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I. MANDATE: 

Specifically provided in the Local Government Code of 1991 that every local 

government unit shall exercise the powers expressly granted, those necessarily 

implied therefrom, as well as powers necessary, appropriate, or incidental for 

its efficient and effective governance, and those which are essential to the 

promotion of the general welfare. Within their respective territorial jurisdictions, 

local government units shall ensure and support, among other things, the 

preservation and enrichment of culture, promote health and safety, enhance the 

right of the people to a balanced ecology, encourage and support the 

development of appropriate and self-reliant scientific and technological 

capabilities, improve public morals, enhance economic prosperity and social 

justice, promote full employment among their residents, maintain peace and 

order, and preserve the comfort and convenience of their inhabitants 

I. VISION: 

A peaceful, progressive, sustainable and agro-industrial town with accessible 

services and infrastructure and an ecological balanced environment which is 

the center for tourism, trade and learning with empowered leaders and men and 

women actively participating in Local Governance, living in an atmosphere of 

social and spiritual stability. 

II. MISSION: 

To ensure the general welfare of the people and transform them into self-reliant, 

self-managing, just, peaceful and God-loving constituency through collaborative 

efforts in tourism, trade, learning, and agro-industry. 

III. Service Pledge: 

We, the officials and employees of the Municipal Government of Carmen, Bohol, 

do hereby swear and pledge to provide excellent public service to our clienteles, 

provide immediate response to client’s needs, hear client’s suggestions and 

recommendations to address present needs, serve the people with respect and 

proficiency, and aim to further achieve efficiency and effectiveness of delivery 

of all services rendered.   
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1. ISSUANCE OF CERTIFICATIONS AND JOB RECOMMENDATIONS 

Service Name: Issuance of Certifications and Job Recommendations 

Description of the 

Service: 

Certifications are issued to attest to the veracity of an information. Job 

Recommendations are issued to job seekers. 

Office or Division: Mayor’s Office 

Classification: Simple 

Type of Transaction: G2C (for government service whose client is the transacting public) 

G2B (for government service whose client is a business entity) 

Who may avail: Persons or entities  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Barangay Clearance (original) Barangay Hall 

Police Clearance (original) Any  Police Station 

Order of Payment Office of the Mayor 

Official Receipt Treasurer's Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 

BE PAID 

PROCESSED 

TIME 

PERSON 

RESPONSIBLE 

1. Sign in the Client 

Log Book and 

submit the required 

documents to the 

office clerk 

assigned for initial 

assessment and 

verification                                                           

*Make sure to 

secure the Order of 

payment that will be 

issued by the 

assisting clerk. 

1.1 Give the Log 

Book to the client.                                                

1.2. Receive the 

required documents 

and check for 

completeness.                               

1.3 Issue the Order 

of Payment if all 

required documents 

are complete. 

none 5 mins 

 
 
 
Luzviminda Jumawid 
Data Controller II 
 
 
Bernie C. Garma 
Admin. Aide III 
 
 
Ryan Tiongco 
Admin. Asst. III 
 
 
 

 
2. Pay the required 

fees at the 

Municipal 

Treasurer's Office 

by showing the 

Order of Payment.                                                              

*Make sure to 

secure Official 

Receipt that will be 

issued upon 

payment. 

2.1 Accept the 

payment based on 

the Order of 

Payment. 

2.3 Issue the Official 

Receipt. 

P200.00 / 

First time 

job-

seekers 

are free. 

5 mins 
Municipal Treasurer's 

Office 

3. Return to the 

Mayor’s Office for 

the processing and 

release of 

Clearance or 

Certification  

 3.1 Check the 

Official Receipt 

 3.2 Issue the 

Certificate or 

Clearance to the 

client 

none 10 mins 

Luzviminda Jumawid 
Data Controller II 
 

Ryan Tiongco 
Admin. Asst. III 

TOTAL  20 minutes  
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2. ISSUANCE OF MAYORS' PERMIT FOR ACTIVITIES 

Service Name: Issuance of Mayors' Permit for Activities 

Description of the 

Service: 

Mayor's Permit is issued to before any person or entity is allowed to conduct a 

regulated activity within the municipality. 

Office or Division: Mayor's Office 

Classification: Simple 

Type of Transaction: G2C (for government service whose client is the transacting public) 

G2B (for government service whose client is a business entity) 

Who may avail: Persons or entities  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter Request  Requesting Party 

Order of Payment Office of the Mayor 

Official Receipt Treasurer's Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 

BE PAID 

PROCESSED 

TIME 

PERSON 

RESPONSIBLE 

1. Sign in the Client 

Log Book and submit 

the required 

documents to the 

office clerk assigned 

for initial assessment 

and verification 

*Make sure to secure 

the Order of payment 

that will be issued by 

the assisting clerk. 

1.1 Give the Log 

Book to the client.                                                

1.2. Receive the 

required 

documents and 

check for 

completeness.  

1.3 Issue the Order 

of Payment if all 

required 

documents are 

complete. 

none 5 mins 

Luzviminda Jumawid 
Data Controller II 
 
 
Bernie C. Garma 
Admin. Aide III 
 
 
Ryan Tiongco 
Admin. Asst. III 
 

2. Pay the required 

fees at the Municipal 

Treasurer's Office by 

showing the Order of 

Payment.  *Make 

sure to secure Official 

Receipt that will be 

issued upon 

payment. 

2.1 Accept the 

payment based on 

the Order of 

Payment. 

2.3 Issue the 

Official Receipt. 

Depending 

on the 

kind of 

activity. 

