 

MDRRMO 

 2. Conduct of 
Interview 

 2. Assist during the 
conduct of 
interview 

 None  1 hour JOELITO B. 
JURIANA, MPA 

MGDH I  
(MDRRMO V) 

 Total  None 1 hour, 22 
minutes 

 

 
 
 
 

mailto:braulioedujalimdrrmo@gmail.com
mailto:braulioedujalimdrrmo@gmail.com
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6.  REVIEW OF BARANGAY CONTINGENCY PLAN  
 
This service helps to revise and formulate better Contingency Plan as mandated in RA 
10121. 
 
 Office  of  Division   Municipal Disaster Risk Reduction Management Office 

 (Research and Planning Section) 
 Classification   Simple 

 Type of  Transaction   G2G ï Government to Government 

 Who May Avail   All barangay 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Proposed Contingency Plan (CP) for 
the incoming year 

 

2. Monthly report of the BDRRM Fund 
of the previous year with copy of the 
inventory of purchased equipment 
and conducted trainings/seminars 
charged against BDRRM Fund 

 

3. Executive order organizing 
BDRRMC 

 

4. BDRRMC and Sangguniang 
Barangay Resolution adopting 
Contingency Plan (CP) 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit request 
to the office of 
MDRRMO 

1. Receive and 
check the 
Contingency Plan 
and attachment or 
supporting 
documents 

None  5 minutes  JOELITO B. 
JURIANA, MPA 

MGDH I (MDRRMO 
V) 
 

ISIEN B. ARAGONES 
Administrative Aide III 

MDRRMO 
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2. Secure 
receiving copy for 
all documents 
forwarded 
indicating the over 
printed name of 
person who 
receive, date and 
time 

 2.1 Stamp the 
receiving copy, 
proof that all the 
documents are 
already received 
with the name and 
signature of the 
personnel received 
the document, date 
and time receive 
 
 2.2 Forward the 
documents to the 
Research and 
Planning Section 
for review 
 
 2.3 Review and 
evaluate the 
Contingency Plan 
and make 
clarifications, if 
necessary. 
 
 Check the 
following: 
 
(a) 
Completeness 
and validity of 
supporting 
requirements 
 
(b) Correct 
allocation of 
programs, 
projects and 
activities under 
disaster 
prevention and 
mitigation, 
disaster 
preparedness, 
disaster 
response and 
disaster recovery 
and rehabilitation 

None 
 
 
 
 
 
 
 
 
 
 
None 

 5 minutes 
 
 
 
 
 
 
 
 
 
 

 3 minutes 

JOELITO B. 
JURIANA, MPA 

MGDH I  
(MDRRMO V) 

 
ISIEN B. ARAGONES 
Administrative Aide III 

MDRRMO 
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2.4 Accomplish 
the ñRemarks 
and Action 
Takenò portion of 
the BDRRMP 
Approval Form 
and affix 
signature over 
printed name on 
space provided 
for ñChecked byò 
 
2.5 Receive the 
Contingency 
Plan Approval 
Form and make 
final evaluation 
on validity of 
BDRRMPôs . 
Affix initials next 
to the name of 
the Local 
Disaster Risk 
Reduction 
Management 
Officer 

3. Receive the 
approved 
Contingency Plan 
and sign for 
recordkeeping 

3.1 Affix 
signature on 
BDRRMP 
 
3.2 Release and 
secure receiving 
copy sign by the 
client 

None 
 
 
None 

 2 minutes 
 
 

 2 minutes 

JOELITO B. 
JURIANA, MPA 

MGDH I  
(MDRRMO V) 

 
ISIEN B. ARAGONES 
Administrative Aide III 

MDRRMO 

 Total None 1 day, 22 
minutes 
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7.  REVIEW OF BARANGAY DISASTER RISK REDUCTION AND 
MANAGEMENT PLAN  

 
Barangay Disaster Risk Reduction and Management Plan process for the approval to the 
Sangguniang Bayan adhering to the prescribed template and program, project and activities 
as mandated in RA 10121. 
 
Office  of  Division   Municipal Disaster Risk Reduction Management Office 

 (Research and Planning Section)  
Classification   Simple 

Type of  Transaction   G2G ï Government to Government 

Who May Avail   All Barangay 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Proposed Barangay Disaster Risk 
Reduction and Management Plan 
(BDRRMP) for the incoming year 

 Respective Barangays 

2. Monthly report of the BDRRM Fund f 
the previous year with copy of the 
inventory of purchased equipment 
and conducted trainings/seminars 
charged against BDRRM Fund 

 

 3. Executive Order organizing 
BDRRMC 

 

 4. BDRRMC and Sangguniang 
Barangay Resolution adopting 
BDRRM Plan 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit request 
to the Office of the 
MDRRMO 

1. Receive and 
check the 
BDRRMP and 
attachment or 
supporting 
documents 

 None 5 minutes JOELITO B. 
JURIANA, MPA 

MGDH I (MDRRMO 
V) 
 

ISIEN B. ARAGONES 
Administrative Aide III 

MDRRMO 

2. Secure 
receiving copy for 
all documents 
forwarded 
indicating the over 
printed name of 
person who 
receive, date and 
time 

 2.1 Stamp the 
receiving copy, 
prof that all the 
documents are 
already received 
with the name 
and signature of 
the personnel 
received the 
document, date 
and time receive 

None 
 
 
 
 
 
 
 
 
 
 

2 minutes 
 
 
 
 
 
 
 
 
 
 

JOELITO B. 
JURIANA, MPA 

MGDH I (MDRRMO 
V) 
 

ISIEN B. ARAGONES 
Administrative Aide III 

MDRRMO 
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 2.2 Forward the 
documents to the 
Research and 
Planning Section 
for review 
 
 2.3 Review and 
evaluate the 
Contingency Plan 
and make 
clarifications, if 
necessary. and 
validity of 
supporting 
documents/ 
requirements 
 
2.3 (b) Correct 
allocation of 
programs, 
projects and 
activities under 
disaster 
prevention and 
mitigation, 
disaster 
preparedness, 
disaster 
response and 
disaster recovery 
and rehabilitation 
 
2.4 Accomplish 
the ñRemarks 
and Action 
Takenò portion of 
the BDRRMP 
Approval Form 
and affix 
signature over 
printed name on 
space provided 
for ñChecked byò 
 
2.5 Receive the 
Contingency Plan 

 
None 
 
 
 
 
 
None 
 
 
 
 
 
 
 
 
 
 
None 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
None 

 
 3 minutes 
 
 
 
 
 
 1 day 
 
 
 
 
 
 
 
 
 
 
5 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3 minutes 
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Approval Form 
and make final 
evaluation on 
validity of 
BDRRMPôs . Affix 
initials next to the 
name of the 
Local Disaster 
Risk Reduction 
Management 
Officer 

3. Receive the 
approved 
Contingency Plan 
and sign for 
recordkeeping 

3.1 Affix signature 
on BDRRMP 
 
3.2 Release and 
secure receiving 
copy sign by the 
client 

None 
 
 
None 

2 minutes 
 
 
2 minutes 

JOELITO B. 
JURIANA, MPA 

MGDH I (MDRRMO 
V) 
 

ISIEN B. ARAGONES 
Administrative Aide III 

MDRRMO 

 Total None 1 day, 22 
minutes 
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MUNICIPAL ECONOMIC ENTERPRISE 
DEVELOPMENT OFFICE 

 
External  Service s
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1. COLLECTION OF PARKING AND DEPARTURE FEE  
 

Office  or  Division  MUNICIPAL ECONOMIC ENTERPRISE DEVELOPMENT 
OFFICE 

Classification  Simple 

Type of  Transaction  G2B-Government to Business 

Who may avail  PUBLIC UTILITY BUSES AND PUBLIC UTILITY JEEPNEY 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Payment 
parking fee and 
departure fee 

1. Received 
payment for 
parking and 
departure fee 

 

P 10.00 
for PUJ 

 
P 15.00 
for PUB 

2 minutes ABEL T. 
PAGATPAT 

MEEO-I 
MEEDO 

2. Receive Cash 
Tickets 

2. Issue cash 
tickets for parking 
and departure fee 
 

 1 minute ABEL T. 
PAGATPAT 

MEEO-I 
MEEDO 

 Total P 10.00 
for PUJ 

 
P 15.00 
for PUB 

2 minutes  
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2. ñMARKET STALL AWARDINGò  

 
The local government through the Municipal Local Economic Enterprise Office is offering 
public market stalls for business purpose with contract renewable every year subject to 
terms and conditions stipulated in Municipal Ordinance no. 2017-201 possession. 
Certificate of Award will be issued to all qualified applicants upon compliance of necessary 
documents. 
 
Office  of  Division  Municipal Economic Enterprise Development Office 

(MEEDO) 
Classification  Highly Technical 

Type of  Transaction  G2C ï Government to Client 

Who May Avail  All Applicants 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Community Tax Certificate 1. Barangay Treasury or Municipal 
    Treasury Office (MTO) 

2. Official Receipt of Application Fee 2. Municipal Treasury Office (MTO) 
3. Proof of residency (Voterôs ID or 

certificate) 
3. COMELEC 

4. Official Receipt of payment of 
    Goodwill 

4. Municipal Treasury Office (MTO) 

5. One (1) Government Issued ID if no 
voters ID 

5. Any Government Offices 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the log 
Book 

1. Give the 
logbook 

None 1 minute ANGELITA A. 
DALISAY 

Administrative Aide 
III 

MEEDO 
2. Undergo the 
initial interview 

2.1 Conduct the 
initial interview 

 
2.2 Advice client to 
proceed to waiting 
area 

None 3 minutes ANGELITA A. 
DALISAY 

Administrative Aide 
III 

MEEDO 

3. Fill out and 
accomplish  the 
NSRP, PIS 
Form and 
application form. 

3.1 Give the 
NSRP, PIS Form 
and Application 
form. 
 
3.2 Instruct the 
client how to 
accomplish the 
form 

None  15 minutes  ANGELITA A. 
DALISAY 

Administrative Aide 
III 

MEEDO 

4. Submit the fill 
out NSRP, PIS 
form and 
Application form 

4. Receive and 
evaluate for its 
completeness the 
filled-out form. 

None 2 minutes ANGELITA A. 
DALISAY 

Administrative Aide 
III 

MEEDO 
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5. Give referral for 
application fee 

5. Issue Referral 
form for Payment 
of application fee. 

None 3 minutes ANGELITA A. 
DALISAY 

Administrative Aide 
III 

MEEDO 
6.  Pay for 
application fee 

6. Received 
payment and issue  
official receipt  

P 50.00 2 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 
7. Present Official 
receipt 

7.1 Received 
official receipt 
 
7.2 Advise Client 
to wait for 10 days 
for schedule of 
draw lots  

None 10 days ANGELITA A. 
DALISAY 

Administrative Aide 
III 

MEEDO 

8. Draw lots of 
stalls applicants 

8. Conduct draw 
lots for stall 
applicants 
 

None 30 minutes ABEL T. 
PAGATPAT 

MEEO-I 
 

ANGELITA A. 
DALISAY 

Administrative Aide 
III 

MEEDO 
9. Receive of 
certificate of award 

9. Prepare and 
Issue certificate of 
award 

None  ABEL T. 
PAGATPAT 

MEEO-I 
 

ANGELITA A. 
DALISAY 

Administrative Aide 
III 

MEEDO 
10. Payment of 
Goodwill 

10. Issue official 
Receipt for Good 
will 

P 3,000 
For Braulio 
E. Dujali 
Residence 
 
P 50,000 
For non-
residence 

2 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN 
E.PANTOJAN, 
MARLON P. 
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JUMAWAY 
Administrative Aide 

III 
MTO 

11. Present 
requirements 

11. Receive 
requirement such 
as government 
issued id, 
certificate of 
award, official 
receipt of Goodwill 
and evaluate for its 
completeness.  

None 2 minutes ANGELITA A. 
DALISAY 

Administrative Aide 
III 

MEEDO 
 

12. Receive 
Contract of Lease 

12. Issue 
contract of lease 
and instruct client 
in how accomplish 
and notarial of the 
contract 

None 3 minutes ANGELITA A. 
DALISAY 

Administrative Aide 
III 

MEEDO 

 Total P 3,000 
For Braulio 
E. Dujali 
Residence 
 
P 50,000 
For non-
residence 

10 days, 1 
hour 3 minutes 
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3. NIGHT MARKET AND TABO -TABO OPERATION  

 
Office  or  Division  MUNICIPAL ECONOMIC ENTERPRISE DEVELOPMENT OFFICE 

Classification  Simple 

Type of  Transaction  G2B-Government to Business 

Who may avail  All  

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Proof of residency  
(Voterôs Certificate of Registry) 

1. COMELEC 

2. Mayorôs Permit 2. Mayorôs Office 

3. Occupational Permit 3. BPLS 

4. Health Card (for Food)  4. MHO 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSIN
G 

TIME 

PERSON 

RESPONSIBLE 

1. Sign in the log 
book 

1. Give the logbook None 1 minute ABEL T. 
PAGATPAT 

MEEO-I 
 

ANGELITA A. 
DALISAY 

AA-III 
MEEDO 

2. Undergo the 
initial interview 

2.1 Conduct the 
initial interview 
 
2.2 Advice client 
to proceed to 
waiting area 

None 3 minutes ABEL T. 
PAGATPAT 

MEEO-I 
 

ANGELITA A. 
DALISAY 

AA-III 
MEEDO 

3. Fill out and 
accomplish  the 
NSRP, PIS 
Form and 
application form. 

3.1 Give the 
NSRP, 
PIS Form and 
Application form. 
 
3.2 Instruct the 
client how to 
accomplish the 
form 

None 15 minutes ABEL T. 
PAGATPAT 

MEEO-I 
 

ANGELITA A. 
DALISAY 

AA-III 
MEEDO 

4. Submit the fill 
out NSRP, PIS 
form and 
Application form 

4.1 Receive and 
evaluate for its 
completeness the 
filled-out form. 
 
4.2 Instruct the 
client to process all 
the requirements.  

None 2 minutes ABEL T. 
PAGATPAT 

MEEO-I 
 

ANGELITA A. 
DALISAY 

AA-III 
MEEDO 
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5. Received All 
requirements 

5. Receive and 
evaluate for its 
completeness of all 
requirements. 
 

None 2 minutes ABEL T. 
PAGATPAT 

MEEO-I 
 

ANGELITA A. 
DALISAY 

AA-III 
MEEDO 

6. Locate Assigned 
Area 

6. Assign area to 
clients where to 
display. 

None 2 minutes ABEL T. 
PAGATPAT 

MEEO-I 
 

ANGELITA A. 
DALISAY 

AA-III 
MEEDO 

7. Pay for Rental 7. Issue Cash ticket 
per area 

P 5.00/ 
sq.m 

1 minute ABEL T. 
PAGATPAT 

MEEO-I 

 TOTAL  P 5.00/ 
sq.m 

26 minutes  
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3. RENTALS COLLECTION PUBLIC MARKET  
 
The public market is one of the economic enterprises of LGU as the center of trade 
where buying and selling of commodities are engaged. This generates revenue 
through imposition of fees and rentals. 
 

Office  or  Division  Economic Enterprise Development & Management Office 

Classification  Simple 

Type of  Transaction  G2B-Government to Business 

 G2C-Government to Citizen 

Who may avail  All Renters 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSIN
G 

TIME 

PERSON 

RESPONSIBLE 

1. Pays Daily rental 1. Issues
 Official 
Receipts. 

Refer to 
table of 
fees 

2 Minutes ABEL T. 
PAGATPAT 

MEEO-I 
MEEDO 

 Total None 20 minutes  

 
 

TABLE  OF FEES 

 
 
 

 

 

 

 

 

 
 
 

SECTIONS DAILY RENTAL  

Wet Section         Corner 10.00/ sq.m. 

                             Non-Corner 8.00/ sq.m 

Sari -sari, Bigasan, vegetable, Fruits, Dried 
Fish, Dry Goods Section  

 

                             Corner 5.00/ sq.m 

                             Non- Corner 3.00/sq.m 

Food Court Section   

                             Corner 4.00/ sq.m 

                             Non- Corner 3.00/sq.m 
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5.  SLAUGHTERING OPERATION 
 
Based on Municipal Ordinance No. 2017-201 Article XVI section 130 that all slaughtered 
animals intended for sale Before any animal is slaughtered for public consumption shall 
only be done in the slaughterhouse. A permit fee therefore shall be secured from the Office 
of the Municipal Local Economic Enterprise or by duly authorized representative who will 
determine whether the animal is fit for human consumption, thru the Municipal Treasurer 
upon payment of the corresponding fee. 
 
Office  of  Division  Municipal Economic Enterprise Development Office 

Classification  Simple 

Type of  Transaction  G2C ï Government to Client 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Shipping Permit 1. Source of live animal 

2. Veterinary Certificate 2. Veterinarian 
 3. Barangay Certification 3. Barangay  
4. Credentials (for Large Animals) 4. Owner of the animal 
CLIENT STEPS AGENCY 

ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Deliver the 
animal to  be 
slaughtered and 
give details and 
submit 
requirements 

1.1 Receive all 
the requirements 
 
1.2 Record the 
details of the 
animal I the 
logbook 
 

1.3 Advise the 
client to pay the 
fees 

None 5 minutes BRYANROY E. 
RODICOL 

Administrative 
Aide III 

MEEDO 

2. Pay the 
necessary fees 

2.1 Receive the 
payment 
 
2.2 Issue official 
receipt 

Coral Fee 
P10.00 
Small 
animals & 
hogs 
 
P20.00 
large 
animals 
 
Permit to 
Slaughter 
P20.00 
 
Slaughter 
ing Fee 
 
P50.00 

3 minutes ABEL T. 
PAGATPAT 

MEEO-I 
MEEDO 
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small 
animals 
 
P100.00 
hogs 
 
P250.00 
large 
animals  
Meat 
Inspection 
P20.00 

3. Receive the 
official receipt 

3.1 Advise the 
client to come 
back after 8 hours 
 
3.2 Issue 
Animal Deposit 
Slip 
 

3.3 Observe the 
animal and record 
observations in 
the logbook 

None    8 hours BRYANROY E. 
RODICOL 

Administrative 
Aide III 

MEEDO 

4. Proceed at 
the waiting area 

4.1 Advise butcher 
to slaughtered the 
animal fit for 
human 
consumption. 
 
4.2 Conduct 
inspection of 
carcass and 
Offal to determine 
passed and/ or 
condemned parts 
for not fit for 
human 
consumption. 
 
4.3 Weigh 
carcass and offal 
due for release. 
 
4.4 
Record to logbook 
the respective 
weigh of carcass 
and offal. 

None 1 hour for hogs 
& small 
animals/ 2 
hours for 
large animals 
 
3 minutes 
for hogs & 
small 
animals/ 5 
minutes for 
large 
animals 
 
 
3 minutes 
 
 
 
2 minutes 

ABEL T. 
PAGATPAT 

MEEO-I 
MEEDO 
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5. Receive the 
carcass and offal 

5. Turn over the 
carcass with Local 
Meat Inspection 
Certificate  

None 2 minutes ABEL T. 
PAGATPAT 

MEEO-I 
 

BRYANROY E. 
RODICOL 

Administrative 
Aide III 
MEEDO 

 Total Coral Fee 
P10.00 
Small 
animals & 
hogs 
 

P20.00 
large 
animals 
 
Permit to 
Slaughter 
Php 20.00 
 
Slaughteri
ng Fee 
 
P50.00 
small 
animals 
 
P100.00 
hogs 
 
P250.00 
large 
animals  
 
Meat 
Inspection  
P20.00 

8 hours, 15 
minutes 
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MUNICIPAL ENGINEERING OFFICE 

 
 

External  Services  
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1. BUILDING, ELECTRICAL  AND MECHANICAL  PERMIT 
 
Building  Permit:  Serves as official consent to commence any construction, demolition, and 
addition or renovation of property or building. Electrical Permit: Serves as a requirement 
for installing, replacing, removing, connecting, disconnecting or repairing electrical works 
except replacing fusses, receptacles, switches, and utilization equipment. Plumbing and 
Sanitary Permit: Serves as requirement before the construction of new or additional, or 
altering existing plumbing installations, water supply, storm drainage, water purification and 
sewerage treatment plant. For new buildings, this is part of Building Permit application. 
 
Office  of  Division  Municipal Engineering Office (MEO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certification, 4 copies 1. Barangay 

2. Tax Clearance, 4 copies 2. Municipal Treasury Office 

3. Tax Receipts, 4 copies 3. Land Owner 

4. Tax Declaration, 4 copies 4. Municipal Assessorôs Office 

5. Certificate of Land Title 5. Land Owner 

6. Deed of Sale 6. Land Owner 

7. Municipal Agrarian Reform 
Certification 

7. Municipal Agrarian Reform Office 

8. Affidavit of Consent, if not the Owner 
of land 

8. Notary Public 

9. Zoning Certification 9. Municipal Planning & Development 
Office 

10. Location Clearance 10. Municipal Planning & Development 
Office 

11. Building Plan 11. Licensed Civil Engineer or Architect 

12. Fire Safety Evaluation Clearance 
(FSEC)/Fire Safety Inspection 

       Certificate 

12. BFP Online 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Engineering Office 
and ask for the 
forms 

1.1 Provide the 
forms to the client 
 
1.2  Instruct the 
client 
how to fill up 
the forms 

None 5 minutes ARCH. GALIO M. 
PALMERA 

Building Inspector  
MEO 
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2. Fill up all the 
forms and 
submit all the 
requirements 

2.1 Receive 
and review all the 
accomplished 
forms 
 

2.2 If 
complete 
documents is 
submitted, advise 
the client to 
proceed to the 
Treasury Office 
 

2.3 Give the 
payment slip 

None 30 minutes ARCH. GALIO M. 
PALMERA 

Building Inspector 
MEO 

3. Proceed to the 
Treasury Office, 
submit the 
payment slip and 
pay the amount 

3.1 Receive the 
payment slip and 
the cash payment 
 
3.2 Issue 
official receipt 
 

3.3 Advise the 
client to return to 
the Engineering 
Office 

Refer to 
Table of 
Fees 

15 minutes ANALIE L. SALARDA 
Administrative Aide VI 

 
HERLYN 

E.PANTOJAN, 
MARLON P. 
JUMAWAY 

Administrative Aide III 
MTO 

4. Proceed to the 
Engineering Office
 and 
present the official 
receipt of payment 

4.1 Receive 
and check the 
official receipt 
 
4.2 Entry details 
of payment in the 
logbook 
 

4.3 4.3 Forward  the 
documents to the 
Head, for 
signature 

None 30 minutes ARCH. GALIO M. 
PALMERA 

Building Inspector 
 

ENGR. JAY R. 
COLALJO 

Municipal Engineer  
MEO 

5. Proceed to BFP 
Office for 
Application of 
Evaluation 

5. Receive 
application of 
Building Permit, 
Electrical and 
other related 
permit 

None 5 minutes Bureau of Fire 
Protection 
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6. Receive the 
approved building, 
electrical and 
mechanical permit 

6.1 Release the 
approved building, 
electrical and 
mechanical permit 
 

6.2 Advise the 
client to come back 
upon completion of 
the building for the 
issuance of 
Certificate of Final 
Inspection 

None 5 minutes ARCH. GALIO M. 
PALMERA 

Building Inspector 
MEO 

 Total Refer 
to 
Table 
of 

Fees 

1 hour, 30 
minutes 
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IF BUILDING ALREADY  CONSTRUCTED: 
 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSIN
G 

TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Engineering Office 
and ask for the 
forms 

1.1 Provide the 
forms to the client 
 

1.2 Instruct the 
client how to fill up 
the forms 

None 5 minutes ARCH. GALIO M. 
PALMERA 

Building Inspector 
MEO 

2. Fill up all the 
forms and 
submit wi th  a l l  
the requirements 

2.1 Receive and 
review all the 
accomplished 
forms 
 
2.2 Evaluate 
other requirements 
 

2.3 Advise the 
client to return the 
next day after   the   
actual 
inspection and 
assessment 

None 30 minutes ARCH. GALIO M. 
PALMERA 

Building Inspector 
MEO 

3. Return to the 
Engineering Office 

3.1 Present to the 
client the fees to be 
paid as per conduct 
of actual inspection 
and assessment of 
the building 
 
3.2 Advise the 
client to proceed to 
Notary Public for 
notarial of 
application for 
building permit 
forms 

None 20 minutes LIEZEL P. DELFIN 
Administrative Aide III  

MEO 

4. Proceed to 
Notary Public and 
return to the 
Engineering Office 

4.1 Receive the 
notarized 
application for 
building permit 
forms 

None 20 minutes ARCH. GALIO M. 
PALMERA 

Building Inspector 
MEO 

5. Proceed to the 
Treasury Office, 
submit the 
payment slip and 
pay the amount 

5.1 Receive the 
payment slip and 
the cash payment 
 
5.2 Issue official 

Refer to 
Table of 
Fees 

15 minutes LIEZEL P. DELFIN 
Administrative Aide III  

MEO 
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receipt 
 

5.3 Advise the client 
to return to the 
Engineering Office 

6. Proceed to the 
Engineering Office 
and present the 
official receipt of 
payment 

6.1 Receive and 
check the official 
receipt 
 
6.2 Entry details of 
payment in the 
logbook 
 

6.3 Forward the 
documents to the 
Head, for signature 

None 20 minutes ARCH. GALIO M. 
PALMERA 

Building Inspector 
MEO 

7. Proceed to BFP 
Office for 
Application of 
Evaluation 

7.1 Receive 
application of 
Building Permit, 
Electrical and other 
related permit 

None 5 minutes Bureau of Fire 
Protection 

8. Receive the 
approved building, 
electrical and 
mechanical permit 

8.1 Release the 
approved building, 
electrical and 
mechanical permit 
 
8.2 Advise the 
client to come back 
upon completion of 
the building for the 
issuance of 
Certificate of Final 
Inspection 

None 5 minutes ARCH. GALIO M. 
PALMERA 

Building Inspector 
MEO 

 Total Refer to 
Table 
of 
Fees 

2 hours  
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2.  CERTIFICATE OF FINAL INSPECTION FOR BUILDING
 AND ELECTRICAL PERMIT  
 
Formally marks the completion of the project where the electrical inspector had inspected 
and agreed with the proper installation of electrical wirings 
 
Office  of  Division  Municipal Engineering Office (MEO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSI
NG 

TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Engineering Office 
and request for 
the Certificate   of 
Final Inspection 

1.1 Record the 
request of the 
client in the 
logbook 
 

1.2 Advise the 
client to return the 
next day after the 
conduct of final 
inspection of the 
building 

None 5 minutes ARCH. GALIO M. 
PALMERA 

Building Inspector 
MEO 

2. Proceed to BFP 
Office and request 
for Certificate of 
Inspection 

2. Receive 
Request for 
Certificate of 
Inspection 

None 5 minutes BUREAU OF FIRE 
PROTECTION 

3. Return to the 
Engineering Office 

3.1 Prepare the 
Certificate of Final 
Inspection 
 

3.2 Forward the 
Certificate of Final 
Inspection to the 
Head, for 
signature 

None 20 minutes ARCH. GALIO M. 
PALMERA 

Building Inspector 
 

ENGR. JAY R. 
COLALJO 

Municipal Engineer  
MEO 

4. Receive the 
Certificate of Final 
Inspection 

4.1 Entry details of 
the Certificate of 
Final Inspection in 
the logbook 
 
4.2 Release the 
Certificate of Final 
Inspection t o  
t h e  
Client 

None 5 minutes LIEZEL P. DELFIN 
Administrative Aide III  

MEO 
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 Total None 30 minutes  
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3.  CERTIFICATE OF OCCUPANCY 

 
Serves to certify a buildingôs compliance in accordance with applicable building codes and 
other laws, and indicating it to be in a condition suitable for occupancy. 
 