5 mins 
Municipal Treasurer's 

Office 

3. Return to the 

Mayor’s Office for the 

processing and 

release of Clearance 

or Certification  

 3.1 Check the 

Official Receipt 

 3.2 Issue the 

Certificate or 

Clearance to the 

client 

none 10 mins 

Luzviminda Jumawid 
Data Controller II 

 

Ryan Tiongco 
Admin. Asst. III 

TOTAL  20 minutes  
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3. ISSUANCE OF MAYORS' PERMIT FOR BUSINESSES 

Service Name: Issuance of Mayor’s Permit for Businesses 

Description of the 

Service: 

Mayor's Permit for businesses are issued before a person or an entity is allowed to 

engaged business within the municipality. 

Office or Division: Mayor’s Office 

Classification: Simple 

Type of 

Transaction: 

G2C (for government service whose client is the transacting public) 

G2B (for government service whose client is a business entity) 

Who may avail: Business Owners/Operators 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Barangay Clearance (original) Barangay Hall  

Police Clearance (original) Any Police Station 

DTI/SEC Registration DTI/ Security and Exchange Commission 

Certificate of Occupancy (for New Applicants) Office of the Building Official 

Fire Clearance Municipal Fire Protection Office 

Sanitary Permit Carmen Primary Health Care Facility 

Environmental Clearance (If Business is located in 

the Protected Area) 

DENR 

Certificate of Compliance (for Gas Stations) Department of Energy 

Order of Payment BPLO 

Official Receipt Treasurer's Office 

CLIENT STEPS 
AGENCY  

ACTIONS 

FEES TO BE 

PAID 

PROCES

SED TIME 

PERSON 

RESPONSIBLE 

1. Submit filled-out unified 

business permit application form 

with complete  documentary 

requirements (unified form and 

supporting documents will be 

uploaded to the e-BPLS assisted 

by BPLO staff) 

1.1 Evaluate the 

application for 

business and 

supporting 

documents. 

NONE 20 

minutes 

LUZVIMINDA C. 

JUMAWID     

DATA CONTROLLER II 

(BPLO STAFF)     

RYAN B. TIONGCO     

ADMINISTRATIVE 

AIDE III (BPLO STAFF) 

2. Pay the tax order of payment 

(top) at the Municipal Treasurer’s 

Office. 

2.1 Assessment 

of business 

operation 

 (BPLO) 

2.2. Release (top) 

tax order of 

payment 

"fees are based 

On the auto-

Generated tax 

order of 

payment 

Provided by 

The e-BPLS 

Program" 

30 

minutes 

ERWIN JUNE L. 

DAUNG                                    

REVENUE 

COLLECTION 

CLERK III (BPLO)  

DAVID T. VELASCO 

ADMINISTRATIVE 

OFFICER III  

3. Client receive the Permit. 3.1 print mayor’s 

permit and secure 

signature  of approval 

of the LCE 

3.2 release the 

mayor’s permit or 

business permit 

None 

 

35 

minutes 

RYAN B. TIONGCO     

ADMIN. AIDE III (BPLO 

STAFF) 

 

LUZVIMINDA C. 

JUMAWID   

DATA CONTROLLER II 

(BPLO STAFF)  

TOTAL  

1 hour 

and 25 

minutes 
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4. ISSUANCE OF MAYOR’S CLEARANCE 

Service Name: Issuance of Mayor’s Clearance 

Description of the 

Service: 

The Mayor’s Clearance is issued to individuals or juridical entities to prove that 

there is no derogatory record or remarks that pertains to the character of the 

person or the entity which is known to the Office of the Mayor. 

Office or Division: Mayor’s Office 

Classification: Simple 

Type of Transaction: G2C (for government service whose client is the transacting public) 

G2B (for government service whose client is a business entity) 

Who may avail: Persons or entities who are residents or with business address in the 

municipality. 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Barangay Clearance (original) Barangay Hall 

Police Clearance (original) Local Police Station 

Order of Payment Office of the Mayor 

Official Receipt Treasurer's Office 

CLIENT STEPS AGENCY  ACTIONS 

FEES 

TO BE 

PAID 

PROCESS

ED TIME 

PERSON 

RESPONSIBLE 

1. Sign in the Client Log 

Book and submit the 

required documents to 

the office clerk assigned 

for initial assessment 

and verification *Make 

sure to secure the Order 

of payment that will be 

issued by the assisting 

clerk. 

1.1 Give the Log Book 

to the client.                                                

1.2. Receive the 

required documents 

and check for 

completeness.                               

1.3 Issue the Order of 

Payment if all required 

documents are 

complete. 

none 5 mins 

Luzviminda Jumawid 
Data Controller II 
 
 
Bernie C. Garma 
Admin. Aide III 
 
 
Ryan Tiongco 
Admin. Asst. III 

 

2. Pay the required fees 

at the Municipal 

Treasurer's Office by 

showing the Order of 

Payment.                               

*Make sure to secure 

Official Receipt that will 

be issued upon payment 

2.1 Accept the 

payment based on the 

Order of Payment. 

2.3 Issue the Official 

Receipt. 
P200.00 5 mins 

Municipal Treasurer's 

Office 

3. Return to the Mayor’s 

Office for the processing 

and release of 

Clearance or 

Certification  

 3.1 Check the Official 

Receipt 

 3.2 Issue the 

Certificate or 

Clearance to the client 

none 10 mins 

Luzviminda Jumawid 
Data Controller II 

 

Ryan Tiongco 
Admin. Asst. III 

TOTAL  20 minutes  
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1. ISSUANCE OF CERTIFICATE OF UNEMPLOYMENT 

Service Name: Issuance of Certificate of Unemployment 

Description of the 
Service: 

Certificate of Unemployment is issued to a bonafide resident of the 
Barangay within LGU-Carmen to certify that he/she is not currently 
employed to any offices. This certification is requested for educational 
purposes.  

Office or Division: Office of the Human Resource Management (HRMO) 

Classification: Simple  

Type of Transaction: G2C – Government to Citizens  

Who may avail: Bonafide Resident of the Carmen 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

a. Official Receipt   Municipal Treasurer  

b. Certificate of Indigency and Residency  Barangay  

c. Checklist of Requirement including the 
requests certification  

Client  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSE
D TIME 

PERSON 
RESPONSIBLE 

1. Client may 
directly visit the 
HRM Office to 
request for a 
certification.  

1. Accept and 
assess client's 
request.      2 minutes 

Rijel Mae Generalao 
Data Controller II  

 1.1 Advice for payment 
of the certification to 
the Treasurer’s  

Office, if applicable 
for payment.  

   

2. Proceed to 
Treasurer’s Office for 
payment of 
certification.  

Present the OR.  

  

Yes 

  
2 minutes 

 

MTO 

personnel 
 

  2. Get the OR as 
proof of payment 
and prepare the 
requested 
document.  

  

5 minutes 

 
Editha B. Zaragosa  
Data Controller III  

  2.1 Seek for 
signatories.  

 

5 minutes 

Editha B. Zaragosa  
Data Controller III 

 
Ivy R. Polison 

Admin. Officer V 
(HRMO III) 

3. Claim.  3. Issuance of the 
requested 
certification.  

 

1 minute 

 

Rijel Mae Generalao 
Data Controller II  

  

TOTAL  15 minutes  
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2. APPLICATION/QUERIES TO JOB VACANCY IN LGU-CARMEN 

Service Name: Application/Queries to Job Vacancy in LGU-CARMEN 

Description of the Service: An information that an applicant’s look for regarding job 
opportunities. Interested applicants for entrance to government 
position may search for job vacancy of the  
LGU-Carmen, Bohol thru CSC Bulletin Board of Vacant positions 
(link: csc.gov.ph/career) or at the Full Disclosure Policy Boards, 
located at the Municipal Building, Public Market, and HRMO 
Bulletin Board. Interested applicants for job order may directly 
visit for inquiry to HR office.   

Office or Division: Office of the Human Resource Management (HRMO) 

Classification: Simple  

Type of Transaction: G2C – Government to Citizens  

Who may avail: All qualified applicants  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
For Job Order applicants:  

a. Application Letter  

b. Fully accomplished PDS/Bio-data/Resume with 
ID picture.  

Photocopy of Transcript of Records, if any.  

Applicant 

For entrance to government position:  

a. Application Letter  

b. Fully accomplished PDS with recent passport 
size picture (CS Form No. 212, Revised 2025)  

c. Performance rating in the last rating period, if 
applicable  

d. Photocopy of certificate of 
eligibility/rating/license;  

e. Photocopy of Transcript of Records; and  

Other supporting certificates.  

 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submit application and 
other supporting documents. 
Submission may either 
personal and/or email us at 
hrmocarmen2018@gmail.com 

  

1. Acknowledge and 
assess the application 
documents.  

None 5 minutes  

 
 

Editha B. Zaragosa 

Data Controller III 

 1.1 Stamp receive 
the application  

document. File a list 
with the application 
documents.  

 

1 minute  

 

Editha B. Zaragosa 

Data Controller III 

 
 

 1.2 Inform the head of 
agency regarding the 
applications. Wait upon 
instruction.  

 

5 minutes  

 
Ivy R. Polison 

AO V (HRMO III) 

 1.3 Inform applicant(s) 
about the status of 
his/her application.  

 
2 minutes  

Ivy R. Polison 
AO V (HRMO III) 

TOTAL None 13 minutes  
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3. REQUEST OR APPLICATION OF ON-THE-JOB TRAINING/WORK IMMERSION 

Service Name:  
Request or Application of On-The-Job Training/Work Immersion 

Description of the 
Service: 

The Local Government of Carmen, Bohol in coordination with the 
requesting school accepts On-the-Job Training for graduating college 
students and senior high school. This aims to acquaint the students 
formally to a real life work place environment. This will help to explore the 
relationship between the knowledge & skills acquired in school with those 
required in the working situations.   

Office or Division: Office of the Human Resource Management (HRMO) 

Classification: Simple  

Type of Transaction: G2G - Government to Government 

G2C – Government to Citizen   

Who may avail: Various Schools within Bohol  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

a. Letter of Intent or endorsement with list of 
students and Resume or Bio-data  Requesting School/University  
b. Memorandum of Agreement  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
required 

documents.  

1.1 Stamp received 
the submitted 
documents.  

None  3 minutes  

 

 
Rijel Mae Generalao 

Data Controller II 

 

  

  

1.2. Forward to the 
Head of Agency, 
wait for the 
instruction.  

  5 minutes  

 
Ivy R. Polison 

AO V (HRMO III)  

  
1.3.  Inform the 
school coordinator.  

  2 minutes  
 

Ivy R. Polison 
AO V (HRMO III)   

2. Report to 
Municipal Hall for 
orientation.  

2. Conduct  

Orientation of  

OJT/Work  

Immersion.  

  5 minutes  

 
 

Ivy R. Polison 
AO V (HRMO III)   

3. Assumed 
office.  

3. Assign each 
OJT/work 
immersion to 
respective offices.  

  10 minutes  

 

 
Ivy R. Polison 

AO V (HRMO III)    

TOTAL NONE 25 minutes  

 

4. REQUEST OR APPLICATION FOR CERTIFICATE OF COMPLETION OF ON-THEJOB 

TRAINING/WORK IMMERSION 

Service Name: Request or Application for Certificate of Completion of On-The-Job 
Training/Work Immersion 

Description of the 
Service: 

 The Local Government Unit of Carmen, Bohol in coordination 
with the requesting school accepts request for issuance of certificate of 
completion to students who actually render on-the-job training as part of 
their requirements.  
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Office or Division: Office of the Human Resource Management (HRMO) 

Classification: Simple  

Type of Transaction: G2G – Government to Government  

Who may avail: Students who actually render on-the-job training  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

a. Letter of Intent   Requesting School/University  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
letter of intent.  