Office  of  Division  Municipal Engineering Office 

Classification  Highly Technical 

Type of  Transaction  G2C-Government to Citizen, G2B-Government to Business, 

G2G-Government to Government 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Approved Building Permit 1. Municipal Engineerôs Office 

2. Approved Electrical Permit 2. Municipal Engineerôs Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
requirements 

1.1 Evaluate 
Documents 
Submitted 
 
1.2 Conducts 
inspection  for
 the readiness of 
occupancy 
 
1.3 Process 
Certificate  of 
Occupancy after 
15 days upon 
completion  of
  the building 
 
1.4 Issues 
Certificate of 
Occupancy 

None 
 
 
 
None 
 
 
 
 
None 
 
 
 
 
 
 
None 

15 Minutes 
 
 
 
2 Days 
depending 
on the 
project 
location 
15 Days and 
15 Minutes 
 
 
 
 
 
15 Minutes 

ARCH. GALIO M. 
PALMERA 

Building Inspector 
 

ENGR. JAY R. 
COLALJO 

Municipal Engineer  
MEO 

2. Receives 
Certificate of 
Occupancy and 
signs log book 

2. Release 
Certificate of 
Occupancy 

None 2 Minutes ARCH. GALIO M. 
PALMERA 

Building Inspector 
MEO 

 Total None 17 days, 47 
minutes 
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MUNICIPAL ENGINEERING OFFICE FEES 

 
Forms 

- Building Permit Form 

- Certificate of Completion 

- Electrical Permit 

- Certificate of Final Inspection 

 
P  
P 
P 
 

 
55.00 per set 

55.00 per set 

55.00 per set 

55.00 per set 

Certification 

- first two (2) pages 

- every succeeding page 

 

P  

P 

 
55.00 

5.00 

Reproduction of Office Documents, per document P  55.00 

Program of Works P  1% of the total project 

cost 

Drawing of Plan P  550.00 per sheet 

Exclusive Blue Printing ï Bond Paper Size P  55.00 per sheet 

Inspection Fee 

- Annual Inspection Fee for Business Permit 

 
P  

 
165.00 
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MUNICIPAL ENVIRONMENT AND NATURAL 
RESOURCES OFFICE 

 
 

External  Services  
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1.  ISSUANCE OF MENRO CERTIFICATION/CLEARANCE FOR 
BUSINESS PERMIT APPLICANTS (NEW AND RENEWAL)  

 
The Municipal Environment and Natural Resources Office issues Certification/Clearance to 
Business Permit applicants either for New or for Renewal. 
 
Office  of  Division  Municipal Environment and Natural Resources Office 

Classification  Simple 

Type of  Transaction  G2B ï Government to Business Entity 

Who May Avail  Business Permit Applicants (New & Renewal) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

 1. Barangay Certification/Clearance 1. Barangay where the Business is located 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 
MENRO and 
submit the 
required 
document 

1. Receives and 
checks the required 
document 

None 2 minutes MARY JANE N. 
MOLATO 

MENRO I 

2. Signs the 
attendance sheet 
and logbook after 
the interview and 
orientation 

2.1 Interview and 

orient the applicant 

about the RA 9003 

 

2.1 2.2 Prepares 

and print the 

MENRO 

Certification/ 

2.2 Clearance 

None 10 minutes MARY JANE N. 
MOLATO 

MENRO I 

3. Pays the 
amount of fees 

3.1 Receives 
payment 
 
3.2 Issues official 
receipt 

 55.00 5 minutes ANALIE L. 

SALARDA 

Administrative Aide 

VI 

 (Disbursing Officer 

I) 

 

MARLON P. 

JUMAWAY, 

HERLYN E. 

PANTOJAN 

Administrative Aide 

III 

MTO 
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4. Presents the 

official receipt and 

receives MENRO 

Certification/ 

Clearance 

4.1 Record the 

official receipt and 

release the 

MENRO 

Certification/ 

Clearance 

None 2 minutes MARY JANE N. 
MOLATO 

MENRO I 

 Total  55.00 19 minutes  
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2. GARBAGE COLLECTION SERVICES  
 
To ensure proper collection and disposal of garbage, ñNO segregation, NO collectionò. The 
collection is based on schedule per purok in every barangay.  
 

Office  of  Division  Municipal Environment and Natural Resources Office 

Classification  Simple 

Type of  Transaction  G2B ï Government to Business Entity 
G2C ï Government to Citizen 
G2G ï Government to Government 

Who May Avail  All Stakeholders 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

SCHOOL & OTHER INSTITUTION  
     Letter Request 
     Segregated domestic wastes  
     (residual and special) 

 

HOUSEHOLDS & BUSINESSES  
     Segregated domestic wastes 
     (residual and special) placed at the  
     Material Recovery Facility (MRF) or      
     Designated pick-up point  

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

SCHOOL & 
OTHER 
INSTITUTION 
 
1. Proceed to the 
MENRO and 
submit the letter 
request 

 
 
 
 
1.1 Receives the 
letter request and 
check the 
requested date of 
garbage collection 
 
A. If No conflict on 
requested date, the 
MENRO in-charge 
records the details 
in the logbook 
 
B. If with conflict on 
date requested, the 
requesting party is 
informed of other 
available dates 

 
 
 
 
None 
 
 
 
 
 
 

 
 
 
 
10 minutes 

 
 
 
 

MARY JANE N. 
MOLATO 
MENRO I 
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HOUSEHOLD & 
BUSINESSES 
 
1. Brings the 
segregated 
garbage inside a 
plastic bags or 
sacks at the 
Materials Recovery 
Facility (MRF) or 
Designated pick-up 
point according to 
schedule 

 
 
 
1.1 Checks and 
inspects the 
submitted garbage 
 
A. If segregated, 
haul the garbage to 
the RCA 
 
B. If not 
segregated, 
advised the MRF 
in-charge to 
segregate the 
wastes and inform 
that collection will 
be on the next 
schedule 

 
 
 
None 
 
 
 
 
 
 
 

 
 
 
2-4 hours 
(depending on 
the coverage 
of the MRF) 

 
 
 

ROGER A. 
FRUCTUOSO 

Administrative Aide 
III 

MENRO 

 
Total None 2-4 hours, 10 

minutes 
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3. REQUESTS FOR TREE PLANTING AND SEEDLING PROVISION  
 
This service is provided to address requests for tree planting by various partners and 
stakeholders of environmental protection. 
 
 Office  of  Division   Municipal Environment and Natural Resources Office 

 Classification  Simple 

 Type of  Transaction  G2B ï Government to Business Entity 
G2C ï Government to Citizen 
G2G ï Government to Government 

 Who May Avail    All Stakeholders 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

Letter request address to the Local 
Chief Executive thru the MENRO 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSIN
G 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 
MENRO and 
submit the letter 
request 

1.1 Receives the 
letter request and 
interviews the 
client of the 
details 
 
1.2 Inform the 
client of the 
available 
seedlings and 
give ideas of the 
preferred and 
suitable species 
for planting in the 
target area 
 
1.3 Records the 
details and sets 
the schedule of 
planting activity 
 
1.4 Records in the 
logbook the kind 
and number of 
seedlings for 
release 

None 10 minutes MARY JANE N. 
MOLATO 

MENRO I 

2. Signs the 
logbook 

2. Releases the 
seedlings at the 
nursery 

None 30 minutes MARY JANE N. 
MOLATO 

MENRO I 

3. Signs the 
attendance sheet 

3. Facilitates and 
assists the actual 
planting activity 

None 2 hours MARY JANE N. 
MOLATO 

MENRO I 
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 Total None 2 hours, 40 
minutes 
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4. WILDLIFE RESCUE AND RELEASE  
 
This service is provided to respond to the reports of injured, distress, or illegally traffic 
wildlife within the municipality. 
 
Office  of  Division   Municipal Environment and Natural Resources Office 

Classification   Simple 

Type of  Transaction   G2B ï Government to Business Entity 
 G2C ï Government to Citizen 
 G2G ï Government to Government 

Who May Avail   All Stakeholders 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

Written or Verbal Report of the Source  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSIN
G 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 
MENRO and 
brings report 
(written or verbal) 

1.1 Receives and 
listen to the report 
 
1.2 Interviews the 
client and record 
all necessary 
information about 
the client and the 
wildlife 
 
1.3 Prepares 
acknowledgement 
receipt of the 
turning over of the 
wildlife 

None 10 minutes MARY JANE N. 
MOLATO 

MENRO I 

2. Signs and 
receive the copy of 
the 
acknowledgement 
receipt of turning 
over the wildlife to 
the MENRO 

2.1 Proceeds to 
wildlife location 
 
2.2  Rescues the 
wildlife 
 

None 30 minutes MARY JANE N. 
MOLATO 

MENRO I 

2.3 Sends the 

wildlife to the 

DENR for check-

up and 

rehabilitation and 

releasing to their 

respective habitat. 

 2 hours 

 Total None 2 hours, 40 
minutes 
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MUNICIPAL HEALTH OFFICE 

 
 

External  Services  
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1. CERTIFICATION OF NON-PUM 
 
Given to clients who will travel outside of the municipality or as required by employment 
 

Office  of  Division  Municipal Health Office- Outpatient Department 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certification 

(1 copy-original) 

1. Barangay 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Client or 
Representative 
submits barangay 
certification  at 

window 1 

1. Reviews 
Barangay 
certification,  and 
reviews updated 
Person Under 
Monitoring (PUM) 
List 

None 10 minutes JOVELYN A. 
DUMALUAN, RN 

Nurse I 

MHO 

2. Receives 

payment order for 

the    certificate 

request 

2. Issues payment 

order and refers to 

Cashier 

None 3 minutes JOVELYN A. 
DUMALUAN, RN 

Nurse I 
MHO 

3. Pays at  the 

MTO and 

receives official 

receipt 

3. Receives 
payment and 
issues official 
receipt 

P 100.00 3 minutes ANALIE L. 

SALARDA 

Administrative Aide 

VI (Disbursing 

Officer I) 

 

MARLON P. 

JUMAWAY 

HERLYN E. 

PANTOJAN 

Administrative Aide 

III 

MTO 

4. Receives the 

certificate and 

goes home 

4. Issues 
Certificate of Non-

PUM 

None 9 minutes JOVELYN A. 
DUMALUAN, RN 

Nurse I 

MHO 

 Total P 100.00 25 minutes  
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2.  DEATH CERTIFICATE 
 
All Death Certificate needs the attestation of the Local Health Officer to the best of his/her 
knowledge that the person named on the certificate died from the cause or causes of death 
stated. 
 
Office  of  Division  Municipal Health Office (MHO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Death Certificate 1. Municipal Civil Registrar 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Health Office and 
submit the Death 
Certificate 

1.1 Receive 
and check the 
Death Certificate 
 
1.2 Advise the 
client to proceed to 
the Office of the 
Health Officer 

None 10 minutes ERNILYN F. RUIZ 
Nursing Attendant I 

MHO 

2. Proceed to the 
Office of the 
Health Officer 
and submit the 
Death Certificate 

2.1 Receive 
and review the 
Death Certificate 
 
2.2 Interview 
the immediate 
family about cause 
of death 
 
2.3 Sign the 
Death Certificate 

2.4 Give the Death 
Certificate and 
advise the client to 
return   to   the 
receiving 
personnel 

None 20 minutes DR. CHERRY T.  
DEMA-ALA 

MHO (MGDH-I) 

3. Return to the 
receiving 
personnel and 
submit the signed 
Death Certificate 

3. Receive the 
Death Certificate 
and record the 
details in the 
logbook 

None 5 minutes ERNILYN F. RUIZ 
Nursing Attendant I 

MHO 

4. Receive the 
signed Death 

4.1 Release the 
signed Death 

None 5 minutes ERNILYN F. RUIZ 
Nursing Attendant I 
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Certificate 
 
4.2 Advise the 
client to proceed to 
the Embalmer and 
submit the Death 
Certificate, for 
signature then 
return to    the 
Civil Registrarôs 
Office 

MHO 

 Total None 40 minutes  
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3. HEALTH CARD 

 
Issued to ensure proper hygiene and fitness of all who prepare and cook foods for business 
 
 

Office  of  Division  Municipal Health Officeï Environmental Sanitation 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All food establishment owners and food handlers 
(personal appearance) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Stool Examination Result 
(Original copy) 

1. Rural Health Unit 

2. Chest X-ray result (Original copy) 2. Laboratory Section 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client 
registers on 
logbook at Table 
1 

1. Hands in 
logbook and 
refers to Table 2 

None 3 minutes JESTER B. MAKOL 
Sanitary Inspector V 

MHO 

2. Proceeds to 
Table 2 and 
submits the 
requirements 

2. Checks
 the 
requirements and 
issues payment 
order 

None 3 minutes JESTER B. MAKOL 
Sanitary Inspector V 

MHO 

3. Pays at the 
MTO and receives 
official receipt 

3. Receives 
payment and 
issues 
official receipt 

P 50.00 5 minutes ANALIE L. 

SALARDA 

Administrative Aide 

VI (Disbursing 

Officer I) 

 

MARLON P. 

JUMAWAY. 

HERLYN E. 

PANTOJAN 

Administrative Aide 

I 

MTO 
4. Presents
 OR at 
Table 2, receives 
health card and 
goes home 

4.1 Checks 
official receipt and 
issues health card 
 
4.2 Logs in client 
data to Health 
Card logbook 
 

None 5 minutes JESTER B. MAKOL 
Sanitary Inspector 

V 
 

DR. CHERRY T.  
DEMA-ALA 

MHO (MGDH-I) 
MHO 

 Total P 50.00 16 minutes  
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4. HEALTH CERTIFICATE 
 
The Municipal Health Office issues the Health Certificate to individuals needing this 
document that states that he/she is in good or not good health condition usually for 
employment purposes. 
 

Office  of  Division  Municipal Health Office (MHO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Laboratory Results 1. Municipal Health Office 

2. Official Receipt - Health Certificate 2. Municipal Treasury Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G 

TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Health Office and 
register 

1.1 Give the 
logbook to the 
client to register 
data 
 
1.2 Get the 
clientôs vital signs 
and entry to
 Individual 
Treatment Record 

1.3 Give the 
laboratory request 

 
1.4 Advise the 
client 
to proceed to the 
Treasury Office 
and 
pay laboratory 
request fees 

None 10 minutes JESTER B. MAKOL 
Sanitary Inspector V 

MHO 

2. Proceed to the 
MTO and   pay   
the 
required amount 

2.1 Receive the 
laboratory request 
and receive 
payment 
 
2.2 Issue 
official receipt 
 
2.3 Advise client to 
return to the 

Refer to 
table of 
fees 

15 minutes ANALIE L. 

SALARDA 

Administrative Aide 

VI (Disbursing 

Officer I) 

 

MARLON P. 

JUMAWAY 

HERLYN E. 
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Laboratory Room, 
Health Office 

PANTOJAN 

Administrative Aide 

III 

MTO 

3. Proceed to the 
Laboratory Room, 
Health Office and 
submit laboratory 
request and 
official receipt of 
payment 

3.1 Receive the 
laboratory request 
and official receipt 
of payment 
 
3.2 Record data 
of official receipt to 
the logbook 
 
3.3 Give the 
priority number 
and the vials 

None 
 

10 minutes SHARON ROSE B. 
LACORDA, RMT 

Medical 
Technologist  

MHO 

4. Receive the 
priority number 
and the vials 

4. Advise the 
client to submit 
the specimens 

None 30 minutes SHARON ROSE B. 
LACORDA, RMT 

Medical 
Technologist  

MHO 

5. Submit the 
specimens 

5.1 Receive 
and label the 
submitted 
specimens 
 
5.2 Advise the 
client about the 
time to get the 
laboratory result 
 
5.3 Conduct 
laboratory 
procedures 

None Sputum 4 
hours CBC 
Fecalysis 
Blood Smear 
Malarial 
Parasite 
HBsAg 
1 hour 
Urinalysis 
FBS 
Cholesterol 
Triglycerides 
Pregnancy 
Test 
Blood Typing 
Gram Stain 
30 minutes 

SHARON ROSE B. 
LACORDA, RMT 

Medical 
Technologist  

MHO 

6. Proceed to the 
Treatment Room 
after claiming the 
laboratory result 

6.1 Conduct 
Physical 
Examination 
 
6.2 Interpret 
Laboratory 
Results 
Advise client to 
proceed to the 
Waiting Area 

None 15 minutes DR. CHERRY T.  
DEMA-ALA 

MHO (MGDH-I) 
MHO 

7. Proceed to the 
Waiting Area 

7.1 Assess the 
completeness of 

None 15 minutes DR. CHERRY T.  
DEMA-ALA 
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the requirements 
 
7.2 Entry data of 
client in the 
Health Card and 
in the logbook 

MHO (MGDH-I) 
MHO 

8. Receive the 
Health Certificate 
and sign in the 
logbook 

8. Release the 
Health Certificate 
(either negative 
or normal results) 

None 5 minutes DR. CHERRY T.  
DEMA-ALA 

MHO (MGDH-I) 
MHO 

 Total Refer to 
table of 
fees 

6 hours, 40 
minutes 
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HEALTH AND LABORATORY  SERVICE FEES 
 

Laboratory Fees 
-Urinalysis 
-Fecalysis 

*Kato Katz for schistosomiasis and heterophydiasis 
*Microscopic search for parasites, eggs, abnormal Cells, 
flagellates, amoeba, cyst, etc. 
*Determination of occult blood or other chemical tests 
-Sputum (direct smear examination for TB) 
-CBC 
-BSMP (Malaria Smear) 
-Platelet Count 
-Clotting Time and bleeding time 
-Widal Test 
-Hemoglobin (HBG) 
-Hematrocrit Count 
-RBS/FBS 
-Pregnancy Test 
-Blood Typing and Matching 
-Blood Typing 
-Semen Analysis 
-Gram Stain 
-Pap Smear 

 
P 

 
75.00 

P 70.00 
P 70.00 
P 25.00 
P 150.00 
P 75.00 
P 150.00 
P 50.00 
P 150.00 
P 60.00 
P 100.00 
P 50.00 
P 100.00 
P 150.00 
P 100.00 
P 150.00 
P 100.00 
P 200.00 
P 150.00 
P 200.00 



 

167 | C I T I Z E N ô S  C H A R T E R  2 0 2 4  

5.  IMMUNIZATION OF 0-11 MONTHS INFANTS AND CHILDREN AND 
PREGNANT MOTHERS  
(FOR PREVENTION OF TETANUS NEONATORUM)  

 
The personnel of the Municipal Health Office, this municipality, regularly conducts 
immunization of all pregnant women, infants of 0 to 11 months old and Early Childhood 
Care Children. 
 
Office  of  Division  Municipal Health Office (MHO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  Infants, 0 to 11 months 
Early Childhood Care Children 
Pregnant Mothers 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Home Based Motherôs Record 
(HBMR) 

1. Municipal Health Office 

2. Early Childhood Care Development 
(ECCD) Card 

2. Day Care Center 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Health Office and 
register 

1.1 Give the 
logbook to the 
client to register 
 
1.2 A s k  data of 
the infant, child or 
pregnant mother to 
be immunized 
 
1.3 Review the 
history of the 
immunization as 
per ECCD and 
HBMR Card 

None 10 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R.  
CARO, RM 
PERLITA B.  
DORIA, RM 
BETTY L.  

CALAMAY, RM 
Midwife I 

MHO 

2. Receive the 
vaccines 

2. Gives  the 
appropriate 
immunization and
  give post 
immunization 
instruction to the 
client 

None 10 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R.  
CARO, RM 
PERLITA B.  
DORIA, RM 
BETTY L.  

CALAMAY, RM 
Midwife I 
MHO 
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3. Receive the 
ECCD or HBMR 
Card 

3.1 Return the 
ECCD or HBMR 
Card 
 
3.2 Advise the 
client of the next 
schedule of 
immunization 

None 5 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R.  
CARO, RM 
PERLITA B.  
DORIA, RM 
BETTY L.  

CALAMAY, RM 
Midwife I 

MHO 
 Total None 25 minutes  
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6. LABORATORY  SERVICES 
 
This municipality through the Municipal Health Office is providing laboratory services to its 
constituents deemed it necessary for health monitoring, job application, business operation 
and any other purpose. 
 
Office  of  Division  Municipal Health Office (MHO)  

Classification  Simple    

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Laboratory Request 
2. Official Receipt - Laboratory Test 

1. Requesting Physician 
2. Municipal Treasury Office 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
the Laboratory 
Room,  Health 
Office and 
submit laboratory 
request  and 
official receipt of 
payment 

1.1 Receive 
The laboratory 
request and official 
receipt of payment 
 
1.2 Record data 
of official receipt to 
the logbook 
 
1.3 Give the 
priority number and 
the vials 

Refer to 
table of 
fees 

10 minutes SHARON ROSE B. 
LACORDA, RMT 

Medical 
Technologist 

MHO 

2. Receive the 
priority number 
and the vials 

2. Advise the 
client to submit 
the specimens 

None 30 minutes SHARON ROSE B. 
LACORDA, RMT 

Medical 
Technologist 

MHO 
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3. Submit the 
specimens 

3.1 Receive and 
label the 
submitted 
specimens 
 

3.2 Advise the 
client about the 
time to get the 
laboratory result 
 
3.3 Conduct 
laboratory 
procedures 

None Sputum  
4 hours 
 
CBC 
Fecalysis 
Blood Smear 
Malarial 
Parasite 
HBsAg 
1 hour 
 
Urinalysis FBS 
Cholesterol 
Triglycerides 
Pregnancy 
Test 
Blood Typing 
Gram Stain 
30 minutes 

SHARON ROSE B. 
LACORDA, RMT 

Medical 
Technologist 

MHO 

4. Return to the 
Laboratory 
Room, Health 
Office 

4. Record the 
laboratory result 
in the logbook 

None 3 minutes SHARON ROSE B. 
LACORDA, RMT 

Medical 
Technologist 

MHO 

5. Receive the 
laboratory result 

5.1 Release the 
laboratory result 
 
5.2 Advise the 
client to bring the 
laboratory result to 
the requesting 
physician,   for 
interpretation 

None 5 minutes SHARON ROSE B. 
LACORDA, RMT 

Medical 
Technologist 

MHO 

 Total Refer to 
table of 
fees 

5 hours, 30 
minutes 
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HEALTH AND LABORATORY  SERVICE FEES 

Laboratory Fees 
-Urinalysis 
-Fecalysis 

*Kato Katz for schistosomiasis and heterophydiasis 
  *Microscopic search for parasites, eggs, abnormal Cells, 
flagellates, amoeba, cyst, etc. 
*Determination of occult blood or other chemical tests 
-Sputum (direct smear examination for TB) 
-CBC 
-BSMP (Malaria Smear) 
-Platelet Count 
-Clotting Time and bleeding time 
-Widal Test 
-Hemoglobin (HBG) 
-Hematrocrit Count 
-RBS/FBS 
-Pregnancy Test 
-Blood Typing and Matching 
-Blood Typing 
-Semen Analysis 
-Gram Stain 
-Pap Smear 

 

P 
 

75.00 

P 70.00 
P 70.00 
P 25.00 
P 150.00 
P 75.00 
P 150.00 
P 50.00 
P 150.00 
P 60.00 
P 100.00 
P 50.00 
P 100.00 
P 150.00 
P 100.00 
P 150.00 
P 100.00 
P 200.00 
P 150.00 
P 200.00 

 
 
 

 

 
 

 

 
 

 

 

 

 
 

 

 
 

 
 

 

 
 

 

 

 

 



 

172 | C I T I Z E N ô S  C H A R T E R  2 0 2 4  

7. MATERNAL  CARE SERVICES 
 
Service given to pregnant women, in active stage of labor, who qualifies according to DOH/ 
Philhealth Criteria for normal delivery in the Safe Birthing Facility (SBF) 
 
Office  of  Division  Municipal Health Office- Safe Birthing Facility 

Classification  Highly Technical 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All pregnant women to give birth of their 2nd-4th child, in 
active stage of labor (personal appearance) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Motherôs Booklet 1. Barangay Health Station 

2. Philhealth papers 2. Philhealth Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Pregnant 

women about to 
give birth submit 
the prenatal 
booklet/ prenatal 
card to midwives 
on  duty  at  the 
receiving desk 
for interview and 
vital signs taking 
at pre-natal room 

1. Checks 
requirements, 
interviews and 
takes Patientôs 
vital signs 

None 5 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 

MHO 

2. For internal 
examination at 
I.E. room 

2. Does Internal 
Examination 

None 10 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 

MHO 
3. Register on 

consultation 

logbook if patient 

is in active labor 

3. Registers 
patient on logbook 
if in 
active labor 

None 3 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 

MHO 
4. For monitoring 
of progress of 
labor at 

4. Monitors 
progress of labor 

None 7 hours JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
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Labor Room CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 

MHO 
5. Proceeds to 
delivery room 
(DR) if the patient 
is about to deliver 

5. Assists patient 
to the  
DR and assists  
during 
delivery,
 do
es 
postpartum care 
and 
aftercare 

None 2 hours JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 

MHO 

6. Patient 

ushered to the 

Ward for 

postpartum 
monitoring 

6. Ushers patient 
and newborn to 
Ward for 
monitoring 

None 24 hours JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 

MHO 
7. If non- 
PhilHealth, patient 
receives billing 
statement and 
pays at the SBF 
Receiving Desks 
If patient  is a 
Philhealth 
member, shall 
finalize and secure 
all the 
requirements 

7.1 Gives billing 
statement 

 
7.2 Receives 
payment from 
non-Philhealth 
patient 
 
7.3 Issues OR 

Refer to 
table of 
fees 

5 Minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 

MHO 

8. Receives 
discharge 
instructions 

8. Gives discharge 
instructions, sends 
patient home 

None 5 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 

MHO 
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 Total Refer to 
table of 
fees 

33 hours, 28 
minutes 
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8. MEDICAL CERTIFICATE 
 
Issued to clients certifying that patient was seen and examined with the noted findings and 
recommendations of the physician 
 

Office  of  Division  Municipal Health Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All (personal appearance) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Patient/Watcher 

submits referral 
form and registers 
on logbook 
answers 

interview and will 
have vital signs  
taken at Table 1 

1. Reviews 
referral, hands in 
logbook interviews 
client, fills out 
ITR, takes vital 
signs 

None 3 minutes ERNILYN F. 
RUIZ 

Nursing 
Attendant 

MHO 

2. For Check-up 

and consultation 

by doctor at 

consultation room 

2. Doctor 
examines and 
interviews 
watcher/patient, 
gives advice and 

makes 

prescriptions 

and/or referrals 

None 10 minutes DR. CHERRY 
T. 

DEMA-ALA 
MHO (MGDH-

I) 

3. Proceed to 

Table 2 and 

receive payment 

order for the 

medical 

certificate request 

3. Issues 

payment order and 

advise client to 

proceed to the 

Municipal 

Treasury Office 

None 3 minutes ERNILYN F. 
RUIZ 

Nursing 
Attendant 

MHO 

4. Pays at the 
Municipal 
Treasury Office 
and receives 
Official Receipt 

4.1 Receives 
payment 
 
4.2 issues Receipt 
Official 

Refer to 
table of fees 

3 minutes ANALIE L. 

SALARDA 

Administrative 

Aide VI 

(Disbursing 

Officer I) 

 

MARLON P. 

JUMAWAY 

Administrative 

Aide I (Utility 

Worker I) 
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HERLYN E. 

PANTOJAN 

Administrative 

Aide I 

MTO 

5. Presents OR at 

Table 2, receives 

the medical 

certificate and 

patient  is  

instructed and 

goes home or 

higher facility (if 

referred) 

5.1 Issues 
medical certificate 

 
5.2 Instructs 
patient/watcher to 
keep RHU copy 
of medical 
certificate and 
medical records 

None 5 minutes ERNILYN F. 
RUIZ 

Nursing 
Attendant 

MHO 

 Total Refer to 
table of fees 

24 minutes  

 

 

 
 

HEALTH AND LABORATORY  SERVICE FEES 

Health Certificate 
-Medico Legal Cases 
-Non Medico Legal/Physical Fitness 
-Additional copy for medical certificate 
- For food handlers, barbers, lady barbers/helpers 
-Naturalization, Legitimation, Adoption, Annulment of Marriage 
-Travel abroad 
-Delayed renewal of health certificate 
-All others 

 
P 

 
300.00 

P 100.00 
P 50.00 
P 100.00 

P 300.00 

P 200.00 
P 50.00 
P 50.00 

Laboratory Fees 
-Urinalysis 
-Fecalysis 

*Kato Katz for schistosomiasis and heterophydiasis 
*Microscopic search for parasites, eggs, abnormal Cells, 
flagellates, amoeba, cyst, etc. 
*Determination of occult blood or other chemical tests 
-Sputum (direct smear examination for TB) 
-CBC 
-BSMP (Malaria Smear) 
-Platelet Count 
-Clotting Time and bleeding time 
-Widal Test 
-Hemoglobin (HBG) 
-Hematrocrit Count 

P  
75.00 

P 70.00 
P 70.00 
P 25.00 
P 150.00 
P 75.00 
P 150.00 
P 50.00 
P 150.00 
P 60.00 
P 100.00 
P 50.00 
P 100.00 
P 150.00 
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-RBS/FBS 
-Pregnancy Test 
-Blood Typing and Matching 
-Blood Typing 
-Semen Analysis 
-Gram Stain 
-Pap Smear 

P 100.00 
P 150.00 

Php 100.00 
Php 200.00 
Php 150.00 
Php 200.00 
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9. MEDICAL CERTIFICATE OF NO COVID-19 SIGNS AND SYMPTOMS 
 
Given to clients who travel outside Davao del Norte repetitively due to basic good deliveries 
and other identified individuals as exempted to mandatory quarantine 
 
Office  of  Division  Municipal Health Office- Outpatient Department 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All (personal Appearance or Authorized representative) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certification 

(1 copy-original) 

1. Barangay 

2. Chest X-ray result 2. Licensed Laboratory Facility 

3. Complete Blood Count 3. Licensed Laboratory Facility 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client submits 
barangay 
certification at 
window 1 

1. Reviews 
Barangay 
certification, and 
reviews updated 
Person Under 
Monitoring (PUM) 
List 

None 10 minutes ERNILYN F. RUIZ 

Nursing Attendant 
MHO 

2. Undergoes 

interview and 

checkup 

2. Physician 
interviews and 
checks patient for 
COVID 19 signs 
and symptoms at 
Window 1 

None 10 minutes DR. CHERRY T. 
DEMA-ALA 

MHO (MGDH-I) 

3. Receives 

payment order for 

the certificate 

request 

3. Issues payment 

order and advise 

the patient to 

proceed at the 

Municipal 

Treasury Office 

None 3 minutes DR. CHERRY T. 
DEMA-ALA 

MHO (MGDH-I) 

4. Pays at the 

Municipal Treasury 

Office and receives 

official 

receipt 

4. Receives 

payment and 

issues OR 

P100.00 2 minutes ANALIE L. 

SALARDA 

Administrative Aide 

VI (Disbursing 

Officer I) 

 

MARLON P. 

JUMAWAY 

Administrative Aide 

I (Utility Worker I) 
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HERLYN E. 

PANTOJAN 

Administrative Aide 

I 

MTO 

5. Receives the 

certificate and 

goes home 

5. Issues Certificate 
of Non- PUM 

None 5 minutes DR. CHERRY T. 
DEMA-ALA 

MHO (MGDH-I) 

 TOTAL P 100.00 25 minutes  
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10.  MEDICAL CONSULTATION 
 
Adult/children consultation and physical examination 
 
Office  of  Division  Municipal Health Officeï Outpatient Department 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All (personal appearance) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. BHS Referral Form (1 copy-original) 1. Barangay Health Center 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Patient and/or 

Watcher submits 

referral form and 

registers on 

logbook answers 

interview and will 

have vital signs 

taken at Table 1 

1. Reviews 
referral, 
hands in logbook 
Interviews client, 
fills out ITR, takes 
vital signs 

None 5 minutes ERNILYN F. RUIZ 

Nursing Attendant 
MHO 

2. For Check-up 

and consultation 

by doctor at 

consultation room 

2. Doctor 
examines 
and interviews 
watcher/patient, 
gives advice
 and makes 
prescriptions and/or 
referrals 

None 15 minutes DR. CHERRY T. 
DEMA-ALA 

MHO (MGDH-I) 

3. Proceed to 
Table 2 for 
further 
instructions  on 
Doctors advice 
and prescriptions; 
patient given 
medicines (if 
available) 

3. Instructs patients; 

carries out 

doctorôs orders 

and gives 

medicines 

None Steps  3-6 

10 minutes 
ERNILYN F. RUIZ 

Nursing Attendant 
MHO 

4. Signs the 
medicine 
logbook at Table 
2 

4. Logs medicines 
availed 

None  ERNILYN F. RUIZ 

Nursing Attendant 
MHO 
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5. Takes 
medicines/prescr 
iptions and/or 
referral  (if 
applicable)   at 

Table 2 

5. Advises 

patient/watcher to 

go home or to 

higher health facility 

if referred) 

None  ERNILYN F. RUIZ 

Nursing Attendant 
MHO 

6. Patient g o e s  

home or to higher 

health facility (if 

referred) 

6. Logs patient 

data and diagnosis 

None  ERNILYN F. RUIZ 

Nursing Attendant 

MHO 
MHO 

 Total None 30 minutes  
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11. NEWBORN SCREENING 
 
Given to Newborns delivered at Safe Birthing Facility (SBF) or Newborns born outside the 
facility 
 

Office  of  Division  Municipal Health Office- Safe Birthing Facility 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All newborn from this municipalityôs Safe Birthing Facility, 

out born babies from outside facility (personal 

appearance) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Discharge clearance 1. Safe Birthing Facility 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Mother/Watcher 
presents discharge 
clearance to 
Midwife at SBF 
receiving desk 

1. Checks 
Discharge 
clearance record 
data to logbook 

None 3 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 
MHO 

2. Proceeds to 

NBS area 

2. Ushers mother 
or watcher with 
newborn at 
NBS area; Fills 
out the data to 
NBS Filter Paper; 
Prepares NBS 
kits & supplies; 
Performs 
Newborn 
Screening Blood 
extraction 

None 10 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 
MHO 

3. Pays at the 
SBF Receiving 
Desk; Receives 
OR 

3. Gives order 
of payment, 
receives payment; 
Issues official 
receipt 

Refer to 

payment 

matrix 

3 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 
MHO 
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4. Receives 

instruction for the 

result; Goes 

home 

4. Give instruction 

to mother 

regarding the NBS 

result 

None 3 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 
MHO 

 Total Refer to 

payment 

matrix 

19 minutes  

 
 

 PAYMENT MATRIX FOR MEDICAL CERTIFICATION 
 

PHIC Package None 

Non PHIC P 1,800.00 
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12. PRE-NATAL  EXAMINATION 
 
The Municipal Health Office issues the Health Certificate to individuals needing this 
document that states that he/she is in good or not good health condition usually for 
employment purposes. 
 
Office  of  Division  Municipal Health Office (MHO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Citizen 

Who May Avail  Pregnant Women 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Home Based Motherôs Record 1. Municipal Health Office 

2. Brown Envelop, Long 2. Stores Nearby 

3. Official Receipt for Pre-Natal 3. Municipal Treasury Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Health Office and 
register 

1.1 Get the data of 
the client and 
entry in the 
Individual 
Treatment Record 
 
1.2 Weigh the 
client 
 
1.3 Give priority 
number and 
advise client to 
proceed to the 
examination room 

None 10 minutes BARANGAY 
HEALTH 

WORKER  
On Duty 

2. Proceed to the 
examination 
room 

2.1 Get the 
vital signs 
 
2.2 Conduct 
interview 
 
2.3 Conduct 
pre- natal 
examination 
 
2.4 Give 
counseling 
 
2.5 Advise the 
client to proceed 
to the Laboratory 
Room 

None 30 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 

MHO 
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3. Proceed to the 
Laboratory Room, 
Health Office 

 3.1 Issue the   
laboratory request 
 

3.2 Give the 
priority number 
and the vials 

None 10 minutes SHARON ROSE B. 
LACORDA, RMT 

Medical 
Technologist 

 MHO 

4. Receive the 
priority number, 
the vials and the 
laboratory 
request 

4. Advise the client 
to proceed to the 
Treasury Office 
and pay  the  
required fees 

None 5 minutes SHARON ROSE B. 
LACORDA, RMT 

Medical 
Technologist 

 MHO 

5. Proceed to the 
MTO submit the 
laboratory request 
and pay the 
required fees 

5.1 Receive the 
laboratory 
requests and the 
payment 
 

5.2 Issue official 
receipt 
 

5.3 Advise the 
client to proceed 
to the Laboratory 
Room, Health 
Office 

See 
Table for 
Health 
and 
Laborator
y Service 
Fees 

30 minutes ANALIE L. 

SALARDA 

Administrative Aide 

VI (Disbursing 

Officer I) 

 

MARLON P. 

JUMAWAY 

Administrative Aide 

I (Utility Worker I) 

 

HERLYN E. 

PANTOJAN 

Administrative Aide 

I 

MTO 

6. Return to the 
Laboratory Room, 
Health Office and 
submit the official 
receipt and the 
specimens 

6.1 Receive 
official receipt and 
specimens 
 
6.2 Label the 
submitted 
specimens 
 
6.3 Advise the 
client about the 
time to get the 
laboratory result 
 
6.4 Conduct 
laboratory 
procedures 

None  
 
 
 
 
 
 
 
 
 

 
 
CBC 
HBsAg  
1 hour 
 
Urinalysis 
Blood Typing 
Pregnancy 
Test 
30 minutes 

SHARON ROSE B. 
LACORDA, RMT 

Medical 
Technologist 

 MHO 
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7. Return to the 
Laboratory Room, 
Health Office 

7. Record the 
laboratory result in 
the logbook 

None 3 minutes SHARON ROSE B. 
LACORDA, RMT 

Medical 
Technologist 

 MHO 

8. Receive the 
laboratory result 

8.1 Release the 
laboratory result 
 
8.2 Advise the 
client to bring the 
laboratory result 
to 
the Midwife, for 
interpretation 

None 5 minutes SHARON ROSE B. 
LACORDA, RMT 

Medical 
Technologist 

 MHO 

9. Return to the 
Midwife and 
submit laboratory 
result 

9.1 Receive and 
evaluate the 
laboratory result 
 
9.2 Entry the 
laboratory result in 
the logbook 
 

9.3 Advice the 
client when is the 
next pre-natal 
schedule 

None 5 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 

MHO 

10. Receive the 
laboratory result 

10. Return
 the 
laboratory result 

None 3 minutes JONALYN S. 
PARAGUYA, RM 

YAYANIE R. 
CARO, RM 
PERLITA B. 
DORIA, RM 
BETTY L. 

CALAMAY, RM 
Midwife I 

MHO 
 Total See table 

health 
and 
laboratory 
fees 

3 hours, 11 
minutes 

 

 
 

HEALTH AND LABORATORY  SERVICE FEES 
 

Laboratory Fees   

-Urinalysis P 75.00 
-CBC P 150.00 
-Hemoglobin (HBG) P 50.00 
-Pregnancy Test P 100.00 
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-Blood Typing P 100.00 
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13. SANITARY PERMIT 
 
Issued to ensure that business establishments practice proper hygiene and sanitation 
 
Office  of  Division  Municipal Health Officeï Environmental Sanitation 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All business establishment owners (personal 
appearance or authorized person) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Health Card of the employees 1. Municipal Health Office 

2. Original Copy of the business permit 2. Municipal Business Permit and Licensing 

Office 

3. Official Receipt of Business Permit 3. Personal 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client registers 

on logbook at 

Table 1 

1. Hands in 

logbook and refers 

to Table 2 

None 5 minutes ERNILYN F. RUIZ 

Nursing Attendant 

MHO 
2. Proceeds to 
Table 2 and 
submits the 
requirements 

2. Checks the 
requirements and 
issues sanitary 
Permit 

None 5 minutes JESTER B. MAKOL 

Sanitary Inspector V 

MHO 

3. Receives 
Sanitary Permit 
and goes home 

3. Logs in client 

data to Sanitary 

Permit Log book 

None 3 minutes JESTER B. MAKOL 

Sanitary Inspector V 

MHO 

 Total None 13 minutes  
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14. TUBERCULOSIS DIRECTLY OBSERVED SHORT COURSE (TB- 
DOTS) SERVICES 

 
A control strategy to stop the spread of TB and provide treatment to infected patients 
 
Office  of  Division  Municipal Health Officeï Outpatient Department 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Presumptive tuberculosis patients (personal 
appearance) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Presumptive 
TB Client submits 

referral form, 

registers on 

logbook, submits to 

interview, will 

have vital signs 

taken at Table 1 

1. Checks referral, 
hands in logbook, 
interviews patient 
and fills out 
Individual 
Treatment Record 
(ITR) and takes 
vital signs 

None 5 minutes ERNILYN F. RUIZ 

Nursing Attendant 
MHO 

2. Approach the 
TB-DOTS nurse 

coordinator 

2. Check the 
ITR, 
Review laboratory 
results and refers 
to MHO 

None 5 minutes JOVELYN A. 
DUMALUAN, RN 

Nurse I 
TB DOTS 

Coordinator 
MHO 

3. Approach the 
Municipal Health 
Officer at the 
Consultation Room 

3.1 Assess and 
examine patient 
and take history, 
proper physical 
examination and 
request additional 
laboratory exams 
if needed. 
 
3.2 Make the 
proper disease 
diagnosis and 
administer proper 
management 
 
3.3 If client is for 6- 
month treatment, 
refers to TB DOTS 
Nurse 

None 10 minutes JOVELYN A. 
DUMALUAN, RN 

Nurse I 
TB DOTS 

Coordinator 
MHO 
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4. If client is for 6 
months  TB 
Treatment, return to 
TB- DOTS nurse 
for further 
instructions and 
goes home 

4.1 Check ITR, 
completeness of 
lab results and 
doctorôs order 
 

4.2 Lecture on 
the basic facts 
about tuberculosis 
and its mode of 
transmission. 
 
4.3 Instructs 
patient for the 
treatment 
process 

None 15 minutes JOVELYN A. 
DUMALUAN, RN 

Nurse I 
TB DOTS 

Coordinator 
MHO 

 Total None 35 minutes  
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MUNICIPAL LOCAL  GOVERNMENT 
OPERATIONS OFFICE 

 
 

External  Services  
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1. CERTIFICATE OF INCUMBENCY OF LOCAL  OFFICIALS 
 
(for general purposes like Death and Burial Benefits, Civil Service Eligibility, Scholarships 
and Medical Benefits) 
 

Office  of  Division  Department of the Interior Local Government (DILG) 

Classification  Simple 

Type of  Transaction  G2G ï Government Officials 

Who May Avail  Sangguniang Bayan Members 
Barangay Officials 
Sangguniang Kabataan Officials 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Letter Request 1. Client 

2. Photocopy of valid ID of the Official 2. Client 

3. Certification of Services Rendered 

issued by the Barangay (For 

Barangay Officials only) 

3. Barangay 

4. In case of discrepancy in the 

name, client must secure any of 

the following: 

a. Oath of Office  

b. Joint Affidavit of Two (2) 

Disinterested Persons 

c. Photocopy of Birth  

d. Certificate/Marriage 

Certificate 

4. Client 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit request 
letter and 
requirements 

1.1 Receiving/ 
recording of 
documents 
 
1.2 Hands in 
logbook to client 
 

1.1 1.3 MLGOO 
evaluation, 
processing  and 
preparation of 
endorsement 
and/or letter of 
denial or 
disapproval to 
client for 
incomplete 
documents 
 

None 3 minutes 
 
 
 
2 minutes 
 
 
10 minutes 
 
 
 
 
 
 
 
 
 
 
 

GEOZEL LEE E. 
BONCIT 

Administrative Aide 
 

MLGOO 
Assigned 
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1.2 1.4 MLGOOôs 
Signature and 
Releasing of 
Certification for 
Incumbency 

5 minutes 

 Total None 20 minutes  

 
 
Note: Processing time subject to availability of signatory MLGOO 
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2. CERTIFICATE FOR FOREIGN TRAVEL AUTHORITY OF LOCAL 
GOVERNMENT OFFICIALS AND EMPLOYEES  

 
Office  of  Division  Department of the Interior Local Government (DILG) 

Classification  Simple 

Type of  Transaction  G2G ï Government Official or employee 

Who May Avail  Local Government Officials and employee 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Endorsement from the: 
 
a. Local Chief Executive ( if applicant is a 
Component and Municipal Mayor, Vice 
Governor, Vice Mayor, Punong Barangay 
and LG employees) 
 
b. Vice Mayor (if applicant is a 
Sangguniang Panlalawigan Member, 
Sangguniang Panlungsod and 
Sangguniang Bayan, and Sanggunian 
employees) 
 
c. Punong Barangay (Sangguniang 
Barangay Member and Barangay 
employees including Sangguniang 
Kabataan) 

1. Local Chief Executive/ Vice Mayor/ 
Punong Barangay 

2. A duly notarized affidavit attesting that no 
administrative charge or criminal case has 
been filed or pending against the applicant 
or Oath of Undertaking, when  the 
applicant has a pending case. 