1.1 Stamp 
received.  

None  2 minutes  

 
Rijel Mae Generalao 

Data Controller II 

 

  
1.2 Prepare 
certificates.  

  1/2 day  

 

Editha B. Zaragosa 
Data Controller III 

 

  
1.3 Seek for 
signatories.  

  1 day  

 
Editha B. Zaragosa 

Data Controller III 

 

Ivy R. Polison 
AO V (HRMO III)    

3. Claim  3. Release.     2 minutes  

 

HRM Staff  

  

TOTAL  
1.5 day and 4 

minutes 

 
Rijel Mae Generalao 

Data Controller II 

 
Editha B. Zaragosa 

Data Controller III 

 

INTERNAL SERVICES 

1. ISSUANCE OF CERTIFICATE OF LEAVE CREDITS, CERTIFICATE OF CLEARANCE, 
CERTIFICATE OF NO PENDING CASE, CERTIFICATE OF EMPLOYMENT, CERTIFICATE 
OF GOOD MORAL, OPEN ACCOUNT CERTIFICATION, AND SERVICE RECORD  

Service Name: Issuance of Certificate of Leave Credits, Certificate of Clearance, 
Certificate of No Pending Case, Certificate of Employment, 
Certificate of Good Moral, Open Account Certification, and Service 
Record 

Description of the 
Service: 

• Certification for Leave Credits, and certificate of no pending case is 
issued to a former or current officials and employees for personal 
reasons.  

• Certificate of Clearance is issued to a former officials and employees to 
certify that he/she is cleared of any money, property and legal 
accountability with the office of which he/she is accountable and 
responsible.  

• Certificate of employment is issued upon request to verify the 
employment history of a former or current employee.   

• Letter of Endorsement is issued to a newly appointed officials and 
employees who has no existing payroll account.  
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• Service record is issued to a former or current officials and employees 
upon retiring, updating of records to GSIS and to 201 files and other 
personal purposes, certifying actual rendered services.  

Office or Division: Office of the Human Resource Management (HRMO) 

Classification: Simple  

Type of 
Transaction: 

G2G – Government to Government  

Who may avail: Former and Organic LGU-Carmen, Bohol  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

a. Official Receipt from separated 
employees; None from Organic Employees  

Municipal Treasurer  

  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Client may directly 
visit the HRM Office to 
request for a 
certification.  

1.1. Accept and 
assess client's 
request.   

Yes (refer to 

Treasurer’s  

Office) – 
Applicable to 
clients who 
are non- 
organic 
employee of 
the Local 
Government  

Unit of 
Carmen, 
Bohol)  

2 minutes  

Editha B. Zaragosa 
Data Controller III 

  

  1.2. Advice for 
payment to the 
Treasurer’s Office.  

   

Editha B. Zaragosa 
Data Controller III 

2. Proceed to 
Treasurer’s Office for 
payment of certification. 
Present the OR.  

   

2 minutes  

MTO personnel 

(Municipal 

Treasurer’s Office)  

  2. Get the OR as 
proof of payment 
and prepare the 
requested 
document.  

 

5 minutes   

Editha B. Zaragosa 
Data Controller III 

 

 

  2.1 Seek for 
signatories of 
HRMO Head and 
the Local Chief 
Executive 

  

1/2 day      

Editha B. Zaragosa 
Data Controller III 

 

Ivy R. Polison 
AO V (HRMO III)    

3. Claim.  2.2 Issuance of 
certification 
and/or service 
record.  

  

1 minute  

 

Editha B. Zaragosa 
Data Controller III 

 

TOTAL  50 minutes  
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2. ISSUANCE OF TRAVEL ORDER 

Service Name: Issuance of Travel Order 

Description of the 
Service: 

A Travel Order shall be issued to all employees of LGU-Carmen 
(Municipal Officials, Permanent, Job Order workers, and Contract of 
Service), as well as personnel from National Offices assigned to the 
Municipality, as official proof of travel. All applications must be filed at 
least three (3) days prior to the scheduled date of travel. 

Office or Division: Office of the Human Resource Management (HRMO) 

Classification: Simple  

Type of Transaction: G2G – Government to Government  

Who may avail: LGU-Carmen, Bohol Plantilla Personnel, Job Orders and Contract of 
Service, Personnel from National Offices assigned in the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

a. Official Communication  
Inviting agency and/or from concerned 
employee/official  

b. Travel Order Employee 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Employees 
submit to HRM 
Office the 
complete set of 
requirements 

1. Accept and assess 
client's request. 
Encode to data base 
for recording and 
assign control 
number 
 
1.2 Secure Signature 
of HRMO Head 

None  

 
10 minutes 

 
 

 
 
Rijel Mae Generalao 

Data Controller II 

 

Ivy R. Polison 

AO V (HRMO III) 

 

  
 
1.3 Endorsed to 
Mayor’s Office for 
LCE’s Approval 

 
 
 

None 
30 minutes 

 
 
Rijel Mae Generalao 

Data Controller II 

 

2. Claim. 2. Issuance of 
approved travel 
order. 

 
   None 

2 minutes 

 
Rijel Mae Generalao 

Data Controller II 

 

TOTAL None  42 minutes  

 

 
3. APPLICATION FOR LEAVE 

Service Name: Application for Leave 

Description of the 
Service: 

This right is granted to employees who wish to apply for leave for 
personal purposes or other reasons specified in their application. 
Requests for Vacation, Special, Wellness, and Forced Leave must be 
filed at least three days prior to the effective date. In the case of Sick 
Leave, the application must be submitted immediately upon the 
employee's return to the office. 