2. Court 

3. Clearance from Money 
Property Accountabilities 

and 3. Head of the agency 

4. Medical Certificate for medical 
reasons 

4. Medical Health Unit 

Additional  Requirements  For Study Trip  
a. Invitation Letter from the host country or 
sponsoring agency and/or 

 
Sponsoring Agency 

b. Acceptance  letter  from  CHED, 
TESDA, LGA, organizer or donor, as 
applicable 

CHED/TESDA 

Additional  Requirements  For Non- 
Study  Trip  
a. Attendance to a Training, Seminar and 
Workshop: Invitation Letter from the host 
country or sponsoring agency 

 
 

Host Country or sponsoring agency 

b. Attendance to an event that promotes 
Local Government Technical Exchange and 
Cooperation: 

Host Country or sponsoring agency 
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- Invitation Letter from the host 
country or sponsoring agency; and 
-Copy of the Memorandum of 
Agreement, or Memorandum of 
Understanding 

 

Additional  Requirements  For 
Personal/Private Trip  
a. Governors, Mayors of Highly 
Urbanized Cities and Independent 
Component Cities: 
Duly Accomplished Application Form 
for Leave of Absence 

HRMO 

b. Other Elected Officials and LGU 
Department Heads (travel that 
exceeds to more than 3 months or 
during a period of emergency 
or crisis): Approved Leave of Absence 

HRMO 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit request 
letter and 
requirements 

1.1 Receiving/ 
recording of 
documents 
 
1.2 Hands in 
logbook to client 
 
1.3 MLGOO 
evaluation, 
processing and 
preparation of 
endorsement 
and/or letter of 
denial or 
disapproval to 
client for 
incomplete 
documents 
 
1.4 MLGOOôs 
signature and 
releasing of 
endorsement to 
DILG Provincial 
Office 

None 3 minutes 
 
 
 
2 minutes 
 
 
15 minutes 
 
 
 
 
 
 
 
 
 
2 minutes 

GEOZEL LEE E. 
BONCIT 

Administrative Aide 
 

MLGOO 
Assigned  

 Total None 22 minutes  

 
Note: Processing time subject to availability of signatory MLGOO 
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3. DEPARTMENT AUTHORITY TO LOCAL GOVERNMENT UNIT (LGU) 

FOR THE PURCHASE OF MOTOR VEHICLES 
 

Office  of  Division  Department of the Interior Local Government (DILG) 

Classification  Simple 

Type of  Transaction  G2C ï Government Officials 

Who May Avail  LGU 
CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. LCE Request 1. Local Chief Executive 

2. Certificate of Availability of Funds 
    from Local Accountant, or the Head 

of the Accounting Unit, or in case of 
his/her absence, the Local Treasurer 
or Budget Officer (with date of 
issuance, fund source and the 
appropriated amount) 

2. Municipal Accountant 
Municipal Budget Officer 

3. Certified true copy of Local 
Appropriation Ordinance approving 
the purchase (i.e, first two and last 
pages of the said Ordinance and the 
page indicating the appropriated 
amount, per vehicle, to be 
purchased) and/or current and 
Sanggunian Resolution on fund 
utilization in case of trust funds such 
as unexpended DRRM fund 
balances from the previous years, 
and funds transferred/donated to the 
requesting- LGU from higher-level 
LGUs, government corporations, 
etc. 

3. Sangguniang Bayan 

4. Original updated inventory of existing 
    motor vehicles signed by the 

property/ supply officer or GSO 
(current 

    calendar year) 

4. General Services Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit request 
letter and 
requirements 

 1.1 Receiving/ 
recording of 
documents 
 
1.2 Hands in 
logbook to client 
 
1.3 MLGOO 
evaluation, 
processing    

None 

 
 
 
None  
 
 
None 
 
 

3 minutes 

 
 
 
2 minutes 

 
 

15 minutes 

 
 

GEOZEL LEE E. 
BONCIT 

Administrative 
Aide 

 
MLGOO 
Assigned 
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and 
preparation of 
endorsement 
and/or letter of 
denial or 
disapproval to 
client for 
incomplete 
documents 
 
1.4 MLGOOôs 
Signature 
 
1.5 Releasing of 
Endorsement to 
DILG 
Provincial Office 

 
 
 
 
 
 
 
None  
 
 
None 

 

 
 
 
 
5 minutes 

 
 

 
5 minutes 

 Total None 30 minutes  

 
Note: Processing time subject to availability of signatory MLGOO and availability 
of internet connection 
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4. DEPARTMENT AUTHORIZATION TO UTILIZE ADDITIONAL 

CONFIDENTIAL FUNDS OF LOCAL GOVERNMENT UNIT (LGU)  
 

Office  of  Division  Department of the Interior Local Government (DILG) 

Classification  Simple 

Type of  Transaction  G2C ï Government Officials 

Who May Avail  LGU 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Duly approved Three-Year Peace 

and Order and Public Safety Plan 

1. Municipal Planning and Development Office 

2. Local Peace and Order Council 

Resolution duly approved by two- 

thirds (2/3) of the total membership 

approving the release and use of 

additional CF 

2. MPOC Secretariat/ DILG 

3. Certification from the concerned 

PNP Chief of the locality relative to 

the peace and order situation 

highlighting in concrete details the 

circumstances which require the 

urgency in allocating confidential 

activities 

3. Local PNP Station 

4. Annual and Supplemental 

Appropriations Ordinance indicating 

    the appropriations for CF 

4. Sangguniang Bayan 

5. Certification from the Local Budget 

Officer as to the availability of 

appropriations 

5. Municipal Budget Officer 

6. Statement of itemized POP duly 

    certified by the Local Budget Officer 

6. Municipal Budget Officer 

7. Certification of compliance with the 

Full Disclosure Policy posting 

requirement in at least three (3) 

conspicuous places for the last 2 

quarters, duly signed by the DILG 

Field Office concerned and noted by 

the DILG Regional Director and 

attested by the CSO Representative 

7. DILG Field Office 

8. Physical and Financial Plan, for both 
the original allocation for CF and the 
subject request, indicating the 

proposed amount allocated for each 
program, activity and project 

8. MPDO/LCE 
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CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit request 
letter and 
requirements 

1.1 Receiving/ 
recording of 
documents 
 
1.2  Hands in 
logbook to client 

None 3 minutes 
 
 
 
2 minutes 

GEOZEL LEE E. 
BONCIT 

Administrative 
Aide 

 
MLGOO 
Assigned 

 1.3 MLGOO 
evaluation, 
processing and 
preparation of 
endorsement 
and/or letter of 
denial or 
disapproval to 
client for 
incomplete 
documents 
 
1.4 MLGOOôs 
Signature 
 
1.5 Releasing of 
Endorsement to 
DILG Provincial 
Office 

 15 minutes 
 
 
 
 
 
 
 
 
 
5 minutes 
 
 
5 minutes 

GEOZEL LEE E. 
BONCIT 

Administrative 
Aide 

 
MLGOO 
Assigned  

 Total None 30 minutes  

 
Note: Processing time subject to availability of signatory MLGOO and availability 
of internet connection 
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5. ONLINE PROCESSING OF REGIONAL DEATH BENEFITS CLAIMS 
FOR DECEASED BARANGAY OFFICIALS (DBCDBOS) FOR FUND 
ALLOCATION BY THE DEPARTMENT BUDGET MANAGEMENT  

 
 

Office  of  Division  Department of the Interior Local Government (DILG) 

Classification  Simple 

Type of  Transaction  G2G ï Government Officials 

Who May Avail  Beneficiaries of Deceased Barangay Officials 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Duly accomplished Application DILG- 
DBC Form 001 

1. Client/ claimant 

2. Oath of Offic 2. Client/ claimant 

3. Certificate of Incumbency 3. Department of Interior and Local 
Government 

4. Certified true copy of death Certificate 
of the Deceased Barangay Officials 
(DBO) 

 

Other  necessary  Documents  to 
support the Claim : 
a. Certified True Copy of Marriage 

Certificate (If the claimant is the 
widow/widower of the DBO); 

b. Birth Certificate (if the claimant is the 
son/daughter of the DBO) 

c.  Certified True Copy of Birth 
Certificate of the deceased or 
affidavit of two (2) disinterested 
parties (if the deceased barangay 
official is single and the claimant is 
his/her parent/brother/sister) 

d. Waiver of rights if there is more than 
one beneficiary in case of siblings 

e.  Affidavit of guardianship if the 
deceased is the widow/widower/ 

     single if the claimant is the guardian 
of the children who are minors. 

 
 

CLIENT/ CLAIMANT 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit request 
letter and 
requirements 

1.1 Receiving/ 
recording of 
documents 
 
1.2 Hands in 
logbook to client 
 
1.3 MLGOO 
evaluation, 

None 
 
 
 
None 
 
 
None 
 

2 minutes 
 
 
 
2 minutes 
 
 
15 minutes 
 

GEOZEL LEE E. 
BONCIT 

Administrative Aide 
 

MLGOO 
Assigned  
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processing    
and 
preparation of 
endorsement 
and/or letter of 
denial or 
disapproval to 
client for 
incomplete 
documents 
 
1.4 MLGOOôs 
signature and 
releasing of 
Certification for 
Incumbency 
 
1.5 Scanned all 
requirements and 
submit to DILG 
Portal Barangay 
Officials Death 
Claims 
 
1.6 MLGOO 
submit list of 
names of 
deceased 
Barangay 
Officials and 
endorsement   
for DILG 
Provincial Office 

 
 
 
 
 
 
 
 
 
 
 
None 
 
 
 
 
 
None 
 
 
 
 
 
 
None 

 
 
 
 
 
 
 
 
 
 
 
5 minutes 
 
 
 
 
 
10 minutes 
 
 
 
 
 
 
15 minutes 

 Total None 50 minutes  

 
Note: Processing time subject to availability of signatory MLGOO and availability 
of internet connection 
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MUNICIPAL MAYORôS OFFICE 

 
 

External  Services
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1. BURIAL  ASSISTANCE 
 
This service aids the needs of the families/individual who are in crisis situation and comes 
to the office or referred to avail for assistance in order to cope up with his present problems 
due to socio-economic difficulties and eventually to attain normal functioning. 

 
Office  of  Division  Mayorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Certified True Copy of Death 
Certificate (1 Original, 3 Certified True 
Copies) 

1. Local Civil Registrar 

2. Statement of Account 
(2 photocopies) 

2. Attending Funeral Home 

3. Barangay Certificate of Indigence (1 
Original, 1 Photocopy) 

3. Barangay where the client resides 

4. Valid I.D. (1 Photocopy) 4. Transacting client 

CLIENT STEPS AGENCY ACTIONS FEES 
TO 

BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Signs logbook 
and presents 
documents/require
-ment for a brief 
interview and 

1.1 Hand-in 
logbook and 
check the  
completeness and 
validity of the 
requirements 
 
1.2 Refer to 
MSWD Office 

None 5 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative Aide 

Mayorôs Office 

2. Proceed to 
MSWDO Front 
desk Officer to 
sign up the 
clientôs logbook 
and submit all 
documentary 
requirements and  
appear for 
interview 

2.1 Facilitate client 
in signing the 
Logbook 
 
2.2 Review all 
the submitted 
documentary 
requirements and 
Interview client 
for the preparation 
of Social Case 
Summary. 

None 12 minutes MARIVIC G. 
ANDALES, RSW 

Social Welfare 
Assistant 

 
ANGELINA P. 

TACULIN, RSW 
MSWDO (MGDH-

I) 
MSWDO 

3. Affix Signature 
as conformity to 
the accomplished 
social case 
summary. 

3. Signs the 
social case 
summary 

None 5 minutes ANGELINA P. 
TACULIN, RSW 

MSWDO (MGDH-
I) 
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4. Receive the 
documents and  
proceed to 
Mayorôs Office for 
the release of the 
claims. 

4. Release 
documents for 
clientôs claim. 

None 3 minutes MARIVIC G. 
ANDALES, RSW 

Social Welfare 
Assistant 
 MSWDO 

5. Proceed to 
Office of the 
Mayor and 
present the 
Social Case 
Summary and 
Disbursement 
voucher 

5. Check the 
Social Case 
Summary and 
disbursement 
voucher and 
prepare the 
assistance 

None 5 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative Aide 

Mayorôs Office 

6. Signs the 
Disbursement 
voucher and 
receives the 
Burial Assistance 

6. Releases the 
approved amount 
of the assistance 
and log-in   entry   
to 
cashbook 

None 5 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative Aide 

Mayorôs Office 

 Total None 35 minutes  
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2. CIVIL WEDDING TO BE OFFICIATED BY THE MAYOR 
 
The office personnel schedule the preferred date of wedding ceremony of the would-be 
couples to be officiated by the Municipal Mayor. 
 

Office  of  Division  Mayorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Complete Requirements of Marriage 
    Application (please refer to the 

Office of the Municipal Civil 
Registrar for the requirements on 
Marriage Application) 

1. Office of the Municipal Civil Registrar 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present 

the completed 

requirements to 
the Office of the 
Mayor 

1. Check the 
completeness 
and validity of the 
requirements 

None 3 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative 

Aide 
Mayorôs Office 

2. Inquire for the 

availability of 
your preferred 
marriage 
ceremony 
schedule 

2.1 Give the 
available 
schedule 
 
2.2 Finalize the 
time, date and 
venue of the 
marriage 
ceremony 
(subject for 
deliberation 
depending on the 
Mayorôs 
availability); 

2.3 Give 
instructions 

to client on what 
to bring during the 
marriage 
ceremony 

None 10 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative 

Aide 
Mayorôs Office 

 Total None 13 minutes  
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3. EMERGENCY SHELTER ASSISTANCE (ESA) 
 

This assistance is given to the people who are indigent that needs medicines or 
hospitalization 
 

Office  of  Division  Mayorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Indigent constituent 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Report of MDRRMC  
(1 original copy) 

1. MDRRM Office 

2. Barangay Certificate of Indigence  
(1 original copy) 

2. Office of the Punong Barangay 

3. Report of BFP (if cause of fire)  
(1 original) 

3. BFP Station 

4. Photos of the damage property 
 (1 colored copy) 

4. BFP / MDRRMO 

5. Valid ID (1 photocopy) 5. Claimant / Recipient 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
requirements 
 

1. Verify/check the 
completeness of 
the documents 
and 

refer to MSWDO 

None 20 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative Aide 

Mayorôs Office 

2. Proceed to 
Municipal 
SocialWelfare 
Development 
Office 

2. Conduct 
Interview and 
make case 
summary 

None 20 minutes MARIVIC G. 
ANDALES, RSW 

Social Welfare 
Assistant 
 MSWDO 

3. Go back to 

Mayorôs / Admin 

Office present 

thecase 

summary 

3. Check the case 
summary and 
prepare the 
assistance 

None 15 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative Aide 

Mayorôs Office 

4. Sign the 

logbook and 
received the 

assistance 

4. Release the 
assistance 

None 10 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative Aide 

Mayorôs Office 

 Total None 1 hour, 5 
minutes 
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4. FINANCIAL  ASSISTANCE (MEDICAL) 
 
This assistance is given to the people who are indigent that needs medicines or 
hospitalization 
 

Office  of  Division  Mayorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Indigent constituent 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Medical Certificate / Medical 
Abstract Certificate of 
Confinement 
(1 original copy) 

1. Hospital where admitted / checked-up 

2. Barangay Certificate of Indigence 
(1 original copy) 

2. Barangay 

3. Valid ID (1 photocopy) 3. Claimant / Recipient 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
Requirements and 
documents 

1. Verify/checks 

the completeness 

of the documents 

and refer to 

MSWDO 

None 20 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative Aide 

Mayorôs Office 

2. Proceed to 
Municipal Social 
Welfare 
Development 
Office 

2. Conducts 

Interview and 

make case 

summary 

None 20 minutes MARIVIC G. 
ANDALES, RSW 

Social Welfare 
Assistant 
 MSWDO 

3. Go back to 

Mayorôs/ Admin. 

Office present the 

case summary 

3. Checks the 

case summary 

and prepare the 

assistance 

None 15 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative Aide 

Mayorôs Office 

4. Sign the 

logbook and 
received the 

assistance 

4. Releases 

assistance 

None 10 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative Aide 

Mayorôs Office 

 Total None 1 hour, 5 
minutes 
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5. MAYORôS CLEARANCE  

Mayorôs clearance is issued for jobseekers, applicant for Armed Forces of the Philippines 
(AFP), Philippine National Police (PNP), Bureau of Fire Protection (BFP), Bureau of Jail 
Management and Penology (BJMP) 
 
Office  of  Division  Mayorôs Office 

Classification  Simple 

Type of  Transaction  G2B-Government to Business 

Who May Avail  Jobseekers, other applicants but not limited to 

AFP/PNP/BFP/BJMP (Residents of the Municipality) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. PNP Clearance, or 1. PNP Office 

2. NBI Clearance ï Photocopy 2. NBI Tagum Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits 
Requirements 

1. Verifies 
completeness of 

requirements, 

issues order of 

payment and 

advice applicant 

to pay at 

Municipal 
Treasury Office 

None 1 minute ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative Aide 

Mayorôs Office 

2. Proceeds to 
Municipal Treasury 
Office to pay 
clearance fee 

2.1 Accept 

payment and 

issue official 

Receipt 
 
2.2 Advise client 
to proceed to 
BPLS 

P 50.00 5 minutes ANALIE L. 

SALARDA 

Administrative Aide 

VI (Disbursing 

Officer I) 

 

MARLON P. 

JUMAWAY 

Administrative Aide 

I (Utility Worker I) 

 

HERLYN E. 

PANTOJAN 

Administrative Aide 

I 

MTO 

 3. Submits Official 
Receipt of 
Clearance 

3. Process the 

requested 

clearance and 

advice the client 

to wait for the 

None 10 minutes Business Permit and 

Licensing Section 
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release of 

approved 

Mayorôs 

clearance 

4. Signs logbook 

and receives the 

requested mayorôs 

clearance 

4. Hands in 

logbook and 

releases the 

Mayorôs 

clearance 

None 2 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative Aide 

Mayorôs Office 

 Total P 50.00 18 minutes  
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6. MAYORôS CERTIFICATION 
 
The Mayorôs Certification is issued to affirm the validity of the information. 

 
Office  of  Division  Municipal Mayorôs Office (MMO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Client 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Clearance 1. Barangay Treasurer 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Mayorôs Office 
and request and 
submit 
requirements for 
Mayorôs 
Certification 

1.1 Receive and 
check the 
requirements 
 
1.2 Advise the 
client to proceed 
to the Municipal  
Treasury Office 
for the payment 

None 5 minutes YVETTE V. MORAL 
Private Secretary I 

 
NORBELITO B. 

JURIANA 
Private Secretary II 
Mayorôs Office 

  2. Proceed to the 
Municipal 
Treasury Office  
and pay 

2.1 Receive the 
payment 
 
2.2 Issue official 
receipt 
 

2.3 Advise the 
client to return to 
the Mayorôs Office 

P 50.00 15 minutes ANALIE L. 

SALARDA 

Administrative Aide 

VI (Disbursing 

Officer I) 

 

MARLON P. 

JUMAWAY 

Administrative Aide 

I (Utility Worker I) 

 

HERLYN E. 

PANTOJAN 

Administrative Aide 

I 

MTO 

3. Return to the 
Mayorôs Office 
and  submit  the 
official receipt 

3.1 Receive
 the official 
receipt 
 
3.2 Prepare the 
Mayorôs Permit 
 
3.3 Facilitate 
the signing of the 
Municipal Mayor 
and advise the 

None 20 minutes YVETTE V. MORAL 
Private Secretary I 

 
NORBELITO B. 

JURIANA 
Private Secretary II 
Mayorôs Office 
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client to wait 

4. Wait for the 
issuance 

4. Record the 
details of the 
Mayorôs Permit   
in the logbook 

None 5 minutes YVETTE V. MORAL 
Private Secretary I 

 
NORBELITO B. 

JURIANA 
Private Secretary II 
Mayorôs Office 

5. Receive the 
Mayorôs Permit 
with the official 
receipt 

5. Released the 
approved Mayorôs 
Permit 

None 2 minutes YVETTE V. MORAL 
Private Secretary I 

 
NORBELITO B. 

JURIANA 
Private Secretary II 
Mayorôs Office 

 Total P 100.00 47 minutes  
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7. MAYORôS PERMIT 
 
Every person who shall conduct, or hold any program or activity involving the grouping of 
people within the jurisdiction of this municipality shall obtain a Mayorôs Permit for every 
occasion of not more than twenty-four hours. 
 
Office  of  Division  Municipal Mayorôs Office (MMO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Client 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Letter Request 1. Requisitioning Person/Office 

2. Barangay Clearance 2. Barangay 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Mayorôs Office 
and present letter 
request 

1.1 Receive the 
letter request and 
check the other 
requirements 

1.2 Advise the 
client to proceed 
to the Treasury 
Office for the 
payment 

None 5 minutes YVETTE V. MORAL 
Private Secretary I 

 
NORBELITO B. 

JURIANA 
Private Secretary II 
Mayorôs Office 

 

2. Proceed to the 
Municipal 
Treasury Office 
and pay 

2.1 Receive the 
payment 
 
2.2 Issue official 
receipt 
 
2.3 Advise the 
client to return  
to the Mayorôs 
Office 

P 100.00 15 minutes ANALIE L. 

SALARDA 

Administrative Aide 

VI (Disbursing 

Officer I) 

 

MARLON P. 

JUMAWAY 

Administrative Aide 

I (Utility Worker I) 

 

HERLYN E. 

PANTOJAN 

Administrative Aide 

I 

 

3. Return to the 
Mayorôs Office 
and submit the 
official receipt 

3.1 Receive the 
official receipt and 
prepare the 
Mayorôs Permit 

3.2 Facilitate the 
signing of the 
Municipal Mayor 

None 20 minutes YVETTE V. MORAL 
Private Secretary I 

 
NORBELITO B. 

JURIANA 
Private Secretary II 
Mayorôs Office 
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3.3 Advise the 
client to wait 

4.  Wait for the 
issuance of permit 

4. Record the 
details of the 
Mayorôs Permit in 
the logbook 

None 5 minutes YVETTE V. MORAL 
Private Secretary I 

 
NORBELITO B. 

JURIANA 
Private Secretary II 
Mayorôs Office 

5. Receive the 
Mayorôs Permit 
with the official 
receipt 

5. Releases the 
approved Mayorôs 
Permit 

None 2 minutes YVETTE V. MORAL 
Private Secretary I 

 
NORBELITO B. 

JURIANA 
Private Secretary II 
Mayorôs Office 

 Total P 100.00 47 minutes  
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8.  MEDICAL REFERRAL 
 
The office provides medicines to individuals/residents of the Municipality who have 
inadequate resources to purchase medicines prescribed for their medication. 
 
 

Office  of  Division  Mayorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Doctorôs Prescription (1 Original) 1. Hospital where the sick person was 

confined/checked up 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Presents 
doctorôs 
prescription or to 
the 
Office of the 

Mayor 

1. Receive the 

doctorôs 

prescription, 

interview the client 

and check for the 

availability of the 

medicine 

prescribed 

by the doctor. 

None 5 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative Aide 

Mayorôs Office 

2. Receive the 

medicine 

2. Give the 
available medicine 
to the client/patient 

None 5 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative Aide 

Mayorôs Office 

 Total None 10 minutes  
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9.  SOLICITATION AND OTHER FINANCIAL  ASSISTANCE 
 
This assistance is given to the people who are indigent that needs medicines or 
hospitalization. 
 
Office  or  Division  Mayorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who may avail  Indigent constituent 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Letter of request or Solicitation letter 

(1 Original, 1 Photocopy) 

1. Transacting client/public 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submits letter of 
request or 
solicitation letter 
for a brief 
interview. 

1. Affix receive 
stamp on both 
original and 
receiving copy of 
the letter request or 
solicitation letter. 

1.2. Entry 
document/s in 
logbook of 
official received 
documents. 

1.3. Interview the 
client for the 
purpose/s of the 
letter request or 
solicitation letter. 

1.4. Prepares the 

request for the 

releasing of the 

assistance and 
inform the client 
to return on the 
scheduled date of 
the release of the 
assistance  

None 6 days Administrative Aide 
I, Private 
Secretary I Mayorôs 
Office 

2. Claim the 
approved 
request/solicitation 

2. Releases the 
approved amount 
for the assistance. 

None 2 minutes Administrative Aide 
I, Private 
Secretary I 

Mayorôs Office 

 Total None 6 days, 2 

minutes 
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1. ALTERNATIVE  LEARNING SYSTEM MAPPING,
 ENROLLMENT, ORIENTATION  
 
Address to all school learner, Out of School Youth (OSY), Out of School Age (OSA), 
Dropped outs, factory workers, functional illiterates from the Municipality. 
 
Office  or  Division  Mayorôs Office- Community Learning Center 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who may avail  All Out of School Youth 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 
Community 
Learning Center 
(CLC) 

1. A&E orientation 
program to all new 
learners both 
secondary and 
elementary levels 
from different 
learning centers 

None 60 minutes District Alternative 

Learning System 

Coordinator 

(DALSC), 

Alternative 

Learning 

System Mobile 

Teachers, 

Instructional 
Managers 

2. Proceed for 
enrollment 

2. Conducts 
assessment 
test/FLT to all 
dropouts oriented 
as for their 
entrance test. 

None 1 day NORBELITO B. 

JURIANA 

Private Secretary II 

ALS Coordinator 

Municipal Mayorôs 
Office 

 Total None 1 day, 

60 minutes 
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2. CERTIFICATE OF RATING, DIPLOMA AND CERTIFICATION FOR 
PASSERS (A&E NATIONAL TEST)  

 
 
Office  or  Division  Mayorôs Office- Community Learning Center 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who may avail  All learners from Different Barangay of the municipality who 
passed the A&E National Test 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Request 

(1 original, 1 photocopy) 

1. Requesting party 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit letter of 
request to the ALS 
Office 

1.1 Gives the 
original  copy  
of request and 
receive the 
photocopy of 
request letter 

1.2 Records 
document in 
logbook for official 
received 
documents    

1.3 Interview the 
client for the 
purpose 

None 15 minutes NORBELITO B. 