Office or Division: Office of the Human Resource Management (HRMO) 

Classification: Simple  

Type of Transaction: G2G – Government to Government  

Who may avail: Government officials and employees (permanent, co-term and 
temporary) on full time basis  
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

a. Application Leave Form (CSC Form No. 
06)  

HRM Office  

b. Monthly DTR  Employee  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Fill out 
application leave 
form (CSC Form 
No. 06) and 
submit the same, 
duly signed by 
the department 
head.  

1. Accept 
application for 
leave.   

None  

10 minutes 

Rijel Mae Generalao 
Data Controller II 

 

 1.1 Prepare 
computation of 
leave credits to be 
reflected at the 
application form.  

  

Editha B. Zaragosa 
Data Controller III 

 
Ivy R. Polison 

AO V (HRMO III) 

  1.2 Seek for 
signatories. Once 
approved by the 
Head of Agency, 
file a copy.  

  

  

30 minutes 

 

Editha B. Zaragosa 
Data Controller III 

 
Ivy R. Polison 

AO V (HRMO III) 

2. Claim.  2. Issuance of 
approved 
application.  

  

2 minutes 

 
Rijel Mae Generalao 

Data Controller II 

  

TOTAL None 42 minutes  

 

4. APPLICATION FOR MONETIZATION OF LEAVE CREDITS 

Service Name: Application for Monetization of Leave Credits 

Description of the 
Service: 

A privilege granted to employees who requests for monetization of their 
vacation and/or sick leave credits for valid and justifiable reasons such 
as health, medical and hospital needs, financial and assistance brought 
about by calamity and other accidents that affect the life and property of 
the employee, educational needs, and other analogous cases as may 
be determined by the Commission.  

Office or Division: Office of the Human Resource Management (HRMO) 

Classification: Simple  

Type of Transaction: G2G – Government to Government  

Who may avail: Government officials and employees (permanent, co-term and 
temporary) on full time basis  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

a. Hospital expenses/bill and/or school bill.  Employee  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Client may 
directly visit the 
HRM Office to 

1. Accept and 
assess client's 
request.  

None  5 minutes  

Rijel Mae Generalao 
Data Controller II 
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make requests for 
monetization 
together with the 
required 
document.  

 

 1.1 Prepare 
computation of 
leave credits to be 
reflected at the 
certification, stating 
the accumulated 
leave credits from 
vacation and sick 
leave, and purpose 
of monetization.  

 
 
 
 
 
 

None 

  

 

 

Editha B. Zaragosa 
Data Controller III 

 
Ivy R. Polison 

AO V (HRMO III) 

 1.2 Seek for 
signatories. Once 
approved, file a 
copy.  

30 minutes        

 

 
Editha B. Zaragosa 

Data Controller III 

 

2. Claim. 2. Issuance of 
Service Record.  5 minutes  

Rijel Mae Generalao 
Data Controller II 

 

TOTAL None 40 minutes  

 
5. APPLICATION FOR TERMINAL LEAVE BENEFIT 

Service Name: Application for Terminal Leave Benefit 

Description of the 
Service: 

A grant of earned leave to a government official/employee. Only an 
accrued vacation and sick leave may be used as terminal leave by an 
employee who applied for the purpose of resignation, retirement, and/ or 
separation from government service.  

Office or Division: Office of the Human Resource Management (HRMO) 

Classification: Simple  

Type of Transaction: G2G – Government to Government  

Who may avail: Government officials and employees (permanent, co-term and 
temporary) on full time basis  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

a. Monthly DTR  Employee  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Client may 
directly visit the 
HRM Office to 
make requests 
for computation 
of leave credits.  

1. Accept 
application for 
terminal leave 
benefit.  

None  5 minutes  

Rijel Mae Generalao 
Data Controller II 

  

  

 1.1 Prepare 
computation of 
leave credits to be 
reflected at the 
certification duly 
signed by the HRM 
Officer.  

 
 
 

None 

 
 
 

10 minutes 

 
Editha B. Zaragosa 

Data Controller III 

 
Ivy R. Polison 

AO V (HRMO III) 
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2. Process 
documents for 
Claims  

2.1 Issuance of the 

requested certification.  

 

2.2 Prepare 

supporting documents 

for claims 

 

3.3 Process 
CAFOA and 
Vouchers 

  

 

 

 

None 

 

 

 

 

 

5 minutes  

 

 

 

30 minutes 

 

 

 

 

3 days 

 

 

Editha B. Zaragosa 
Data Controller III 

 
Ivy R. Polison 

AO V (HRMO III) 

 

 

 

MBO/MTO/OMA/ 

MO 

TOTAL None 
3 days and 50 

mins 
 

 
6. ISSUANCE OF APPOINTMENT FOR JOB ORDER, PERMANENT, TEMPORARY AND 

COTERMINOUS 

Service Name: Issuance of Appointment for Job Order, Permanent,   Temporary 
and Coterminous 

Description of the 
Service: 

Issuance of appointment is granted to a newly hired, appointed and/or 
promoted employee after passing through an in-depth interview and/or 
deliberation. For Job Order, appointment, and contract of service are 
being issued where terms and conditions are stated. For entrance to 
government position and promotion, CSC prescribed forms are being 
issued such as appointment form, oath of office, assumption to duty, 
position description form, etc., signed by the Appointing Authority and 
being submitted to CSC for approval.  