JURIANA 

Private Secretary II 

ALS Coordinator 

Municipal Mayorôs 

Office, 

Instructional 
Managers 

2. Claims the 

approved 

request 

2. Releases the 
approved request 

None 1 minute NORBELITO B. 

JURIANA 

Private Secretary II 

ALS Coordinator 

Municipal Mayorôs 
Office 

 Total None 16 minutes  
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1. MAYORôS PERMIT FOR BUSINESS - NEW APPLICANT  

 
The Mayorôs Permit also known as a Business Permit ensures that an individual is granted 
the authority to operate a business, pursue an occupation or calling, or undertake an activity 
within the municipality. 
 
Office  or  Division  Business Permit & Licensing Section 

Classification  Simple 

Type of  Transaction  G2B ï Government to Business Entity 

Who may avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Either of the Proof of Business 
Registration Applicable (original 
copy and a photocopy): 
 
a. DTI (Sole Proprietorship) 

 
 
 

b. SEC (Corporation/Partnership) 
 
 
 
 

c. CDA (Cooperatives) 

 

  
 
 
 
a. DTI, Negosyo Center, Organic Trading Post 

Building, Braulio E. Dujali (near the public 
market) 

 
 b. Securities and Exchange Commission 

(SEC) ï Davao Extension Office (DEO), 2/F 
SDC Bldg., Purok 13, Maa Road, Maa, 
Davao City 

 
 c. Cooperative Development Authority, 

(CDA), 2F GB Cam Bldg, T.Monteverde St, 
Poblacion District, Davao City, 8000   

2. Barangay Certification/ Clearance 2. Barangay (where the Business is Located) 

 3. Fire Safety Inspection Certificate  3. Bureau of Fire Protection 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Go to the 
Business Permit 
and Licensing 
Section (BPLS), 
and present or 
submit all 
requirements.   

1.1 Receive, 
evaluate, and 
check the 
completeness and 
validity of the 
documents 
 
1.2 Encode data 
of applicant/ 
 business in the 
E-TRACS. 
(system linked to 
MTO for 
assessment) 
 
1.3 Advise the 
client to proceed 

None 10 minutes RONIE S. 
COMPAS 

BPLO Designate 
BPLS 
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to the Municipal 
Treasurerôs Office 
(MTO) for the 
payment 
assessment.  

2. Proceed to the 
Municipal 
Treasurerôs Office 
(MTO) and pay the 
amount reflected in 
the Assessment 
Form 

2.1 Collect 
payment 
 
2.2 Issue official 
receipt 
 
2.3 Advise the 
client to return to 
the Business 
Permit and 
Licensing Section 
(BPLS) for the 
release of the 
Business Permit 
and Business 
Plate 

See table 
of permit 
fee. 

30 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN E. 
PANTOJAN, 

MARLON P. 
JUMAWAY 

Administrative Aide 
III 

MTO 

3. Go back to the 
BPLS and claim 
the Business 
Permit and 
Business Plate.  

3.1 Check Official 
Receipt 
  
3.2 Approve 
business permit 
 
3.3 Release 
Business permit 
and Business Plate  

None 30 minutes RONIE S. COMPAS 
BPLO Designate 

BPLS 

 Total None 1 hour, 10 
minutes 
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2. MAYORôS PERMIT FOR BUSINESS ï RENEWAL 
  
The Mayorôs Permit also known as Business Permit ensures that individual is granted the 
authority to operate a business, pursue an occupation or calling, or undertake an activity 
within the municipality. 
 
Office  or  Division  Business Permit & Licensing Section 

Classification  Simple 

Type of  Transaction  G2B ï Government to Business Entity 

Who may avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certification 1. Barangay 

2. Previous Yearôs Business Permit 2. Client 

 3. Permittee sworn statement of gross 
sales for the preceding year or any 
other reliable proof of gross sales.  

Client 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Go to the 
Business Permit 
and Licensing 
Section (BPLS), 
and 
present/submit all 
requirements.   

1.1 Receive, 
evaluate, and 
check the 
completeness and 
validity of the 
documents 
 
1.2 Encode data 
of applicant/ 
business in the E-
TRACS. (system 
linked to MTO for 
assessment) 
 
1.3 Advise the 
client to proceed 
to the Municipal 
Treasurerôs Office 
(MTO) for the 
payment 
assessment.  

None 10 minutes RONIE S. COMPAS 
BPLO Designate 

BPLS 

2. Proceed to the 
Municipal 
Treasurerôs Office 
(MTO) and pay the 
amount reflected in 
the Assessment 
Form 

2.1 Collect 
payment 
  
2.2 Issue official 
receipt 
 
2.3 Advise the 
client to return to 

See the 
table of 
Permit 
Fee  

30 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

HERLYN E. 
PANTOJAN, 

MARLON P. 
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the Business 
Permit and 
Licensing Section 
(BPLS) for the 
release of the 
Business Permit 
and Business 
Plate. 

JUMAWAY 
Administrative Aide 

III 

MTO 

3. Go back to the 
BPLS and claim 
the Business 
Permit and 
Business Plate.  

3.1 Check Official 
Receipt 
 
3.2 Approve 
business permit 
 
3.3 Release 
Business permit 
and Business 
Plate.   

None 30 minutes RONIE S. COMPAS 
BPLO Designate 

BPLS 

 Total  See the 
table of 
Permit 
Fee 

1 hour and 10 
minutes 

 

 

ADOPTED PHILIPPINES CATEGORIES OF BUSINESS SIZE  

 

Enterprise Scale  Business asset Size (in PHP) 

Cottage A 250,000.00 ï below 

 B 250,0001.00 ï 500,000.00 

Small A 500,001.00 ï 1,000,000.00 

 B 1,000,001.00 ï 5,000,000.00 

Medium  A 5,000,001.00 ï 10,000,000.00 

 B 10,000,001.00 ï 20,000,000.00 

Large   Over 20,000,000.00 

 
1. On Manufacturers/ Importer/ Exporters/ Producers  

  Amount of Fee per Annum 

Cottage A 330.00 

 B 660.00 

Small A 1,320.00 

 B 4,620.00 

Medium A 6,600.00 

 B 9,900.00 

Large  9,900.00 + 6.00 for every 10,000.00 in 
excess of 20M 
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2. On Banks  

 Amount of Fee per Annum 

Rural, Thrift and Savings Banks 3,300.00 

Commercial and Industrial Banks 4,600.00 

Universal Banks  7,900.00 

 
3. On Other Financial Institutions and Other Financial Intermediaries  

 Amount of Fee per Annum 

Pawnshops 1,320.00 

Lending Institutions 1,980.00 

Money Remittance Center 2,475.00 

Other Financial Intermediaries 1,320.00 

 
4. On Contractors/ Service Establishments  

  Amount of Fee per Annum 

Cottage A 264.00 

 B 396.00 

Small A 1156.00 

 B 1980.00 

Medium A 3960.00 

 B 6600.00 

Large  6600.00 + 4.00 for every 10,000.00 in excess of 20M 

 
5. On Wholesalers/Retailers/Dealer/Distributors  

  Amount of Fee per Annum 

Cottage A 264.00 

 B 3,96.00 

Small A 1,156.00 

 B 1,980.00 

Medium A 3,960.00 

 B 6,600.00 

Large  6,600.00 + 4.00 for every 10,000.00 in excess of 20M 

 
6. On Transloading Operations (refers to agricultural products)  

  

Medium  2,200.00 

Large 4,400.00 

 
7. On Telecommunication Services ï P 3,000.00 per annum  
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8. On Cooperatives (DILG MC 2017 -16) ï 1,000.00 

 

 
9. On Other Community Organizations  

 Amount of Fee per Annum 

Municipal/Provincial  550.00 

National  1,100.00 

International  1,650.00 

 
10. On Vendo Machines  

 Amount of Fee per Annum 

Computer Gaming Machine 300.00 per unit per annum  

Vendo Wi-fi 300.00 per unit per annum  

Carwash  300.00 per unit per annum  

Othe Vendo Machines  300.0 er unit per annum 

 
11. Other Businesses  

 Amount of Tax per Annum 

Cottage 250.00 

Small  528.00 

Medium 1,156.00 

Large 1,320.00 
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3. ISSUANCE OF OCCUPATIONAL  PERMIT 

 
An occupational Permit is issued for every person who shall engage in the Practice of 
Occupation or Calling not requiring government examination 
 
Office  or  Division  Mayorôs Office- Business Permits & License Section 

Classification  Simple 

Type of  Transaction  Government to Citizen 

Who may avail  All workers or employees of privately owned business 

establishments whether working on a temporary or 

permanent basis except all professionals who are subject to 

the provincial tax imposition pursuant to Section 139 of the 

Local 

Government Code and government employees 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Valid ID 1. Client  

2. Proof of Payment of requested 
permit (OR) 

2. Municipal Treasury Office (MTO) 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit 
requirements, and 
fill in the 
occupational 
application form. 

1.1 Verify 
completeness, 
and authenticity 
of requirements,  
Treasurerôs office 
for the payment of 
the permit. 

None 5 minutes RONIE S. COMPAS 
BPLO Designate 

BPLS 

2. Proceeds to the 
Treasurerôs Office 
to pay for the 
payment of the 
occupational 
permit. 

2.1 Accepts 
payment for the 
permit; 
 
2.2 Issue official 
receipt 
 
2.2  Advise the 
applicant to 
proceed back to 
BPLS. 

P110.00 5 minutes ANALIE L. 

SALARDA 

Administrative Aide 

VI 

 

HERLYN E. 

PANTOJAN, 

MARLON P. 

JUMAWAY 

Administrative Aide 

III 

MTO 

3. Go back to the 
BPLS and claim 
the Occupational 
Permit. 

3.1 Check Official 
Receipt 
 
3.2 Approve 
occupational 
permit 
 

None 5 minutes RONIE S. COMPAS 
BPLO Designate 

BPLS 
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3.3 Release 
Occupational 
Permit. 

 Total P110.00 15 minutes  
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4. RETIREMENT OF BUSINESS AND ISSUANCE OF CERTIFICATION 

FOR RETIREMENT 

Retirement of the business is the formal closure of an enterprise or undertakings in pursuit 
of the profession when an owner or professional has decided to cease operation.  
 
Office  or  Division  Mayorôs Office- Business Permits and Licensing Section 

Classification  Simple 

Type of  Transaction  G2B-Government to Business 

Who may avail  All persons, juridical entities who conduct or engage in any 
business trade within the territorial jurisdiction of the 
municipality 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Sworn Statement of gross sales of 

the current year 

1. Applicant 

2. Current/latest business permit 2. Applicant 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submits 
Requirements 

1.1 Receive, verify, 
and check the 
completeness and 
correctness of 
requirements 
 
1.2 Encode data 
of the client and its 
business in the E-
TRACS (system 
linked to MTO for 
assessment) 
  
1.3 Advise the 
client to proceed to 
the Municipal 
Treasurerôs Office 
(MTO) to pay the 
business tax.  

None 5 minutes RONIE S. COMPAS 
BPLO Designate 

BPLS 

2. Proceeds to 
Treasurerôs Office 
to pay business tax 
of the current or 
preceding year. 
 

2.1 Collect 
payment for the 
business tax of 
the current or the 
preceding year 
 
2.2 Issue official 
receipt 
 
2.3 Advise the 
client to return to 
the Business 

Subject 
to 
assessm
ent 
based on 
the gross 
sales 
and the 
graduate
d 
business 
tax table. 

5 minutes ANALIE L. 

SALARDA 

Administrative Aide 

VI 

 

HERLYN E. 

PANTOJAN, 

MARLON P. 

JUMAWAY 

Administrative Aide 
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Permit and 
Licensing Section 
(BPLS) for the 
release of the 
Certificate of 
Closure. 

III 

MTO 

3. Go back to the 
BPLS, present the 
OR, and claim the 
Certificate of 
Closure of 
Business 

3.1 Receive and 
check the Official 
Receipt  
 

3.2  3.2 Approve 
closure of the 
business 

  
3.3 Release 
Certificate of 
Closure of the 
Business.  

None 5 minutes RONIE S. COMPAS 
BPLO Designate 

BPLS 

 Total Subject 
to 
assessm
ent 
based on 
the gross 
sales 
and the 
graduate
d 
business 
tax table.  

15 minutes  
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5. ISSUANCE OF CERTIFICATE  OF NO BUSINESS AND HAS 
BUSINESS 

 
This certification is required in the application for scholarship, and SPES workers 
 
Office  or  Division  Mayorôs Office- Business Permits & License Section 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who may avail  Scholarship and SPES Worker Applicants, All Other 
Applicants 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of No Landholding 1. Municipal Assessorôs Office 

2. Valid ID 2. Client 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit 
Requirements 

1.1 Receive 
requirement 
  
1.2 Verify through 
the E-TRACS 
System whether 
the requester 
owned any 
business or not 
 
1.3 Advise the 
client to proceed 
to the Municipal 
Treasurerôs Office 
to pay for the 
certification 

None 5 minutes RONIE S. COMPAS 
BPLO Designate 

BPLS 

2. Proceed to the 
Treasurerôs Office 
to pay the 
certification fee. 

2.1 Accepts 
payment of 
certification fee 
 
2.2 Issues official 
receipt 
 
2.3 Advise the 
client to proceed 
back to BPLS. 

P55.00 5 minutes ANALIE L. 

SALARDA 

Administrative Aide 

VI 

 

HERLYN E. 

PANTOJAN, 

MARLON P. 

JUMAWAY 

Administrative Aide 

III 

MTO 

3. Present official 
receipt, and claim 
certificate.  

3.1 Receive and 
verify OR 
 

None 5 minutes RONIE S. COMPAS 
BPLO Designate 

BPLS 
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3.2 Process the 
requested 
certification 
 
3.3 Print, 
approve, and 
release the 
Certificate of 
No/Has Business 

 TOTAL P55.00 15 minutes  
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6. ISSUANCE OF CERTIFICATE  OF CHANGE OF BUSINESS 
NAME 

 
A certificate issued to an individual or juridical business entity certifying that the business 
trade name has been changed 
 
Office  or  Division  Mayorôs Office- Business Permits & License Section 

Classification  Simple 

Type of  Transaction  G2B-Government to Business 

Who may avail  Business establishment owner 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Business Tradename 

Registration 

1. Department of Trade and Industry ï Negosyo 
Center of this Municipality 

2. Current Business Permit 2. Applicant 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceeds and 
submits 
requirements to 
the BPLS 

1.1 Verify 
completeness of 
requirements 
  
1.2 Interviews 
and encode 
pertinent data to 
E-TRACS System 
 
1.3 Advise the 
applicant to pay at 
the Municipal 
Treasurerôs Office. 

None 5 minutes RONIE S. COMPAS 
BPLO Designate 

BPLS 

2. Proceeds to 
Municipal 
Treasurerôs Office 
to pay certification 
fee 

2.1 Accepts 
payment of 
certification fee 
  
2.2 Issue 
official receipt 
 
2.3 Advise 
applicant to 
proceed back 
to BPLS.  

P55.00 5 minutes ANALIE L. 

SALARDA 

Administrative Aide 

VI 

 

HERLYN E. 

PANTOJAN, 

MARLON P. 

JUMAWAY 

Administrative Aide 

III 

MTO 

3. Submits official 
receipt of 
certification fee 

3.1 Received and 
checked Official 
Receipt 
 
3.2 Print and 

None 10 minutes RONIE S. COMPAS 
BPLO Designate 

BPLS 
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approve 
certification 
 
3.3 Release 
Certificate of 
Change of 
Business Name 

 Total P 55.00 20 minutes  
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MUNICIPAL MAYORôS OFFICE 
 
 

HUMAN RESOURCE MANAGEMENT SECTION  

 
 

External  Services  
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1. ACCEPTANCE OF JOB APPLICATIONS  
 
Jobseekers submits application letter for any job opening in this local government unit. The 
application contains details of applicantôs qualifications including most relevant skills and 
potentials that highlights applicantôs suitability for the position applied. 
 
Office  of  Division  Human Resource and Management Office (HRMO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Client 
G2G ï Government to Government 

Who May Avail  Government Employees 
All Jobseekers 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Application Letter Job Applicant 
2. Personal Data Sheet Job Applicant 
3. Photocopy of Eligibilities Job Applicant 
4. Photocopy of Transcript of 

Records 
Job Applicant 

5. Certification of Employment Job Applicant 
CLIENT STEPS AGENCY 

ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Human Resource 
and Management 
Office, sign in the 
logbook and 
submit the 
application letter 
and attachments 

1.1 Give the 
logbook to the 
applicant and 
receive the 
documents 
 
1.2 Check the 
completeness of 
the documents: 
 
1.2.1 If 
incomplete, return 
to the client and 
inform about the 
lacking 
documents 

1.2.2 If complete, 
forward to the 
head of office 

 
1.3 Advice the 
applicant when  
to report for the 
next selection 
process 

None 15 minutes EVANGELINE A. 
MOLATO 

Administrative Aide II 
HRMS 

 
ERMALYN B. 
GANOTISE 

Administrative Officer 
IV 

HRMS 

 Total None 20 minutes  
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2. APPLICATION  FOR LEAVE OF ABSENCE 
 
A leave of absence is permission for an employee to be away from work for a period of 
time. 
 
Office  of  Division  Human Resource and Management Office (HRMO) 

Classification  Simple 

Type of  Transaction  G2G ï Government to Government 

Who May Avail  Government Employees, this LGU 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. CSC Form No. 6 (Application 
for Leave, Revised 2020 ),  
3 copies 

1. Human Resource and Management 
Office 

2. Medical Certificate, for sick leave 
exceeding 5 days 

2. Physician 

3. Clearance from Money and 
Property Accountabilities, if 30 
Days or more 

3. Human Resource and Management Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
the Human 
Resource and 
Management 
Office and secure 
leave form 

1. Issues Leave 
form 

None 2 minutes EVANGELINE A. 
MOLATO 

Administrative Aide II 
HRMS 

 
ERMALYN B. 
GANOTISE 

Administrative Officer 
IV 

HRMS 

2. Fill up the 
form and submit  

2.1 Receives the 
accomplished 
form and check 

2.2 Forward to the 
Human Resource 
Management 
Officer for the 
certification of 
available leave 
credits 

2.3 Advise the 
employee that 
copy of the 
approved leave 
form will be 
distributed once 
approved by the 
Local Chief  

None 5 minutes EVANGELINE A. 
MOLATO 

Administrative Aide II 
HRMS 

 
ERMALYN B. 
GANOTISE 

Administrative Officer 
IV 

HRMS 
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 Total None 7 minutes  
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3. CLEARANCE  FROM MONEY AND PROPERTY ACCOUNTABILITIES  
 

The Human Resource and Management Office issues this document to officials and 
employees of the local government unit and to other government employees in the 
municipality to confirm the act of releasing an official or employee from responsibility and/or 
liability due to the money and property granted and/or entrusted to him/her. 
 
Office  of  Division  Human Resource and Management Office (HRMO) 

Classification  Simple 

Type of  Transaction  G2G ï Government to Government 

Who May Avail  Current and Former Employees, this LGU 
Public School Teacher, this municipality 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed
 to 
the Human 
Resource and 
Management 
Office and make 
request 

1. Logbook details 
of Request and 
advise client to 
proceed to the 
Municipal Treasury 
Office for payment 

None 2 minutes EVANGELINE A. 
MOLATO 

Administrative Aide II 
HRMS 

 
ERMALYN B. 
GANOTISE 

Administrative Officer 
IV 

HRMS 

2. Proceed to the 
Municipal 
Treasury Office 
for payment 

2.1 Accept 
payment 

 
2.2 Issue official 
receipt 
 
2.3 Advise client to 
return to Human 
Resource and 
Management 
Office, submit the 
official receipt 

P 50.00 5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 

MTO 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 
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3. Return to the 
Human Resource 
and Management 
Office and submit 
the official receipt 
of payment 

3.1 Receive and 
check the official 
receipt 
 
3.2 Input details 
of payment and 
print the 
requested 
document for 
processing 

 
3.3 Inform client 
that they will be 
advise through 
phone call or text 
once document is 
ready for pick-up  

None 
 
 

None 

5 minutes 
 
 

1 day 

EVANGELINE A. 
MOLATO 

Administrative Aide II 
HRMS 

 
ERMALYN B. 
GANOTISE 

Administrative Officer 
IV 

HRMS 

4. Claim the 
clearance 

4. Release 
the document 

None 3 minutes EVANGELINE A. 
MOLATO 

Administrative Aide II 
HRMS 

 
ERMALYN B. 
GANOTISE 

Administrative Officer 
IV 

HRMS 

 Total P 50.00 1 day, 15 
minutes 
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4. SERVICE RECORD  
 
The Human Resource and Management Office issues Service record to provide details of 
the employment of a certain employee even those who retired and resigned from the local 
government unit. 
 
Office  of  Division  Human Resource and Management Office (HRMO) 

Classification  Simple 

Type of  Transaction  G2G ï Government to Government 

Who May Avail  Current and Former Employees, this LGU 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed  to 
the  Human 
Resource and 
Management 
Office and make a 
request 

1.1 Prepare the 
document 
requested 
 
1.2 Forward the 
document to the 
Human Resource 
Management 
Officer for 
signature 

None 5 minutes EVANGELINE A. 
MOLATO 

Administrative Aide II 
HRMS 

 
ERMALYN B. 
GANOTISE 

Administrative Officer 
IV 

HRMS 

2. Receive the 
requested 
document and 
acknowledge by 
signing in  the 
logbook 

2.1 Logbook 
details of the 
document 
 
2.2 Releasethe 
document 

None 3 minutes EVANGELINE A. 
MOLATO 

Administrative Aide II 
HRMS 

 
ERMALYN B. 
GANOTISE 

Administrative Officer 
IV 

HRMS 
 Total  None  8 minutes  
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5. CERTIFICATIONS 
 
The Human Resource Management Office issues Certification of Net Pay and Certification 
of Employment upon request of employee who is applying for loan or any other purpose 
that requires proof of actual net take home pay and issues a certificate of employment that 
certifies an employee's date of engagement with the LGU, the duties and functions and the 
termination date, if applicable. 
 
Office  of  Division  Human Resource and Management Office (HRMO) 

Classification  Simple 

Type of  Transaction  G2G ï Government to Government 

Who May Avail  Current and Former Employees, this LGU 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed  to 
the  Human 
Resource and 
Management 
Office and make a 
request 

1.3 Prepare the 
document 
requested 
 

1.4 Forward the 
document to the 
Human Resource 
Management 
Officer for 
signature 

None 5 minutes EVANGELINE A. 
MOLATO 

Administrative Aide II 
HRMS 

 
ERMALYN B. 
GANOTISE 

Administrative Officer 
IV 

HRMS 

2. Receive the 
requested 
document and 
acknowledge by 
signing in  the 
logbook 

2.3 Logbook 
details of the 
document 
 

2.4 Release the 
document 

None 3 minutes EVANGELINE A. 
MOLATO 

Administrative Aide II 
HRMS 

 
ERMALYN B. 
GANOTISE 

Administrative Officer 
IV 

HRMS 
 Total None 8 minutes  
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MUNICIPAL MAYORôS OFFICE 

 

 

INFORMATION AND COMMUNICATION  

TECHNOLOGY 

 
 

External  Services  
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1. QUICK RESPONSE CODE 
 
Issued to each constituent to fast track the contact tracing of the possible Covid-19 virus 
carrier. 
 

Office  or  Division  Mayorôs Office- Information Technology Section 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who may avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay master list of members.  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Bring unit 
(hardware/softwar
e) to Information, 
Communication  
Technology Office 

1. Hand in 
logbook for request 

None 2 minutes JOFFREY P. DE 
GUZMAN 

Administrative Aide II 
IT Section 

2. Fill up the 

logbook 

2. Check the issue 
of the unit 
-computer 
-printer 
-others 

None 15 minutes JOFFREY P. DE 
GUZMAN 

Administrative Aide II 
IT Section 

3. Wait for the 

result 

3. Advise client 

about the result 

-repair, deposit the 

unit 

-replacement 

None 3 minutes JOFFREY P. DE 
GUZMAN 

Administrative Aide II 
IT Section 

 Total None 8 minutes  
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2. REQUEST FOR INFORMATION AND COMMUNICATION 
 TECHNOLOGY SUPPORT 
 
Issued to each constituent to fast track the contact tracing of the possible Covid-19 virus 
carrier. 
 