Office or Division: Office of the Human Resource Management (HRMO) 

Classification: Complex  

Type of Transaction: G2G – Government to Government  

Who may avail: Appointive personnel (JO, Permanent, Temporary, Co-term)   

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Job Order Status/Contract of Service – 
prospective appointee:  

  

a. Latest Community Tax Certificate;  
Municipal Treasurer’s Office or respective 
Barangay   

b. Medical Certificate;  Municipal Health Office  

c. Barangay and Police Clearance;  Respective Barangay; Police Station  

d. Tax Identification Number (TIN), if any;  BIR  

e. Pag-ibig Member’s Data Form, if any.  Pag-ibig Office  

Renewal:    

a. Latest Community Tax Certificate;  Municipal Treasurer’s Office  

b. Updated PDS/Bio-data/Resume;  Client  

c. Performance Evaluation Form.  HRM Office  

For permanent, temporary, and co-term:    

a. Medical Certificate duly signed by the 
Licensed Government Physician (3 copies);  

HRM Office and MHO  

b. PDS and SALN duly notarized by the LCE (3 
copies);  

Client  

c. Documentary Stamp (2 pcs);  BIR  

d. NBI Clearance (1 original);  NBI Office  
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e. Authenticated Eligibility/Rating/Licensed or ID;  
CSC/PRC and other issuing agency 
that could certify and authenticate the 
eligibility  

f. 1 Government issued ID;  Client  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

  

 For Job  

Order/Contract of 
Service:  

      

1. Report to the 
HRM Office for 
submission of the 
required 
documents.  

1. Accept and assess as 
to the completeness.  

None  5 minutes  

 
 

Karen Jayne O. 
Anib, Data 

Controller III  

   1.1 Issuance of 
appointment and 
contract of service.  

   

 

5 minutes  

 

 
Ivy R. Polison 

AO V (HRMO III) 

  

  1.2 Advice the JO/COS  
personnel to seek 
signatures for the 
contract of service.  

   

 

2 minutes  

 

 
Ivy R. Polison 

AO V (HRMO III) 

 

  1.3 Once signed, the HRM 
officer and/or staff will: 
1.3.1 Advice the  
JO/Contract of Service 
personnel for notarization 
of contract of service;  
1.3.2 Inform regarding 
attendance monitoring, 
payment salaries and 
submission of DTR and 
accomplishment report;  

1.3.3 Introduce to the 
designated office.   

   

 

 

 

5 minutes  

 
 
 
 

Ivy R. Polison 

AO V (HRMO III) 

 

2. Assumed 
office.  

        

3. Facilitate 
notarization of the 
contract of 
service. Once 
notarized, submit 
one copy to HR.  

3. Accept notarized 
contract  

of service. File for 
submission to COA.  

  1 day   

 
Ivy R. Polison 

AO V (HRMO III) 

  

TOTAL  
1 day and 
20 minutes    
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   For Permanent,  

Temporary, and 
Coterminous 
Appointive:  

      

1. Report to the 

HRM Office for 

submission of the 

required documents  

1. Accept and assess as to 

the completeness.  
  5 minutes 

 
 

Ivy R. Polison 

AO V (HRMO III) 

 

  1.1 Consolidation of the 

other documents that are 

for signature of the 

Appointing Authority.  

  

1 hour 

 
Ivy R. Polison 

AO V (HRMO III) 

 

  1.2 Once signed, the HRM 

Officer shall advice the 

appointive employee to 

assumed office effective 

immediately on the date 

that the appointment was 

signed by the appointing 

authority.  

    

 

 

 

 

1 day 

 

 

Ivy R. Polison 

AO V (HRMO III) 

 

 

2. Assumed office.  
2. Furnish copy of 

appointment.  

  

3 minutes 

 
Ivy R. Polison 

AO V (HRMO III) 

 

  2.1 Submit all documents to  

CSC Field Office.  

  
30 days 

Ivy R. Polison 

AO V (HRMO III) 

 

  2.2 Advice the appointive 

employee to wait for CSC 

approval.  

    

Ivy R. Polison 

AO V (HRMO III) 

3. Claim copy.  3. Once approved, furnish 

copy of all documents to 

the employee.  

  

5 minutes 

Ivy R. Polison 

AO V (HRMO III) 

  

TOTAL  

1 month, 1 
day, 1 

hour and 
13 minutes 
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PUBLIC 
EMPLOYMENT 

SERVICE OFFICE 
(PESO) 
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1. JOB-REFERRAL AND PLACEMENT 

Service Name: Job Referral and Placement 

Description of the 
Service: 

This program provides services to residents and non-residents of Carmen 
with employment opportunities through job matching and referrals. 

Office or Division: Mayor’s Office – Public Employment Service Office (PESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Job Seekers, students, out-of-school youth, migratory workers, persons 
with disabilities, returning overseas Filipino workers and displaces 
workers. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Updated resume of applicant with 2x2 pictures. Not applicable 
 

Fill up the NSRP Form PESO 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Applicants will fill 
up the registration 
form and NSRP. 

1.1. Processing of 
applicant’s data. 

 
 
 
 

NONE 

10 Minutes 
 

 

KAREN JAYNE O. 
ANIB 

Data Controller III 
 

IVY R. POLISON 
AO V (HRMO 

III)/PESO Manager 

 
 

 1.2. Department of 
Migrant Workers 

10 Minutes 
 

 
IVY R. POLISON 

AO V (HRMO 
III)/PESO Manager 

 

 1.3. Refer to company/ 
employer’s list of 
applicants matched 
from the job vacancies. 

10 Minutes 
 

 
IVY R. POLISON 

AO V (HRMO 
III)/PESO Manager 

 

TOTAL None 30 minutes  
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2. COMMUNITY-BASED TRAINING PROGRAM 

Service Name: Community-Based Training Program 

Description of the 
Service: 

This program provides accessible, relevant, and high-quality skills training 
to the residents of Carmen, Bohol, that enhances their employability, 
supports local economic growth, and empowers individuals to create 
sustainable livelihoods. 

Office or Division: Mayor’s Office – Public Employment Service Office (PESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Job Seekers, students, out-of-school youth, migratory workers, persons 
with disabilities, returning overseas Filipino workers and displaces 
workers. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Proof of Residency Barangay where they are residing 

Birth Certificate PSA/Municipal Civil Registrar 

At least Senior High School Diploma School Last Attended 

Resume/Bio-Data  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Applicants will fill 
up the registration 
form, NSRP and 
Learners Profile. 