Office  of  Division  Mayorôs Office- Information Technology Section 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay master list of members 1. Barangay/ Requesting party 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submits 
Master list 

1.1 Receives 
and verifies the 
completeness of 
the data 
submitted. 
 

1.2 Encode 
information  and 
assign Quick 
Response (QR) 
Code. 

None 

 
 
 
 

None 

14 minutes 

 
 
 
 

15 minutes 

JOFFREY P. DE 
GUZMAN 

Administrative Aide II 
IT Section 

2. Receive the 
QR Code 

2. Release the 
QR 

None 2 minutes JOFFREY P. DE 
GUZMAN 

Administrative Aide II 
IT Section 

 Total None 31 minutes  
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MUNICIPAL MAYORôS OFFICE 
 
 

PROCUREMENT SERVICES SECTION 

 
 

External  Services  
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1. BIDDING DOCUMENTS 
 

Document issued to suppliers, contractors and consultants in order to participate in the 
bidding. 
 
Office  of  Division  Mayorôs Office- Procurement Services Section 

Classification  Simple 

Type of  Transaction  G2B-Government to Business 

Who May Avail  All Suppliers, Contractors and Consultants 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Request 
Availability of 
Bidding Documents 

1. Issues 
Payment Order 
Slip and advise 
to proceed to 
Municipal 
Treasurerôs Office 

None 5 minutes LOVELY DORREN 
S. BRAVO 

Administrative Aide 
III Procurement 

Services Section 

2. Proceed to 
Municipal 
Treasurerôs Office 
to pay the bidding 
document fee 

2. Receives 
payment and 
issue official 
receipt 

Refer to 
table 
below 

5 Minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

3. Presents 
official receipt to 
BAC-Secretariat 
and receives Bid 

3. Checks official 
receipt and issue 
bidding document 

None 3 Minutes LOVELY DORREN 
S. BRAVO 

Administrative Aide 
III Procurement 

Services Section 

 Total Refer to 
table 
below 

13 minutes  
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BIDDING DOCUMENTS FEE 

 

Approve  Budget  for  the Contract  Maximum  Cost  of  Bidding  Documents  
(In Philippine  Peso)  

500,000 and below 500.00 

More than 500,000 up to 1 Million 1,000.00 

More than 1 Million up to 5 Million 5,000.00 

More than 5 Million up to 10 Million 10,000.00 

More than 10 Million up to 50 Million 25,000.00 

More than 50 Million up to 500 Million 50,000.00 

More than 500 Million 75,000.00 

Special Permit (Valid for One (1) year 1,200.00 (Public Bidding) 

400.00 (RFQôs) 
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2. SUBMISSION/ RECEIPT OF OPENING OF BID AND BID 
EVALUATION  

 
Dropping of bid documents/ legal, financial and technical for the bid and awards committee 
for checking and evaluation. 

 
Office  of  Division  Mayorôs Office- Procurement Services Section 

Classification  Simple 

Type of  Transaction  G2B-Government to Business 

Who May Avail  All Suppliers, Contractors and Consultants 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Eligibility Documents 

(1 original copy, 4 additional copy) 

1. Applicant/ Supplier 

2. Financial Proposal 

(1 original copy, 4 additional copy) 

2. Applicant/ Supplier 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBL

E 

1. Proceeds to BAC 
Secretariat Office 
and signs 
attendance 

1.1 Hands-in 
attendance sheets. 
 
1.2 Receive the 
Clients Bid Proposal 
(Legal, Financial, 
Technical and Bid 
Proposal 

None 

None 

1 minute 

 
 

4 minutes 

LOVELY 
DORREN S. 

BRAVO 
Administrative 

Aide III, 
ALL BIDS 

AND 
AWARDS 

COMMITTEE 
MEMBERS 
Procurement 

Services 
Section 

2. Witness the 

Opening of Bid 

2. Conduct 
Opening of Bid and 
Bid Evaluation 

None 3 hours LOVELY 
DORREN S. 

BRAVO 
Administrative 

Aide III, 
ALL BIDS 

AND 
AWARDS 

COMMITTEE 
MEMBERS 
Procurement 

Services 
Section 

3. Presents 
official 
receipt  to 
BAC- 

3. Checks official 

receipt and issue 

bidding document 

None 3 minutes LOVELY 
DORREN S. 

BRAVO 
Administrative 
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Secretariat and 
receives 

Bid Docôs 

Aide III, 
ALL BIDS 

AND 
AWARDS 

COMMITTEE 
MEMBERS 
Procurement 

Services 
Section 

 Total None 3 hours, 8 
minutes 
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External Services  
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1.  ASSISTANCE TO REGISTRATION OF WORKERS ASSOCIATION  
 
The Public Employment service caters the application or registration of rural workers in 
consonance with PD 442 of the Labor Code of the Philippines, as amended, the DOLE is 
mandated to process the application for registration of workersô association organized for 
the mutual aid and protection of its member and to enhance its opportunity in livelihood 
undertakings in order for them to acquire legal personality. 
  

Office of Division  Mayorôs Office- Public Employment Service Office (PESO) 

Classification  Highly Technical  

Type of Transaction  G2C-Government to Citizen 

G2B-Government to Business 

G2G-Government to Government 

Who May Avail  Associations  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application Form  1. PESO  

2. Name of the association officers and 

their addresses (1 original and 5 

photocopies)  

2. Association  

3. Minutes of Organizational Meeting 

(1 original and 5 photocopies)  

3. Association  

4. List of members (1 original and 5 

photocopies)  

4. Association  

5. Financial Report if in existence for at 
least one (1) year (1 original and 5 
photocopies)  

5. Association  

6.If less than 1 year, and has not 

collected any amount, a certification 

to this effect  

6. Association  

7. Minutes of Organizational Meeting 

(1 original and 5 photocopies)  

7. Association  

8. Notarized Constitution and by-laws 

accompanied by the names and 

signature of ratifying members (1 

original and 6 photocopies)  

8. Association  

9. Minutes of adoption or ratification of 

the constitution and by-laws, date/s 

when ratification was made and list 

of ratifying members (1 original and 

5 photocopies)  

9. Association  

CLIENT STEPS AGENCY 

ACTIONS 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON 

RESPONSIBLE  
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1. Proceed to 
PESO and signs 
in the logbook  

1.1 Hands in 
logbook and issue 
Guideline and 
Checklist  for 
registration to 
DOLE  
 
1.2 Releasing of 
Application for 
registration and 
check list of 
requirements.   

None  5 minutes  ANGELITA P. 

DALISAY 

Administrative 

Aide I 

 

ABEL T. 

PAGATPAT 

PESO 

Designate 

 

 

2. Evaluate 
application for 
registration 
documents for 
DOLE registration 
with notarized 
Constitution and 
by-laws. 

2.1 2.1 Evaluate the 
completeness of 
documents. 

2.2  
2.2 Issuance of 
referral form for 
DOLE registration. 
 
 

None  15 minutes  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

  Total None  20 minutes    
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2.  EMPLOYMENT FACILITATION  
  
The office of the Municipal Mayor through the Public employment service office section 
implements the core and other DOLE programs related to capacity development, wage and 
self-employment for the labor force of the municipality.   
 

Office of Division  Mayorôs Office- Public Employment Service Office (PESO)  

Classification  Simple  

Type of 
Transaction  

G2C-Government to Citizen 

G2B-Government to Business 

G2G-Government to Government  

Who May Avail  Jobseekers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Resume with 2òx2ò picture  

(1 copy)  

Applicant 

2. Photocopy of Transcript of Record 

or Diploma (1 copy)  

Applicant 

3. Training Certificate, if any  Training Provider (if any)  

4. Employment Certificate, if any  Previous Employer (in any)  

5. Application Letter  

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Fills out  Clients 

log book and 

National Skills 

Registration 

Program form  

1.1 Provide Log 

book for 

applicants. 

 

1.2. Provide 

National Skills 

Registration 

Program form to 

be filled out by 

jobseekers.  

None  10 minutes  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate  

2. Submit the filled 
out National Skills 
Registration 
Program form 
together with 
application 
documents  
  
  
  

2. Receive  the  
NSRP  (National  
Skills Registration 
Program) form 
and  
evaluate for its 
completeness 
together with 
application 
documents. 
 
 

None  10 minutes  
  
  
  
  
  
 
 
 
  
 

ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 



 

254 | C I T I Z E N ô S  C H A R T E R  2 0 2 4  

3. Submit for Job 
interview 

3. 1 Conduct 
initial interview 
(for wage 
employment) 
 
3.2  conduct 
job matching (for 
wage 
employment) 
 
3.3 Determine 
what livelihood 
proposal. 
 
3.4 Determine the 
applicants needs 
capability 
enhancement 
through training 
or seminar. 

None  10 minutes  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

4. Receives referral 4.1 Issue referral 
form to hiring 
agencies for 
qualified 
applicants (for 
wage 
employment) 
 
4.2 Issue referral 
for to livelihood 
provider. (Self-
employment.) 
 
4.3 for applicants 
need capability 
enhancement: 
issue referral 
form to seminar 
and training 
providers. 
 

 None 2 minutes ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

  Total None  32 minutes    
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3. FACILITATION OF COMMUNITY - BASED LIVELIHOOD AND SKILLS 

TRAINING  
  
The Local Government caters the need of retooling, skills enhancement and capability 
building of the workforce through livelihood or community- based skills training.  
 

Office of Division  Mayorôs Office- Community Training for Employment 

Coordinator (CTEC)  

Classification  Simple  

Type of Transaction  G2C-Government to Citizen 

G2B-Government to Business 

G2G-Government to Government  

Who May Avail  Constituent of Braulio E. Dujali of legal age 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. NSRP Form Applicant 

2. Learners Profile Form Applicant 

3. 2 pcs 1x1 (picture taken within the 

last 6 months) 

Studio 

4. 4 pcs passport size (white 

background with collar) 

Studio 

5. Photocopy of NSO Birth Certificate or 

Marriage Contract for married female 

NSO/LCR 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Log in to logbook 1. Assist 

applicants to 

logbook 

None 1 minute ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

2. Fill- out the NSRP 
form and learners 
profile form 
 
 
 
 

1.1 2. Assist 
applicants filling 
out form 

1.2 Check and 
evaluate of the 
completeness 

None 6 minutes 
 
 
 
 
 
 
 
 

ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 
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3.  Submit complete 
requirements 

3. Review the 
documents for its 
completeness 

None 3 minutes ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

4. Undergo initial 
interview 

4. Conduct initial 
interview 

None 5 minutes ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

4. Receive referral 
to Livelihood or 
Skills Training 

5. Issue referral 
form for 
livelihood or 
skills training to 
training provider  
 

None 3 minutes  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

 Total  18 minutes  
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4. FACILITATION ON THE CONDUCT OF SPECIAL RECRUITMENT 

ACTIVITY 
 

One of the major roles of PESO is to guide & assist Overseas recruitment agencies and 
monitor the recruitment activity to ensure the right conduct of SRA to protect the applicants 
from possible misrepresentation and irregular transaction that may lead to illegal 
recruitment.  

 

Office of Division  Mayorôs Office- Public Employment Service Office (PESO) 

Classification  Simple  

Type of Transaction  G2C-Government to Citizen 

G2B-Government to Business 

G2G-Government to Government 

Who May Avail  Hiring Agencies for Overseas Workers and overseas 

employment applicants. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Original Copies of Requirements 

submitted 

1. Hiring Agencies for Overseas Workers. 

1. Proper Identification of 

Overseas Authorized Overseas 

Recruitment Personnel. 

2. Department of Migrant Workers (DMW) 

CLIENT STEPS AGENCY 

ACTIONS 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON 

RESPONSIBLE  

1. Submit all 
requirements 
needed and proper 
identification. 

1. Check the 
requirements and 
proper 
identification 

none 2 minutes ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

2.  Conducts 
Special 
Recruitment 
Activity (for the 
recruitment 
agency) 
 
 

2.1 Provide area, 
tables and chairs 
for SRA  
 
2.2 Assigned 
monitoring PESO 
Staff. 
 
2.3 Conduct 
briefing to SRA 
Personnel  

None  
  
  
  
  
  

3 minutes  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 
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2. Apply for 
available Job 
orders (for the 
applicants) 

2. Provide NSRP 
form for 
applicants. 
 

None 3 minutes ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 
3. Submit for 
interview for 
authorized hiring 
personnel (for the 
applicants) 

3. Monitor the 
process of 
recruitment 
process. 

None 5 minutes ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

4.  For 
agency: Submits 
Terminal Report 
and NSRP Form  

4.1 Received 
and sign terminal  
Report from 
Agency  
 
5.2 Collect filled 
out  
NSRP Form  

None  2 minutes ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

 Total None 15 minutes  
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5. ISSUANCE OF NO OBJECTION CERTIFICATE FOR SPECIAL 
RECRUITMENT ACTIVITY (SRA)  

 

One of the major roles of PESO is to guide & assist Employers concerning their recruitment 
activities and this is being done through the conduct of Job Fair & Special Recruitment 
Activity (SRA). Issuance of No Objection Certificate is pre-requisite prior to conduct of the 
said activities.  

 

Office of Division  Mayorôs Office- Public Employment Service Office (PESO) 

Classification  Simple  

Type of Transaction  G2C-Government to Citizen 

G2B-Government to Business 

G2G-Government to Government 

Who May Avail  Hiring Agencies for Overseas Workers. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Copies of Letter of Intent (2 copies)  1. Hiring Agencies for Overseas Workers. 

2. Photocopy of Updated Business 

Permit (1 copy)  

2. Hiring Agencies for Overseas Workers. 

3. Photocopy Authority to Operate 

Branch (1 copy)  

3. Department of Migrant Workers (DMW)  

4. Updated/latest Job Order (1 copy)  4. Department of Migrant Workers (DMW) 

5. Photocopy of Certificate of Renewal 

of POEA Permit (I copy)  

5. Department of Migrant Workers (DMW) 

6. Copy of Deployment Report (1 copy) 

(at least 3 months) 

6. Hiring Agencies for Overseas Workers. 

7. Copy of SRA Authority  7. Department of Migrant Workers (DMW) 

CLIENT STEPS AGENCY ACTIONS  FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON 

RESPONSIBLE  

1. Submits Letter 

of Intent 

indicating 

preferred dates of 

schedule to 

conduct Special 

Recruitment 

Activity (SRA) & 

submit required 

documents   

1.1 Receives Letter 
of  Intent  & 
documents.  
 
1.2 Evaluates 
documents  
submitted by agency  
 
1.3 Checks 
availability  of 
scheduled of SRA  
Activity 

None  10 minutes  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

2.  Receives No  
Objection 
Certificate  
(NOC)  

2.  Issue  No  
Objection Certificate  
(NOC)  

None  5 minutes  ANGELITA P. 
DALISAY 

Administrative 
Aide I 
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ABEL T. 

PAGATPAT 
PESO 

Designate 

 Total None 15 minutes  
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6.  ISSUANCE OF SPECIAL PERMIT FOR OVERSEAS RECRUITMENT  
 

One of the major roles of PESO is to guide & assist Employers concerning their recruitment 
activities and this is being done through the conduct of Job Fair & Special Recruitment 
Activity (SRA). Issuance of Special Permit is pre-requisite prior to conduct of the said 
activities.  

 

Office of Division  Mayorôs Office- Public Employment Service Office (PESO) 

Classification  Simple  

Type of 
Transaction  

G2C-Government to Citizen 

G2B-Government to Business 

G2G-Government to Government 

Who May Avail  Hiring Agencies for Overseas Workers. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Original Copy of Authority to 

Conduct  SRA 

1. Department of Migrant Workers (DMW) 

2. Original Copy of Affidavit of 

Undertaking (1 copy)  

2. Hiring Agencies for Overseas Workers. 

CLIENT STEPS AGENCY 

ACTIONS 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON 

RESPONSIBLE  

1. Submit 
requirements for 
Referral for 
Payment of Special 
Permit 

1. Issue Referral 
for Payment of 
Special Permit to 
Municipal 
Treasury (MTO) 

None  2 minutes  ABEL T. 
PAGATPAT 

PESO 
Designate 

2. Pay for special 
permit for SRA at 
the Municipal 
Treasury Office  
  

2. Received 
payment and 
Issue  
official receipt  
 

P1,000.00
/day   
 
  

2 minutes  ANALIE L. 
SALARDA 

Administrative 
Aide VI 

 
MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative 
Aide III 

MTO 

3. Present Official 
receipt to Mayorôs 
Office  

3. Prepares  and  
Issue SRA Permit 

None 5 minutes ANABELLE F. 
DIANA 

JOAN GARDE 
Administrative 

Assistants 
Municipal Mayorôs 

Office 
4. Submission of 
duplicate/ 

4. Received copy 
of special permit 

None 1 Minute ABEL T. 
PAGATPAT 

PESO 
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photocopy of 
special permit 

Designate 
 

 Total P1,000.00
/day   

10 minutes  
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7. OVERSEAS FILIPINO WORKERS (OFW) HELP DESK REFERRAL 
ON DMW AND OWWA SERVICES 

 

The establishment of OFW help desk through the memorandum of agreement between 
Local Government Unit of Braulio E. Dujali and Overseas Workers Welfare Administration 
signed last August 07, 2023 that aims to attend the needs of OFWôs and their families in 
access of different OWWA programs and services and to assist in times of distress for 
welfare cases while on the job site by facilitating request for assistance.  
 

Office of Division  Mayorôs Office- Public Employment Service Office (PESO) 

Classification  Complex  

Type of 
Transaction  

G2C-Government to Citizen 

G2B-Government to Business 

G2G-Government to Government 

Who May Avail  OFW, OFW Family Circle 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Government Issued ID (1 

photocopy)  

1. Personal  

2. OFW Travel documents (if any) (1 

photocopy)  

2. OFW or agency (if any)  

CLIENT STEPS AGENCY 

ACTIONS 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON 

RESPONSIBLE  

1. Signs logbook 

and fill up NSRP 

and assistance 

form, 

1.1 Issue log book, 
NSRP and request 
for assistance form 
  
1.2  Receives  
documents  
 
 
 

None  
  

30 Minutes 
  

ABEL T. 
PAGATPAT 

PESO 
Designate 

 
OWWA 

 
DMW 

2. Submit fill out 

NSRP and request 

for Assistance form 

for interview 

2.1 Check the 
completeness 
entries on NSRP 
and request for 
assistance form  
 
2.2 Conduct  
interview  

None 55 minutes ABEL T. 
PAGATPAT 

PESO 
Designate 

 
OWWA 

 
DMW 

3. Receive 

Referral to OWWA 

3. Issue referral 
form 

None 1 minute ABEL T. 
PAGATPAT 

PESO 
Designate 

 
OWWA 

 
DMW 
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 TOTAL None 1 hour and 26 
minutes 
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8.  SPECIAL PROGRAM FOR EMPLOYMENT OF STUDENTS (SPES)  
  
To develop the intellectual capacities of children of poor families and harness their 
potentials for the countryôs well-being the special programs of the employment students 
the Program aims to help poor but deserving students to pursue their education studies by 
providing short term employment providing income to augment their school financial needs.  
 

Office of Division  Mayorôs Office- Public Employment Service Office (PESO)  

Classification  Highly Technical  

Type of Transaction  G2C-Government to Citizen 

G2B-Government to Business 

G2G-Government to Government  

Who May Avail  Students, Out-of-School Youth (OSY) and Dependents of 

Displaced or would be Displaced Workers and Private 

Establishment 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Filled  out  SPES  application form 
(spes.dole11.net) (1 copies)  

1. Client 

2. Birth certificate/ NSO/PSA (1 copy 

Photocopy)  

2. Client 

3. School Report Card (Average 

passing grade of the last enrollment 

or a copy of the original class 

card/Form 138/TOR) (1copy)  

3. School last attended  

4. Additional requirement for OSY, 

Certificate of Out-of-School-Youth 

issued by the authorized barangay 

official where the OSY resides  

4. Barangay  

5. Barangay Certificate of Low Income 

ï Parents 

5. Barangay  

6. BIR Certification (1 original copy) 
Requirements for BIR Certification:  

 

6. BIR (Bureau of Internal Revenue)  
  

 

7. For any of the parent/guardian 
employed:  

Certified Photocopy of BIR Certification/ 
ITR with not exceeding the required 
income of NEDA  

7. Employer and Bureau of Internal Revenue  

8. 2 x 2 ID picture (2 pieces)  8. Client  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 



 

266 | C I T I Z E N ô S  C H A R T E R  2 0 2 4  

A. Screening  
 
1. Fills out NSRP 
Form  

 
 
1. Requires SPES  
Applicant to fill out 
the NSRP 
(National Skills 
Registration  
Program) form  

 
 
None 

 
 
3 minutes 

 
 
ANGELITA P. 

DALISAY 
Administrative 

Aide I 
 

ABEL T. 
PAGATPAT 

PESO 
Designate 

2. Submits the 
NSRP  
form for validation  

2. Receive and 
check the 
completeness the 
fill out forms. 
 
 

None  10 minutes  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

3. Submit for initial 
interview 

3.1 Conduct 
initial interview. 
 
3.2 Pre-orients 
the  
SPES applicant 
about the 
program, its 
purpose and the 
supporting 
documents 
required to avail 
the program  
 

  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

4. Receive 
schedule for 
PESLA 

4. Conduct Pre-
employment 
Seminar for Local 
Applicants 
(PESLA) 

  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

5. Receives 
Notification on the 
Sched. Of  
Examination  

5. Inform SPES 
applicant of the 
Schedule of 
SPES,  
Exam and 
Interview  

None  5 minutes  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
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PESO 
Designate 

6.  Attends 
PESLA,  
EXAM and 
Interview  

6. Facilitates the 
conduct of 
PESLA, EXAM 
and Interview   

  2 days  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

7. Receives 
Notification of 
Examination 
Result  

7.1 Informs 
Qualified SPES 
applicant  
 
7.2 Sets schedule 
of SPES 
Orientation and 
Contract  
Signing  

None  20 days  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

8.  Attends 
SPES Orientation 
and Contract  
Signing  

8. Facilitates the 
conduct of SPES 
orientation and  
contract signing  

None  4 hours  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

9. Reports to 
Office of  
Assignment  

9. Facilitate the 
conduct of work of 
assignment  

None  30 minutes  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

B. POST- 
EMPLOYMENT  
 
1. Submits Daily 
Time Record  
  
  
  
  

 
 
 
1.1 Monitoring of 
Attendance,  
performance  &  
behavior  
 
1.2 Facilitates the 
preparation of  

 
 
 
None  

 
 
 
5 days  

 
 
 

ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 
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Payroll for the 
60% salary share 
from  
LGU  

2. Release of 
salary  

2. MTO facilitates 
the release of 
SPES salary  

None  5 minutes  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

3. Signs 
Termination  
Report  
  

3. Facilitates the 
conduct of 
Signing of 
Termination  
report  

None  1 minute  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

4.  Participates 
in Culmination 
Program  

4. Facilitates the 
conduct of  
Culmination  
Program  

None  5 hours  ANGELITA P. 
DALISAY 

Administrative 
Aide I 

 
ABEL T. 

PAGATPAT 
PESO 

Designate 

  Total None  27 days, 9 
hours, 54 
minutes  
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MUNICIPAL MAYORôS OFFICE 

 

 

RADIO COMMUNICATION SERVICES SECTION 

 
 

External  Services  
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1. TWO-WAY RADIO COMMUNICATION SYSTEM SERVICE 

 

Service rendered to all two-way radio communication requests. 
 
Office  of  Division  Municipal Mayorôs Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Request for 
immediate 
response and 
assistance 

1. Promptly and 

courteously 

respond to 

clienteleôs request 

and ensure 

smooth flow in 

receiving and 

transmitting of 

messages to 

concerned offices 

and individuals 

upon receipt. 

None 5 minutes LEO RUEL G. 
PELINGON 

Administrative Aide I 
Municipal Mayorôs 

Office 

 Total None 5 minutes  
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MUNICIPAL PLANNING AND DEVELOPMENT 
OFFICE 

 
 

External  Services  
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1. ZONING CERTIFICATION AND LOCATIONAL CLEARANCE,  FINAL 
APPROVAL OF SUBDIVISION PLAN AND DEVELOPMENT PERMIT  

 
There shall be collected Zoning, Locational Clearance and Development Permit fees at rates 
fixed by and in accordance with the applicable rules and regulations prescribed by the 
Department of Human Settlements and Urban Development (DHSUD). 
 