1.1. Processing of 

applicant’s data. 

 
 
 
 

NONE 

5 Minutes 
 
 
 

KAREN JAYNE O. 
ANIB 

Data Controller III 
 

IVY R. POLISON 
AO V (HRMO 

III)/PESO Manager 

 
 

 1.2. Endorsement of 
client’s application to 
the Focal Person 

5 Minutes 
 

KAREN JAYNE O. 
ANIB 

Data Controller III 

 

 1.3. Contact the clients 5 Minutes 
 

KAREN JAYNE O. 
ANIB 

Data Controller III 
 

IVY R. POLISON 
AO V (HRMO 

III)/PESO Manager 
 

TOTAL None 15 inutes  
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3. EMPLOYER’S ACCREDITATION 

Service Name: Employer’s Accreditation 

Description of the 
Service: 

This program conducts certification of employers or companies that offer 
job and training opportunities. 

Office or Division: Mayor’s Office – Public Employment Service Office (PESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Business Entity (G2B) 

Who may avail: Direct Companies and Manpower Agencies Local and Abroad 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Intent addressed to the Municipal Mayor 
through PESO Manager. 

Not Applicable 

Company Profile Not Applicable 

Business Permit Business Permit and Licensing 
Department 

BIR Certificate BIR 

SEC/DTI Registration SEC/DTI 

Job Vacancies with qualification (for local 
employment) 

Not Applicable 

Job Order (for Overseas Employment) Department of Migrant Workers 

DOLE License (for Local Manpower Agencies) Department of Labor and Employment 

DMW License (for Overseas Recruitment Agencies) Department of Migrant Workers 

List of Clients ( for local manpower agencies) Not Applicable 

Philjobnet Registration Philjobnet.com 

CLIENT STEPS AGENCY  ACTIONS 
FEES 
TO BE 
PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Employers will 
submit their 
documents. 

1.1. Assessment/ Checking of 
Requirements 

 
 
 
 
 
 

NONE 

10 Minutes  KAREN JAYNE 
O. ANIB 

Data Controller III 
 

IVY R. POLISON 
AO V (HRMO 

III)/PESO Manager  
 1.2. Validation/ Verification of 

Application 
10 Minutes IVY R. POLISON 

AO V (HRMO 
III)/PESO Manager  

 1.3. Prepare Certificate of 
Accreditation 

10 Minutes IVY R. POLISON 
AO V (HRMO 

III)/PESO 
Manager  

 1.4. Approval of Accreditation 10 Minutes IVY R. POLISON 
AO V (HRMO 

III)/PESO 
Manager  

 1.5. Issuance of Certificate of 
Accreditation 

5 Minutes KAREN JAYNE 
O. ANIB 

Data Controller III 
2. Claim Certificate 
of Accreditation 

    

TOTAL None 45 Minutes  
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4. REQUEST FOR CERTIFICATE OF NO OBJECTION FOR THE CONDUCT OF 

LOCAL/ SPECIAL RECRUITMENT ACTIVITY 

Service Name: Request for Certificate of No Objection for the Conduct of Local/ 
Special Recruitment Activity 

Description of the 
Service: 

The Certificate of No Objection is issued to Direct Companies and 
Manpower Agencies Local and Abroad conducting Local/ Special 
Recruitment Activity within the Municipality of Carmen. 

Office or Division: Mayor’s Office – Public Employment Service Office (PESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Business Entity (G2B) 

Who may avail: Direct Companies and Manpower Agencies Local and Abroad 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Intent addressed to the Municipal 
Mayor through PESO Manager. 

Not Applicable 

Company Profile Not Applicable 

Business Permit Business Permit and Licensing Department 

BIR Certificate BIR 

SEC/ DTI Registration SEC/DTI 

Job Vacancies with qualification (for local 
employment) 

Not Applicable 

Job Order (for Overseas Employment) Department of Migrant Workers 

DOLE License (for Local Manpower Agencies) Department of Labor and Employment 

DMW License (for Overseas Recruitment 
Agencies) 

Department of Migrant Workers 

List of Clients ( for local manpower agencies) Not Applicable 

Philjobnet Registration Philjobnet.com 

NSRP Form 2 PESO 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Employers will 
submit their 
documents. 

1.1. Assessment/ 
Checking of 
Requirements 

 
 
 
 
 
 

NONE 

10 Minutes  KAREN JAYNE O. 
ANIB 

Data Controller III 
 

IVY R. POLISON 
AO V (HRMO III)/PESO 

Manager  
 1.2. Validation/ 

Verification of 
Application 

10 Minutes IVY R. POLISON 
AO V (HRMO III)/PESO 

Manager  

 1.3. Prepare Certificate 
of Accreditation 

10 Minutes IVY R. POLISON 
AO V (HRMO III)/PESO 

Manager  
 1.4. Approval of 

Accreditation 
10 Minutes Municipal Mayor 

 

 1.5. Issuance of 
Certificate of 
Accreditation 

5 Minutes IVY R. POLISON 
AO V (HRMO III)/PESO 

Manager 

2. Claim Certificate 
of Accreditation 

 NONE   

TOTAL None   
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5. REQUEST FOR JOB VACANCY POSTING 

Service Name: Request for Job Vacancy Posting 

Description of the 
Service: 

This service provides posting of Job Vacancies from accredited 
companies/employers at tehe Official Facebook page and Bulletin Board 
for easy access of information of jobseekers/applicants. 