Office  of  Division  Municipal Planning and Development Office (MPDO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Client 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certification 1. Barangay Government 

2. Certificate of Land Title, Deed of 
Sale, Deed of Donation as proof of 

2. Land Owner 

3.  Ownership of Land 3. Land Owner 

4.  Affidavit of Consent, if the Applicant 
is not the owner 

4. Notary Public 

5. Tax Declaration 5. Municipal Assessorôs Office 

6. Tax Clearance 6. Municipal Treasury Office 

7. Building Plan with Project Cost 
     Estimates 

7. Licensed Engineer or Architect 

8. Set of Plan (Subdivision Plan) and 
      Project Cost 

8. Licensed Geodetic Engineer or Architect 
and Environmental Planner 

9. Environmental Compliance 
Certificate (ECC) 

9. Environmental Management Bureau 
(EMB)- Department of Environment and Natural 
Resources (DENR) 

10. Geo Hazard Certification/Report 
 

 

10. Mines and Geo-sciences Bureau (MGB)- 
Department of Environment and Natural 
Resources (DENR) 

11. Barangay Resolution Interposing No 
Objection 

11. Barangay Government 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Municipal 
Planning and 
Development 
Office and submit 
requirements 

1.1 Receiveand 
check 
requirements 
 

1.2 Give 
application form 

None 5 minutes REYCEL S. ARRO 
Project Development 

Officer II 
 

JANE P. BANTILAN, 
EnP 

MPDC 
MPDO 
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2. Fill up and 
submit the 
application form 

2.1 Receive 
and check the 
application form 
 

2.2 Compute billing 
 

2.3 Advise the 
client to proceed 
to the Treasury 
Office to pay 

None 10 minutes REYCEL S. ARRO 
Project Development 

Officer II 
 

JANE P. BANTILAN, 
EnP 

MPDC 
MPDO 

3. Proceed to the 
Municipal 
Treasurerôs Office 
and pay 

3.1 Rece
ive payment 
 

3.2 Issueofficial 
receipt 
 
3.3 Advise client 
to return to the 
Municipal  
Planning 
and Development 
Office 

Refer to 
Table of 
Fees 

15 minutes REYCEL S. ARRO 
Project Development 

Officer II 
 

JANE P. BANTILAN, 
EnP 

MPDC 
MPDO 

4. Return to the 
Municipal 
Planning and 
Development 
Office and submit 

4. Receive and 
check the official 
receipt. Advise 
the client to come 
back at the given 
time 
 

3.3 4.2 Conduct 
project site ocular 
inspection and 
validation 
 
4.3 Prepare and 
process evaluate 
report 

None 5 minutes 
2 hours 

 

 
30 minutes 

REYCEL S. ARRO 
Project Development 

Officer II 
 

JANE P. BANTILAN, 
EnP 

MPDC 
MPDO 

5. Proceed to the 
Municipal 
Planning and 
Development 
Office 

5. Contact the 
client to claim the 
documents 

None 5 minutes REYCEL S. ARRO 
Project Development 

Officer II 
 

JANE P. BANTILAN, 
EnP 

MPDC 
MPDO 
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6. Receive the  
Zoning 
Certification and 
Locational 
Clearance 

3.4 6. Release the 
3.5 Zoning 

Certification 
3.6 And Locational 

Clearance 

None 5 minutes REYCEL S. ARRO 
Project Development 

Officer II 
 

JANE P. BANTILAN, 
EnP 

MPDC 
MPDO 

7. Receive the 
Subdivision Set 
of Plan and other 
Complete 
documents 

3.7 7.  Endorse  to  
the Sangguniang 
Bayan 

3.8 (SB) the 
documents 
received 

None 10 minutes REYCEL S. ARRO 
Project Development 

Officer II 
 

JANE P. BANTILAN, 
EnP 

MPDC 
MPDO 

 Total Refer to 
Table of 
Fees 

3 hours, 25 
minutes 
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Note: See Table of Zoning, Locational Clearance and Development Permit Fees 

 
 

ZONING CERTIFICATION AND LOCATIONAL  CLEARANCE  FEES 
 

Application Fee   

Residential P 40.00 
Commercial P 150.00 
Institutional P 150.00 
Agri-Industrial P 200.00 
Industrial P 200.00 
Agricultural P 200.00 
Request for Reclassification P 800.00 
Residential (Indidividual), per sq.m. (floor area) P 2.00 
Commercial, per sq.m. P 3.00 
Industrial P 5.00 
Institutional P 4.00 
Agricultural, per hectare P 50.00 
Agri-Industrial, per sq.m. P 5.00 

Telecommunications Towers & Commercial Billboards, per. sq.m. 
Memorial Parks/Cemetery, per sq.m. Residential Subdivision 
Projects, per sq.m. 

P 10.00 
3.50 
3.00 
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Zoning Certification and Locational Clearance 
 

A. Single Residential 
(Structure Attached or Detached) 100,000.00 and below 
Over Php 100,000.00 to 200,000.00 

 
 

Over 200,000.00 
 

B. Institutional, Project Cost of which is: Below 2M 
Over 2M 

 
 

C. Commercial, Industrial and Agro-Industrial, Project Cost of which is: 
Below 100,000.00 
Over 100,000.00 ï 500,000.00 Over 500,000.00 ï 1M 
Over 1M ï 2M Over 2M 

 
 

D. Special Uses/Special Projects (Gasoline Station, Cell Sites, 
Slaughter Houses, Treatment Plant etc.) 
Below 2 M Over 2M 
 

E.  Alteration/Expansion (affected areas/cost 
only) 

 
 
 
P 
 

P 

 
P  
 
 
 
P 
P 
 
 
 
 
 
 
P  
P  
P  
P 
P 

 
 
 
 
 
 
 
P  
P 
 

 

 
 
 

200.00 
500.00+1/1

0 of 1% in 
excess of 

Php 
200,000.00 

0.00 

 
 

2,000.00 
2,000.00+1/
10 of 1% of 

cost 
in excess of 

2M 

 
 

1,000.00 
1,500.00 
2,000.00 
3,000.00 

5,000.00+1/
10 of 1% of 

cost 
in excess of 

2M 

 
 
 

5,000.00 
5,000.00+1/
10 of 1% of 

cost 
in excess of 

2M 

 
 

Same as 
original 

application 
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MUNICIPAL SOCIAL WELFARE AND 
DEVELOPMENT OFFICE 

 
 

External  Services  
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1. AID TO INDIVIDUAL IN CRISIS SITUATION (AICS)
 MEDICAL ASSISTANCE  
 
This service aids the needs of the families/individual who are in crisis situation and comes 
to the office or referred to avail for assistance in order to cope up with his present problems 
due to socio-economic difficulties and eventually to attain normal functioning. 
 
Office  of  Division  Municipal Social Welfare and Development Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All Individual/ Families in Crisis Situation 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certificate of Residency 
(1 Original & 1 Photocopy) 

1. Barangay 

2. Affidavit of Circumstances 
stating the reason of travel 
without minor clientôs 
parental companion (1 
original) 

 2. PAO 

3. Birth Certificate of the Minor 
   (1 photocopy) 

3. Applicant or MCR 

4. ID Card of the Accompanying Adult 
   (1 photocopy) 

4. Applicant 

5. ID Card of the Minor Client  
   (1 photocopy) 

5. Applicant 

6. Travel Details and Flight Reference 
Number (1 photocopy) 

6. Applicant 

7. Personal Appearance both Biological 
Parents, Traveling Minor and 
Accompanying Adult 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 

MSWDO Front 

desk to sign up the 
logbook 

1. Facilitate client 
in signing the 
logbook 

None 3 minutes REMARK N. DION 

Social Welfare Aide 
I 

MSWDO 

2. Submit all 
documentary 
requirements 

2. Review all the 
submitted 
documentary 
requirements and 
prepare brief 
Social Case 
Summary 

None 15 minutes REMARK N. DION 

Social Welfare Aide 
I 

MSWDO 

3. Affix Signature 
as conformity to 

3. Signs the 
General Intake 

None 5 minutes REMARK N. DION 

Social Welfare Aide 
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the accomplished 
General Intake 
Form with 
Assessment 

Form with 
Assessment 

I 
MSWDO 

 

4. Receive the 
financial 
assistance and 
sign the RER as 
proof of payment 

4. Release the 
financial 
assistance 

None 3 Minutes REMARK N. DION 

Social Welfare Aide 
I 

MSWDO 

 Total None 26 minutes  
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2. AID TO INDIVIDUAL IN CRISIS SITUATION (AICS) BURIAL 
ASSISTANCE 

 
This service aids the needs of the families/individual who are in crisis situation and comes to 
the office or referred to avail for assistance in order to cope up with his present problems 
due to socio-economic difficulties and eventually to attain normal functioning. 
 
Office  of  Division  Municipal Social Welfare and Development Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Bereaved/Immediated Family of Deceased Person 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certificate of Indigency  
(1 Original Copy &1 photocopy) 

1. Barangay 

2. Death Certificate of the deceased 

    family member. (2 photocopies) 

2. Applicant or Civil Registrar 

3. Cedula 3. Mayorôs Office 

4. Valid ID  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 

MSWDO Front 

desk Officer to 

sign   up   the 

clientôs logbook 

1. Facilitate client 

in signing the 

logbook 

None 2 Minutes REMARK N. DION 

Social Welfare Aide 
I 

MSWDO 

2. Submit  all 

documentary 

requirements and 

appear for 

interview 

2. Review all the 
submitted 
documentary 
requirements and 
interview client 
for the preparation 
of Social Case 
Summary. 

None 10 Minutes REMARK N. DION 

Social Welfare Aide 
I 

MSWDO 

3. Affix Signature 

as conformity to 

the accomplished 

social case 

summary. 

3. Signs the 

social case 

summary 

None 5 Minutes REMARK N. DION 

Social Welfare Aide 
I 

MSWDO 

4. Receive the the 

burial assistance 

and sign the RER 

as proof of 

payment 

4. Release 

assistance to 

client 

None 3 Minutes REMARK N. DION 

Social Welfare Aide 
I 

MSWDO 

 Total None 20 minutes  
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3. CERTIFICATE OF TRAVEL FOR MINORS 
 
Issued to minors with domestic travels without parental companion 
 
Office  of  Division  Municipal Social Welfare and Development Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Minor Clients 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Barangay Residency (1 

original& 1 Photocopy) 

1. Barangay 

2. Affidavit of circumstance stating the 
reason of travel without minor clientôs 
parental companion (1 original) 

2. PAO 

3. Birth certificate of the minor  
(1 photocopy) 

3. Applicant or LCR 

4. ID card of the accompanying adult (1 

photocopy) 

4. Applicant 

5. ID card of the minor client  
(1 photocopy) 

5. Applicant 

6. Travel Details and Flight Reference 

Number (1 photocopy) 

6. Applicant 

7. Personal Appearance both Biological 

Parents, Traveling Minor and 

Accompanying Adult 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
MSWDO Front 
desk Officer to 
sign   up   the 
clientôs logbook 

1. Facilitate client 
in signing the 
logbook 

None 2 minutes MARIVIC G. 
ANDALES, RSW 
Social Welfare 

Assistant 
MSWDO 

2. Proceed    to 
MSWDO Social 
Worker    for 
documentary 
requirements  
 

2.1 Review and 
assess pertinent 
documentary 
requirements  
and conduct Intake 
Interview using the 
General Intake 
Sheet 
 

2.2 Prepare 
Permit to Travel 
Certificate and 
advise client to 
pay at the 
Municipal 

None 
 
 
 
 
 
 
 
 
None 
 
 
 
 

15 minutes 
 
 
 
 
 
 
 
 
7 minutes 
 
 
 
 

MARIVIC G. 
ANDALES. RSW 
Social Welfare 

Assistant 
MSWDO 
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Treasury Office 
3. Proceed to the 
Municipal Treasury 
Office and pay 

3.1 Receive 
payment 
 
3.2 Issue official 
receipts  
 
3.3 Advise client 
to return to the 
Municipal Social 
Welfare and 
Development 
Office 

P 55.00 
 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 
4. Return to the 
Municipal Social 
Welfare and 
Development 
Office and submit 
official receipt 

4. Receive and 
record details of 
the official receipt 

None 3 minutes MARIVIC G. 
ANDALES. RSW 
Social Welfare 

Assistant 
MSWDO 

 

5. Receive the 
Permit to Travel 
Certificate and 
review the 
correctness of the 
personal details 

5.1 Submit to the 
Department Head 
for signature 
 
5.2 Release the 
Permit to Travel 
Certificate 

None 5 minutes MARIVIC G. 
ANDALES. RSW 
Social Welfare 

Assistant 
MSWDO 

 
 

 Total None 37 minutes  
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4. ISSUANCE OF PURCHASE BOOKLET TO SENIOR CITIZEN AND 
PERSON WITH DISABILITY TO AVAIL 20% DISCOUNT IN 
MEDICINES AND 5% DISCOUNT IN GROCERIES 

 
Senior Citizen and PWD ID holders are entitled to a 20% discount and value-added tax 
(VAT) in purchasing goods and other benefits. 
 
Office  of  Division  Municipal Social Welfare and Development Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All Filipino Citizen, person having difficulty or person 
with disabilities at any age 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. PWD I.D. 1. Applicant 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit PWD 
I.D to the Desk 
Officer 

1.1 Copy
 Name, Address, 
I.D No. and Date 
of Issue 
 

1.2 Prepare 
Purchase Booklet 

None 5 minutes REMARK N. DION 

Administrative Aide I 
MSWDO 

2. Received 

purchase booklet 

and sign the 

logbook for the 

release of the 

booklet 

2.3 2. Release 
the purchase 
booklet to the 
client 

None 5 minutes REMARK N. DION 

Administrative Aide I 
MSWDO 

 Total None 10 minutes  
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5. PREPARATION OF SOCIAL CASE STUDY REPORT AND 
REFERRAL TO OTHER AGENCIES  

 
This service aids the needs of the families/individual who are in crisis situation and comes 
to the office or referred to avail for assistance in order to cope up with his present problems 
due to socio-economic difficulties and eventually to attain normal functioning. 

 
Office  of  Division  Municipal Social Welfare and Development Office (MSWDO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Client 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certificate of Indigency  
(1 Original & 1 Photocopy) 

1. Barangay 

2. Medical Certificate or Medical 

abstract (Optional) (2 Photocopies) 

2. Applicant or Hospital where the sick person 
was confined 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
MSWDO 
Frontdesk Officer 
to sign up 
the clientôs logbook 

1. Facilitate client 
in signing the 
logbook 

None 3 minutes REMARK N. DION 

Administrative Aide I 
MSWDO 

 2.1 The Social 
Worker will review 
all the submitted 
documentary 
requirements of 
the client 
 
2.2 Initial interview 
of the social 
worker to the client 
for the Social Case 
Study Report 
 
2.3 Home 
visitation by the 
Social Worker 
 
2.4 Preparation 
and Approval of 
Social Case Study 
Report and 
Referral Letter 
 
2.5 Get the 
cellphone number 

None 
 
 
 
 
 
 
None 
 
 
 
 
 
None 
 
 
 

None 

5 minutes 
 
 
 
 
 
 
30 minutes 
 
 
 
 
 

1 day 
 
 

 
2 hours 

NITA M. MORADO. 
RSW 

Social Welfare 
Officer II 

 
MARIVIC G. 

ANDALES. RSW 
Social Welfare 

Assistant 
MSWDO 
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of transacting 
client and advise 
to come back after 
2 hours 

3. Proceed to 
MSWDO for the 
release of 
accomplished 
Social Case Study 
Report and 
Referral Letter 

3. Contact client 
for release of the 
Accomplished 
Referral and Social 
Case Study Report 

None 10 minutes NITA M. MORADO. 
RSW 

Social Welfare 
Officer II 

 
MARIVIC G. 

ANDALES. RSW 
Social Welfare 

Assistant 
MSWDO 

 Total None 1 day, 2 hours, 
48 minutes 
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6. PROVISION OF REFERRALS 
 

The Social Welfare and Development Office is giving referrals on basic social services 
assistance such as burial, financial, medical and others to other partner agencies such as 
Congressional Office, Provincial Social Welfare and Development Office, Department os 
Social Welfare and Development, Davao Regional Medical Center, Carmen District Hospital 
and the like 
 
Office  of  Division  Municipal Social Welfare and Development Office (MSWDO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Client 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certification 1. Barangay 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Social Welfare and 
Development and 
submit 
requirements 

1.1 Receiveand 
check  the 
requirements 
 
1.2 Interview 
client and entry 
details in the 
intake form 

1.3 Advise client 
to wait 
1.4 Prepare and 
process the 
Referral Letter 

None 20 minutes NITA M. MORADO. 
RSW 

Social Welfare 
Officer II 

 
MARIVIC G. 

ANDALES. RSW 
Social Welfare 

Assistant 
MSWDO 

 
 

2. Receive the 
Referral Letter 

2.1 Release the 
Referral Letter 
 
2.2 Advise the 
client where to 
endorse the 
Referral Letter 

None 5 minutes NITA M. MORADO. 
RSW 

Social Welfare 
Officer II 

 
MARIVIC G. 

ANDALES. RSW 
Social Welfare 

Assistant 
MSWDO 

 Total None 25 minutes  
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7. REGISTRATION AND ISSUANCE OF PERSON WITH DISABILITIES 
(PWD) IDENTIFICATION CARD 

 
PWD ID holders are entitled to a 20% discount and value-added tax (VAT) in purchasing 
goods and other benefits. 
 

Office  of  Division  Municipal Social Welfare and Development Office- MPO 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  All Filipino Citizen, person having difficulty or person with 
disabilities at any age 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certificate of Residency 1. Barangay 

2. Birth Certificate (1 photocopy) 2. Applicant 

3. Certificate of Disability 3. Medical Doctor/Physician 

4. 1x1 ID Picture (3 pcs) 4. Applicant 

5. Accomplished PWD Registration 
Form 

5. MSWDO 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 

PWD Front desk 

Officer to sign up 

the clientôs 

logbook 

1. Facilitate client 

in signing the 

logbook 

None 2 minutes NITA M. MORADO. 
RSW 

Social Welfare 
Officer II 

MSWDO 

2. Submit 
all documentary 
requirements 
and personal 

interview 

2 Review all the 
submitted 
documentary 
requirements and 
interview client 
for the 
preparation of 
PWD I.D. 

None 5 minutes NITA M. MORADO. 
RSW 

Social Welfare 
Officer II 
MSWDO 

3. Affix Signature 
as clientôs 
conformity to the 
accomplished 

application form 

3.1 Affix 
signatures on the 
accomplished 
application form 
 
3.2 Prepare 
PWD 
identification 
card 

None 2 minutes NITA M. MORADO. 
RSW 

Social Welfare 
Officer II 
MSWDO 
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4. Affix Signature 
as clientôs 
conformity to the 
accomplished 
Identification 

Card. 

4.1 Submit the 
PWD ID  to 
Department Head 
for signature 

 
4.2 4.2 Submit PWD 

ID to LCE for 
signature 

None 6 minutes NITA M. MORADO. 
RSW 

Social Welfare 
Officer II 

MSWDO 

5. Receive the 
PWD ID & affix 
signature at the 
Logbook 

5.1 Release ID to 
the client 

None 2 minutes NITA M. MORADO. 
RSW 

Social Welfare 
Officer II 
MSWDO 

 Total None 17 minutes  
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8. REGISTRATION AND ISSUANCE OF SENIOR  CITIZEN 
IDENTIFICATION CARD 

 
All Senior Citizen in this municipality is required to register in the Social Welfare and 

Development Office and shall be issued Identification Card. 
 

Office  of  Division  Municipal Social Welfare and Development Office (MSWDO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Client 

Who May Avail  All Senior Citizen, this municipality 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Office of the Senior Citizen Affairs 
(OSCA) Form, accomplished 

1. Office of the Senior Citizen Affairs (OSCA) 

2. 1x1 ID picture  

3. Birth Certificate or any valid proof of 
his/her birth date - client 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Social
 Welfare and 
Development and
  submit 
requirements 

1.1 Receive 
and check  
the 
requirements 

 

Advise the client 

proceed to the 

Treasury Office to 

pay 

None 5 minutes NITA M. MORADO. 
RSW 

Social Welfare 
Officer II 

MSWDO 

2. Proceed to the 
Treasury Office 
to pay 

2.1 Receive 
payment 
 
2.2 Issue the 
official receipt 
 
1.2 2.3 Advise 
the client to return 
to the Social 
Welfare and 
Development 
Office 

Refer to 
table of 
fees 

10 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

3. Return to the 
Social
 Welfare and 
Development 
Office and submit 
official receipt 

3.1 Receive and 
check the official 
receipt 

 

3.2 2.2 Advise the 
client to wait 

None 10 minutes NITA M. MORADO. 
RSW 

Social Welfare 
Officer II 
MSWDO 
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3.3  
3.3. Prepare and 
process the 
Senior Citizen ID 
Card 

4. Receive the 
Senior Citizen ID 
Card 

4. Release the 
Senior Citizen 
ID 
3.4 Card 

None 5 minutes NITA M. MORADO. 
RSW 

Social Welfare 
Officer II 
MSWDO 

 Total Refer to 
table of 
fees 

30 minutes  

 
 
 
 
 
 
 
 

SOCIAL WELFARE SERVICES 
FEES 

Philhealth Indigency P 150.00 

50% of the Current PHIC Premium Prescribed by PHIC Office 
based on Municipal Ordinance No. 2009-116 

P 440.00 

Identification Card Womenôs 
Identification Card Senior Citizen Day 
Care Workers 
MSWDO Certification 

P 
P 
P 
P 

35.00 
35.00 
35.00 
55.00 
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9. SOLO PARENT IDENTIFICATION CARD (NOTE: ID IS RENEWABLE 
EVERY 1 YEAR) 

 
RA 8972 ï an act providing benefits and privileges to solo parents and their children, 
appropriating funds therefore and for other purposes. 
 
Office  of  Division  Municipal Social Welfare and Development Office 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 

Who May Avail  Solo Parent 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certification certifying 

Solo Parentôs and its 

residency (1 original) 

1. Barangay 

2. Affidavit of circumstance stating the 

reason for becoming a solo parent 

(1 original) 

2. PAO 

3. Birth certificate of children below 18 

years old and applicant personal 

appearance 

3. Applicant or MCR 

4. Death Certificate of spouse (if 

applicable) for widow or widower 

4. Applicant or MCR 

5. 1x1 picture ID (1 picture) 5. Applicant 

6. Barangay certification 

certifying Solo Parentôs Residency 

(1 original) 

6. Barangay 

7. 2x2 picture for the application form 7. Applicant 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 

MSWDO Front 

desk Officer to 

sign   up   the 

clientôs logbook 

1. Facilitate the 

signing the 

Logbook 

None 2 minutes MARIVIC G. 
ANDALES, RSW 
Social Welfare 

Assistant 
MSWDO 

2. Submit  all 
documentary 
requirements and 
interview the 

client 

2.1 Review all 
the submitted 
documentary 
requirements of 
the client. 
 
2.2 Interview client 
to get pertinent 
information. 
 
2.2 Affix signature 

on filled out & print 

None 15 minutes MARIVIC G. 
ANDALES, RSW 
Social Welfare 

Assistant 
MSWDO  
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application form 
 
2.3 Prepare 

Solo Parent 
 identification card 

3. Affix Signature 
as clientôs 
conformity to the 
accomplished 
Identification 
Card. 

3. Submit Solo 
Parent ID to 
Department Head 
for signature 

 
3.2 Submit solo 

parent ID to LCE 

for signature 

None 5 minutes MARIVIC G. 
ANDALES, RSW 
Social Welfare 

Assistant 
MSWDO 

 

4. Receive the 
SOLO PARENT 
ID & affix Signature 
at the logbook 

4. Release ID to 
the client 

None 3 minutes MARIVIC G. 
ANDALES, RSW 
Social Welfare 

Assistant 
MSWDO 

 Total None 25 minutes  
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MUNICIPAL TREASURY OFFICE 
 
 

External  Services  
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1. COLLECTION OF LOCAL  TAXES, FEES AND CHARGES 
 
Local Taxes, Fees and Charges are those imposed by a Local Government Unit basing on 
its duly approved Revised Revenue Code to the individual, corporations, cooperatives and 
other organizations on the privilege of engaging in business, occupation and other activities 
within its territorial jurisdiction. The proceeds of these will accrue exclusively to the Local 
Government Unit that impose them, or when provided by law, may be shared with other 
local government units. 

 
Office  of  Division  Office of The Municipal Treasurer 

Classification  Simple 

Type of  Transaction  G2C-Government to Citizen 
G2B-Government to Business Organizations 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Fees on Business Tax 
- Approved assessment form 

1. Municipal Treasurerôs Office Window 4 

2. Violation of Municipal Ordinance 
2013- 

165: 
- citation ticket pink copy 

2. Copy issued by PNP Traffic Officer 

3. Civil Registration Fees: 
- order of payment/payment slip 

3. Local Civil Registrar 

4. Building and Electrical Permit: 
- building & electrical permit fees 
billing 

4. Municipal Engineering Office 

5. Zoning and Locational Clearance 
Fees: 

- Order of Payment/Payment Slip 

5. Municipal Planning Development Office 

6. Municipal Health Office Fees and 
Charges: 
- Payment Slip 

6. Municipal Health Office 

7. Other Local Taxes, Fees and 
Charges: 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
Window  4, 
present citation 
ticket of order of 
payment/payme nt 
slip and pay the 
corresponding 
taxes, fees and 
charges 

1.1 Receive 
payment slip with 
corresponding 
amount 

As per 
issued 
payment 
order 

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 
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2. Receives 
Official Receipts 
and present the 
Official Receipts 
to 
the requisitioning 
office to 
complete the 
transaction 

2.1 Issue Official 
Receipt 

None 5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

 Total As per 
issued 
payment 
order 

10 minutes  
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2. COMMUNITY TAX CERTIFICATE 
 
Every inhabitant of the Philippines who is a resident of this municipality, eighteen (18) years 
of age or over who has been regularly employed on a wage or salary basis for at least thirty 
(30) consecutive working days during any calendar year or who is engaged in business or 
corporation, or who owns real property with an aggregate assessed value of One Thousand 
(P 1,000.00) or more, or who is required by law to file an income tax return shall pay an 
annual community tax of Five Pesos (P 5.00) and an annual additional tax of One Peso (P 
1.00) for every One Thousand Pesos (P 1,000.00) income regardless of whether from 
business, exercise of profession or from property which in no case shall exceed Five 
Thousand Pesos (P 5,000.00). 
 
Office  of  Division  Municipal Treasury Office (MTO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Client 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Proceed  to 
Window 4 and ask 
for the Community 
Tax Certificate 

1.1 Give to the 
client the Personal 
Data Form 
 
1.2 Instruct the 
client to fill up the 
form 

None 5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

2. Receive, 
accomplish and 
submit the 
Personal Data 
Form 

2.1 Receive the 
accomplished 
Data Form 
 
2.2 Issue 
Community Tax 
Certificate 

None 10 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

3. Receive the 
Community Tax 
Certificate and 
give the payment 

3. Receive
 the payment 

P 5.00 
Basic Tax 
+  
P 1.00 for 
every  

5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
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P 1,000.00 
of Gross 
Income 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

 Total P 5.00 
Basic Tax 
+  
P 1.00 for 
every  
P 1,000.00 
of Gross 
Income 

19 minutes  
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3. MOTORIZED TRICYCLE OPERATORôS PERMIT (MTOP) 
 
A document granting franchise or license to operate issued to a person, natural or juridical, 
allowing such person to operate motorized tricycle for hire over specified zones within the 
municipality. 
 
Office  of  Division  Mayorôs Office- Business Permits & License Section 

Classification  Simple 

Type of  Transaction  G2B-Government to Business 

Who May Avail  Any person of legal age, natural or juridical and not contrary 
to 

existing laws 
CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

 
New: 
1. Community Tax Certificate 

(CEDULA) 

 
 
1. Municipal Treasurerôs Office 

2. Birth certificate of applicant 2. Personal file copy 

3. Insurance policy of unit 3. Any vehicle insurance company 

4. Certification from existing T.O.D.A. 4. Existing tricycle operator and driverôs 
association per zone 

5. Picture of the unit- back, front, side 5. Personal file copy 

6. LTO certificate of registration 
(photocopy) 

6. Personal file copy 

7. LTO official receipt of registration 
(photocopy) 

7. Personal file copy 

8. Official receipt for the 
following  
fees: 
a. Annual Registration Fee 

P240.00/unit 
b. Franchise Fee P350.00/unit 
c.  Annual Zone Fee P20.00/unit 
d. Annual Mayorôs 

Permit P60.00/unit 
e. Filing Fee: 

-For the first 5 units P300.00 
-For each additional unit P100.00 

8. Municipal Treasurerôs office Window 4 

Renewal:  
1. Community tax certificate 

(CEDULA) 

 

1. Municipal Treasurerôs Office 

2. Previous MTOP 2. Personal file copy 

3. Previous LTO OR/CR 3. Personal file copy 

4. Current Insurance Policy of the unit 4. Any vehicle insurance company 
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5. Official receipt for the following fees: 
a. Annual Registration Fee 

P240.00/unit 
b. Franchise Fee P350.00/unit 
c. Annual Zone Fee P120.00/unit 
d. Annual Mayorôs Permit P60.00/unit 
e. Filing Fee: 
- For the first 5 units P300.00 
- For each additional unit P100.00 

5. Municipal Treasurerôs office Window 4 

 
For  MTOP Amendment  
1. MTOP amendment fee ï P 300.00 

 
 
1. Municipal Treasurerôs Office Window 4 

 
For  Fare Adjustment  
1. Fare Adjustment Fee for increase 

P300.00 

 
 
1. Municipal Treasurerôs Office Window 4 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
Window 1 and 
submit   the 
requirements 

1. Verifies the 
completeness of 
requirements 

None 5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

2. Proceed to 
Window 4 and 
pay the amount 

2. Issue Official 
Receipt and 
receive the 
payment 

For new 
and 
renewal 
P1,070.00 
for the 
first 5 
units plus 
P100.00 
for each 
additional 
unit 
 
 
For 
MTOP 
amendme
nt 
P300.00 

 
For fare 

8 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 
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adjustme
nt 
P300.00 
 
 

3.  Proceed t o  
Window 1 and 
submit Official 
Receipt 

3. Process the 
requested MTOP 
and print the filled 
MTOP forms, give 
to the applicant 
for 
signature 

None 20 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

4. Proceed to 
PNP Station for 
Inspection of the 
Unit 

4. Conduct 
Inspection of the 
Unit and sign the 
Inspection Report 
form 

None  PNP  
Traffic Officer 

5. Proceed to 
Window 1and 
submit the 
Inspection Report 

5.1 Received the 
Inspection Report, 
Entry MTOP to 
Logbook and 
submit the MTOP 
forms to the 
Mayorôs Office for 
approval 

 
5.2 Advise the 
applicant to wait 
for the release of 
the approved 
MTOP 

None 10 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

6. Signs at 
logbook and 
receive the 
Motorized Tricycle 
Operatorôs 

6. Hands in 
logbook and 
release the permit 

None 5 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
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Permit MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

 Total For new 
and 
renewal 
P1,070.00 
for the 
first 5 
units plus 
P100.00 
for each 

additional 

unit,  

 

for MTOP 

amendme

nt 

P300.00 

for fare 
adjustme
nt 
P300.00 

48 minutes  
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4. PAYMENT OF REAL PROPERTY TAX 
 
The Real Property Tax is an ad valorem tax on real properties such as lands, buildings, 
other improvements and machinery imposed by this local government. 
 
Office  of  Division  Municipal Treasury Office (MTO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Client 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Real Property Tax Bill or 
Official Receipt of Previous 
Payment or; 

1. Municipal Treasurerôs Office 

2. Real Property Tax Declaration 2. Municipal Assessorôs Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
Window 6 and 
submit 
requirement/s 

1.1 Receiveand 
check  the 
requirements 
 
1.2 Generate 
the updated real 
property tax bill 
from the ETRACS 
system 
 
1.3 Give the 
generated 
updated real 
property tax bill to 
the client for 
payment 

None 15 minutes ANALIE L. SALARDA 
Administrative Aide VI 

 
MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide III 
MTO 

2. Receive the 
generated RPT 
bill and pay 

2.1 Receive the 
payment 
 
2.2 Issue RPT 
official receipt 

Based 
on the 
RPT bill 

15 minutes ANALIE L. SALARDA 
Administrative Aide VI 

 
MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide III 
MTO 

3. Receive the 
official receipt 

3. Release the 
official receipt 

None 3 minutes ANALIE L. SALARDA 
Administrative Aide VI 

 
MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide III 
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MTO 

 Total Based 
on 
RPT Bill 

33 minutes  
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5. RELEASING OF CLAIMS (SALARIES AND WAGES, HONORARIUM) 
AND OTHER PAYROLL CLAIMS, SUPPLIERS AND VOUCHER 
CLAIMS 

 
Employees are entitled to receive the salaries and wages, honorariums and other payroll 
claims as agreed, which is in consonance with existing laws and regulations. 
 
Office  of  Division  Municipal Treasurerôs Office 

Classification  Simple 

Type of  Transaction  Government to Government, Government to Business 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

 
For Salaries  and Wages 

1. Identification Card 

 
 
1. Government issued Identification Card 

 
For  Suppliers  Claims  

1. Special Power of Attorney (if the 
claimant is not the business owner) 

 
 
1. Public Attorneyôs Office 

2. Official Receipt 2. Official Receipts from the Supplier 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
requirements: 
 
For payroll claims: 
Proceed to Window 
1; 
 
Sign the payroll in 
the signature 
column 
corresponding 
to name of the 
claimant. 

1.1 Verifies  
the 
authenticity of t
he requirements 
Presented 
 

1.2 Pay in cash 
the exact net 
amount indicated 
in the payroll. 

None 5 Minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

2. For 
Disbursement 
Voucher Claims, 
Proceed to 
Window 5 
 

Issue Official 
Receipts (for 
payee suppliers 
only) and affix 
Signature   on 
the Received 
Column of the 

2.1 Verifies  
the 
authenticity of t
he requirements 
presented 
 
2.2 Review 
Official 
Receipts  (
for 
establishments 
with valid

None 10 Minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 
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Disbursement 
Vouchers and 
Check 
Registry 

 claims),  the 
signature of  
the 
claimant in 
 the 
Disbursement 
Voucher and 
Check 
Registry,  
and release the 
check. 

 2.3 Total None 15 minutes  
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6. TAX CLEARANCE  
 
Tax Clearance is issued to individual to serve as a written notification that the taxpayer is 
religiously paying his/her tax dues. 
 
Office  of  Division  Municipal Treasury Office (MTO) 

Classification  Simple 

Type of  Transaction  G2C ï Government to Client 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Real Property Tax Official Receipt 
of Latest Payment 

1. Taxpayer 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Proceed t o  
Window 6 and 
submit the RPT 
Official Receipt 

1.1 Receive 
and check the 
official receipt 
 
1.2 Verify from 
the system if the 
payment is 
updated 
 
1.3 If payment is 
updated, ask the 
client for the 
purpose of the Tax 
Clearance 
 
1.4 Inform the 
client of the 
amount to be 
paid 

None 10 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

2. Proceed to 
Window 4 and 
pay the amount 

2.1 Receive the 
payment 
 

2.2 Issue the 
official receipt 
 
2.3 Advise the 
client to wait 
 
2.4 Forward the 
Official Receipt to 
Window 6 
 
2.5 Prepare and 
process the 
Tax Clearance 

P 55.00 
Ownerôs 
File 
 
P 82.00 
Loan 
Purpose 

20 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

3. Receive the 3. Release the None 3 minutes ANALIE L. 
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Tax Clearance Tax Clearance SALARDA 
Administrative Aide 

VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 
 Total P 55.00 

Ownerôs 
File 
 

P 82.00 
Loan 
Purpose 

33 minutes  
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LEGISLATIVE  SERVICES 

 
 

External  Services  
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1. BARANGAY  DISASTER RISK REDUCTION AND MANAGEMENT 
(BDRRM) ANNUAL AND MULTI -YEAR PLANS  

 
Resolution approving BDRRM Annual and Multi-Year Plans 
 
Office  of  Division  Legislative Department 

Classification  Highly Technical 

Type of  Transaction  Government to Government 

Who May Avail  All Barangay Local Government Units (BLGUs) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Disaster Risk Reduction 
Management Annual and Multi-Year 
Plans with review indorsement letter from 
the MDRRMO (LFC/MBO) (14 copies) 

1.  Barangay concerned through the MDRRMO 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit THE 
above requirement 
in 14 copies 

1.1 Verify 
completeness of 
requirement & 
receive the same 
 
1.2 Record/keep a 
file copy of the 
documents 
received 
 
1.3 Calendar the 
same in the 
Agenda/Order of 
Business 

None 
 
 
 
 
None 
 
 
 
 
None 

10 minutes 
 
 
 
 
5 minutes 
 
 
 
 
10 minutes 

JOY M. ANAJAO, 
RUTH D. ALCOS, 

NIÑA LYN N. 
NONOG, 

MELDOY P. 
CARUGDA 

Administrative Aide  
 

E D E L I N E  Q .  
S A L I P O T  

Administrative 
Officer  
OSS 

2.  Attend the 
committee review 
per invitation 

2.1 Committee 
review & plenary 
Deliberation 
 
2.2 Finalization, 
printing & 
recording of the 
approved 
resolution  
 
2.3 Affixing of 
signatures on 
the approved 
resolution 

None 
None 
None 

10 days 
40 minutes 
5 minutes 
each 
signatory 

SB Members 
Sanggunaing Bayan 

Office 
 

Municipal Vice 
Mayor 

Office of the 
Municipal Vie Mayor 

 
GIRLIE F. APELO 
Secretary to the 

Sanggunian 
OSS 

3. Receives the 
final copy of the 
municipal 

3.1 Releases the 
completed 
resolution to the 

None 5 minutes E D E L I N E  Q .  
S A L I P O T  

Administrative 



 

310 | C I T I Z E N ô S  C H A R T E R  2 0 2 4  

resolution barangay 
concerned 

Officer  
OSS 

 Total None 10 days, 85 
minutes 
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2. BARANGAY  SUPPLEMENTAL  AND ANNUAL  BUDGET 
 
Resolution approving Barangay Supplemental/Annual Budgets. 
 
 

Office  of  Division  Legislative Department 

Classification  Highly Technical 

Type of  Transaction  Government to Government 

Who May Avail  All Barangay Local Government Units (BLGUs) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Supplemental or Annual 
Budgets with review 

1. Barangay concerned through the LFC/MBO 

2. Indorsement letter from the Local 
Finance Committee/Municipal 
Budget Office (LFC/MBO) 
(14copies) 

 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit above 
requirement in 14 
copies 

1.1 Verify 
completeness 
of requirement & 
receive the same 
 
1.2 Record/keep a 
file document 
received 
 
1.3 Calendarthe 
same in the 
Agenda/Order  
of Business 

None 
 
 
 
 
None 
 
 
 
None 

10 minutes 
 
 
 
 
5 minutes 
 
 
 
10 minutes 

JOY M. ANAJAO, 
RUTH D. ALCOS, 

NIÑA LYN N. 
NONOG, 

MELDOY P. 
CARUGDA 

Administrative Aides  
 

E D E L I N E  Q .  
S A L I P O T  

Administrative 
Officer  
OSS 

2. Attend 
committee review 
per invitation 

2.1 Committee 
review and  
plenary 
deliberation 
 
2.2 Finalization, 
printing and 
recording of the 
approved 
resolution 
 
2.3 Affixing of 
signatures on the 
approved 
resolution 

None 
 
 
 
 
None 
 
 
 
 
 
None 

10 days 
 
 
 
 
40 minutes 
 
 
 
 
 
5 minutes 
each 
resolution or 
ordinance 

SB Members 
Sanggunaing Bayan 

Office 
 

Municipal Vice 
Mayor 

Office of the Municipal 
Vie Mayor 

 
GIRLIE F. APELO 
Secretary to the 

Sanggunian 

OSS 

3. Receives the 
final copy  of 
municipal 

3. Releases the 
completed 
resolution to the 

None 5 minutes E D E L I N E  Q .  
S A L I P O T  

Administrative 
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resolution barangay 
concerned 

Officer  
OSS 

 Total None 10 days, 85 
minutes 
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3. BARANGAY  SUPPLEMENTAL  AND ANNUAL  INVESTMENT 
PLAN 

 
Resolution approving Barangay Supplemental/Annual Investment Plans (AIPs). 
 
 

Office  of  Division  Legislative Department 

Classification  Highly Technical 

Type of  Transaction  Government to Government 

Who May Avail  All Barangay Local Government Units (BLGUs) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Supplemental or Annual 

Investment Plans with review 

indorsement letter from the 

Municipal Planning and 

Development Office (MPDO) 

(14 copies) 

1. Barangay concerned through the MPDO 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit 
above requirement 
in 14 copies 

1.1 Verify 
completeness of 
requirement & 
receive the same 
 
1.2 Record/keep a 
file copy of the 
documents 
received 
 
1.3 Calendar the 
same in the 
Agenda/Order of 
Business 

None 
 
 
 
 
None 
 
 
 
 
None 

10 minutes 
 
 
 
 

 
5 minutes 
 
 

 
10 minutes 

JOY M. ANAJAO, 
RUTH D. ALCOS, 

NIÑA LYN N. 
NONOG, 

MELDOY P. 
CARUGDA 

Administrative Aides  
 

E D E L I N E  Q .  
S A L I P O T  

Administrative 
Officer  
OSS 

2.  Attend 
committee 
review per 
invitation 

2.1 Committee 
review & plenary 
Deliberation 
 
2.2 Finalization, 
printing & 
recording of the 
approved 
resolution 
 
2.3 Affixing of 
signatures on the 
approved 
resolution 

None 
 
 
 
None 
 
 
 
 
 
None 

10 days 
 
 
 
40 minutes 
 
 
 
 
 
5 minutes each 
resolution or 
ordinance 

SB Members 
Sanggunaing Bayan 

Office 
 

Municipal Vice 
Mayor 

Office of the 
Municipal Vie Mayor 

 
GIRLIE F. APELO 
Secretary to the 

Sanggunian 
OSS 

3. Receives the 3. Releases the None 5 minutes E D E L I N E  Q .  
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final copy of the 
municipal 
resolution 

completed 
resolution to the 
barangay 
concerned 

S A L I P O T  
Administrative 

Officer  
OSS 

 Total None 10 days, 1 
hour, 25 
minutes 
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4. BARANGAY  ORDINANCES 
 
Resolution approving Barangay Ordinances 
 
Office  of  Division  Legislative Department 

Classification  Highly Technical 

Type of  Transaction  Government to Government 

Who May Avail  All Barangay Local Government Units 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Ordinances with 

indorsement letter, minutes of public 

hearing, certification of public 

hearing, & attendance of public 

hearing (14 copies) 

1. Barangay concerned 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit 
above 
requirement in 
14 copies 

1.1 Verify 
completeness of 
requirement and 
receive the same 
 
1.2 Record/keep a 
file copy of the 
documents 
received 
 
1.3 Calendar the 
same in the 
Agenda/Order of 
Business 

None 
 
 
 
 
None 
 
 
 
 
None 

10 minutes 
 
 
 
 
5 minutes 
 
 
 
 
10 minutes 

JOY M. ANAJAO, 
RUTH D. ALCOS, 

NIÑA LYN N. 
NONOG, 

MELDOY P. 
CARUGDA 

Administrative Aides  
 

E D E L I N E  Q .  
S A L I P O T  

Administrative 
Officer  
OSS 

2.  Attend 
committee 
review per 
invitation 

2.1 Committee 
review & plenary 
Deliberation 
 
2.2 Finalization, 
printing & 
recording of the 
approved 
resolution 
 
2.3 Affixing of 
signatures on the 
approved 
resolution 

None 
 
 
 
None 
 
 
 
 
 
None 

30 days 
 
 
 
40 minutes 
 
 
 
 
 
5 minutes 
each 
signatory 

SB Members 
Sanggunaing Bayan 

Office 
 

Municipal Vice 
Mayor 

Office of the 
Municipal Vie Mayor 

 
GIRLIE F. APELO 
Secretary to the 

Sanggunian 
OSS 
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3. Receives the 
final copy of 
municipal 
resolution 

3. Releases the 
completed 
resolution to the 
barangay 
concerned 

None 5 minutes E D E L I N E  Q .  
S A L I P O T  

Administrative 
Officer  
OSS 

 Total None 30 days, 
1 hour, 25 
minutes 
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5. BARANGAY  SANGGUNIANG KABATAAN  ANNUAL  AND 
SUPPLEMENTAL BUDGETS  

 
Resolution approving Barangay SK Annual/Supplemental Budgets 
 
Office  of  Division  Legislative Department 

Classification  Highly Technical 

Type of  Transaction  Government to Government 

Who May Avail  All Barangay Local Government Units (BLGUs) 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Sangguniang Kabataan 

Annual/Supplemental Budgets with 

review indorsement letter from the 

Municipal Budget Office (MBO) (14 

copies) 

1. Barangay SK concerned 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit 
above requirement 
in 14 copies 

1.1 Verify 
completeness of 
requirement & 
receive the same 
 
1.2 Record/keep 
a file copy of the 
documents 
received 
 
1.3 Calendar the 
same in the 
Agenda/Order of 
Business 

None 
 
 
 
 
None 
 
 
 
 
None 

10 minutes 
 
 
 
 
5 minutes 
 
 
 
 
10 minutes 

JOY M. ANAJAO, 
RUTH D. ALCOS, 

NIÑA LYN N. 
NONOG, 

MELDOY P. 
CARUGDA 

Administrative Aides 
 

E D E L I N E  Q .  
S A L I P O T  

Administrative 
Officer 
OSS 

2. Attend 
committee review 
per invitation 

2.1 Committee 
review and 
plenary 
Deliberation 
 
2.2 Finalization, 
printing & 
recording of the 
approved 
resolution 
 
2.3 Affixing of 
signatures on the 
approved 
resolution 

None 
 
 
 
None 
 
 
 
 
 
None 

10 days 
 
 
 
40 minutes 
 
 
 
 
 
5 minutes 
each signatory 

SB Members 
Sanggunaing Bayan 

Office 
 

Municipal Vice 
Mayor 

Office of the Municipal 
Vie Mayor 

 
GIRLIE F. APELO 
Secretary to the 

Sanggunian 
OSS 
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3. Receives 
the final copy 
of municipal 
resolution 

3. Releases the 
completed 
resolution to the 
barangay 
concerned 

None 5 minutes E D E L I N E  Q .  
S A L I P O T  

Administrative 
Officer 
OSS 

 Total None 10 days, 1 
hour, 15 
minutes 
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6. PROVISION OF AUTHENTICATED COPY OF ORDINANCES, 
RESOLUTIONS AND OTHER LEGISLATIVE DOCUMENTS  

 
There shall be collected fees for every person requesting for copies of official records from 
the offices of this municipality. 
 
Office  of  Division  Legislative Department 

Classification  Simple 

Type of  Transaction  G2C ï Government to Client 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Sangguniang Bayan 
Office and request for a 
copy of document 

1.1 Give logbook to 
the client to record 
request 
 

1.2 Advise the client 
to proceed to the 
Treasury Office 
 
1.3 Reproduce the 
document 

None 5 minutes E D E L I N E  Q .  
S A L I P O T  

Administrative Officer 
OSS 

OSS 

2. Proceed to the 
Municipal 
Treasury Office 
for the payment 

2.1 Receive 
the payment 
 

2.2 Issue 
official receipt 
 
2.3 Advise client 
to return to the 
Sangguniang 
Bayan Office 

P55.00 
per 
resolutio n 
or ordi- 
nance 
consist- 
ing of 2 
pages, 
P6.00 
per page 
in excess 
of 2 pages 
 
P55.00 
per 
certifica- 
tion first 2 
copy, 
P11.00 
for extra 
copy 

15 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

3. Return to the 
Sangguniang 
Bayan and submit 
official receipt 

3. Receive the 
official receipt 
and record 
details 

None 5 minutes E D E L I N E  Q .  
S A L I P O T  

Administrative 
Officer 
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OSS 

4. Receive the 
authenticated 
documents 

4. Release 
the 
authenticated 
documents 

None 2 minutes E D E L I N E  Q .  
S A L I P O T  

Administrative 
Officer 
OSS 

 Total P55.00 
per 
resolution 
or 
ordinance 
consisting 
of 2 
pages, 
P6.00 
per page 
in excess 
of 2 pages 
 
P55.00 
per 
certification 
first 2 
copy, 
P11.00 
for extra 
copy 

27 minutes  
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7. PROVISION OF SERVICES ON THE QUASI-JUDICIAL  BODY AND 
OTHER RELATED LEGISLATIVE ACTIONS  

 
There shall be collected fess for every person requesting for legislative action from the 
Office of the Sangguniang Bayan of this municipality. 
 
Office  of  Division  Legislative Department 

Classification  Simple 

Type of  Transaction  G2C-Government to Client 

Who May Avail  All 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY ACTIONS FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 
the Sangguniang 
Bayan Office 
and submit a 
copy of verified 
documents 

1.1 Receive 
documents and 
record the same 

 
1.2 Advise the 
client to proceed to 
the Municipal 
Treasury 
Office 

None 

 
 

 
None 

15 minutes 

 
 

 
15 minutes 

E D E L I N E  Q .  
S A L I P O T  

Administrative 
Officer 

OSS 

2.   Proceed  
to the Municipal 
Treasury Office 
and pay 

2. Receive 
payment/filing fee 
the 

P 3,000 10 minutes ANALIE L. 
SALARDA 

Administrative Aide 
VI 
 

MARLON P. 
JUMAWAY, 
HERLYN E. 
PANTOJAN 

Administrative Aide 
III 

MTO 

3. Return to the 
Sangguniang 
Bayan and 
submit official 
receipt 

3. Receive the 
official receipt and 
record the details 
and return file copy 
for the client 

None 10 minutes E D E L I N E  Q .  
S A L I P O T  

Administrative 
Officer 

OSS 

 Total P 3,000 50 minutes  
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