Office or Division: Mayor’s Office – Public Employment Service Office (PESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Business Entity (G2B) 

Who may avail: Direct Companies and Manpower Agencies Local and Abroad 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

FOR ACCREDITED COMPANIES/ 
EMPLOYERS 

  

Certificate of Accreditation Not Applicable 

NSRP Form 2 PESO 

FOR NON-ACCREDITED COMPANIES/ 
EMPLOYERS 

 

Letter of Intent addressed to the Municipal 
Mayor through PESO Manager. 

Not Applicable 

Company Profile Not Applicable 

Business Permit Business Permit and Licensing Department 

BIR Certificate BIR 

SEC/ DTI Registration SEC/DTI 

Job Vacancies with qualification (for local 
employment) 

Not Applicable 

Job Order (for Overseas Employment) Department of Migrant Workers 

DOLE License (for Local Manpower Agencies) Department of Labor and Employment 

DMW License (for Overseas Recruitment 
Agencies) 

Department of Migrant Workers 

List of Clients ( for local manpower agencies) Not Applicable 

Philjobnet Registration Philjobnet.com 

12. NSRP Form 2 PESO 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Employers will 
submit their 
documents 

1.1. Assessment/ 
Checking of 
Requirements 

 
 
 
 

NONE 

10 Minutes KAREN JAYNE O. 
ANIB 

Data Controller III 
 

IVY R. POLISON 
AO V (HRMO III)/PESO 

Manager 
 1.2. Validation/ 

Verification of 
Application 

10 Minutes IVY R. POLISON 
AO V (HRMO III)/PESO 

Manager 

 1.3. Posting of Job 
Vacancies 

5 Minutes KAREN JAYNE O. 
ANIB 

Data Controller III 
 

IVY R. POLISON 
AO V (HRMO III)/PESO 

Manager 

TOTAL None 25 Minutes  
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BUSINESS PERMIT 
AND LICENSING 

OFFICE 
(BPLO) 
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1. ASSESSMENT AND COLLECTION OF BUSINESS TAX AND OTHER FEES 

Service Name: Assessment and Collection of Business Tax and Other Fees 

Description of the 
Service: 

All business operators must renew their business permits, business tax 
and other regulatory fees on the 1st working day of January up to January 
20 of each year. 

Office or Division: BPLO 

Classification: Simple 

Type of Transaction: G2B (for government services whose client is a business entity) 

Who may avail: BUSINESS OWNERS/OPERATORS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly Filled-Out Unified Application Form (2 
Original Copies) 

Business Permit And Licensing Office (Bplo) 

Barangay Business Clearance Barangay Hall (Location Of The Business) 

Community Tax Certificate Municipal Treasurer’s Office Or Barangay Hall 
(Location Of The Business) 

Police Clearance Carmen Municipal Police Station 

Sanitary Permit Carmen Rural Health Unit  

Fire Safety Inspection Certificate Carmen Municipal Fire Station 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submit filled-out 
unified business 
permit application 
form with complete  
documentary 
requirements (unified 
form and supporting 
documents will be 
uploaded to the e-
BPLS assisted by 
BPLO staff) 

1.1 Evaluate the 
application for 
business and 
supporting documents. 

NONE 20 minutes  
 
 
 
LUZVIMINDA C. 
JUMAWID     
DATA 
CONTROLLER II 
(BPLO STAFF)     
RYAN B. 
TIONGCO     
ADMINISTRATIVE 
AIDE III (BPLO 
STAFF) 
 

 1.2 Assessment of 
business operation 

NONE 20 minutes ERWIN JUNE L. 
DAUNG                                    

REVENUE 
COLLECTION 

CLERK III (BPLO)  
DAVID T. 

VELASCO 
ADMINISTRATIVE 

OFFICER III  
 

 1.3. Release (top) tax 
order of payment 

NONE 10 minutes ERWIN JUNE L. 
DAUNG                                     

REVENUE 
COLLECTION 

CLERK III (BPLO)  
DAVID T. 

VELASCO 
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ADMINISTRATIVE 
OFFICER III  

2. Pay the tax order 
of payment (top) at 
the municipal 
Treasurer’s 
Office. 

2.1. Issue official 
receipt and input 
payment with 
E-bpls. 

"fees are 
based 
On the 
auto- 
Generated 
tax order of 
payment  
Provided by 
The e-
BPLS 
Program 
" 

10 minutes ERWIN JUNE L. 
DAUNG                                                                     

RCC III (BPLO)  
DAVID T. 

VELASCO 
ADMINISTRATIVE 

OFFICER III                                          
JAN BRIAN T. 

AURES 
ADMINISTRATIVE 

AIDE VI  
 

3. Claim business 
permit.  

3.1 print mayor’s 
permit. 
 

None 
 

30 minutes RYAN B. 
TIONGCO     

ADMIN. AIDE III 
(BPLO STAFF) 

 

 3.2 release the 
mayor’s permit or 
business permit 
 

None  5 minutes LUZVIMINDA C. 
JUMAWID   

DATA 
CONTROLLER II 
(BPLO STAFF)     
REGIREN S. 

CAMAPANER   
JOB ORDER 

 

TOTAL  
1 hour & 35 

minutes 
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MUNICIPAL DISASTER 
RISK REDUCTION 

AND MANAGEMENT 
OFFICE 

(MDRRMO) 
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1. ISSUANCE OF CERTIFICATION (HAZARDOUS TREES) 

Service Name: Issuance of Certification (Hazardous Trees) 

Description of the 
Service: 

This service involves the inspection and assessment of trees reported to 
be hazardous within the municipality. Upon verification by the concerned 
office, a certification is issued confirming the condition of the tree and 
recommending appropriate action, in accordance with the provisions of 
the Citizen’s Charter and existing safety regulations.  

Office or Division: MDDRMO 

Classification: Simple Transaction  

Type of Transaction: Government to Citizen  

Who may avail: Affected individuals, institutions, or organizations  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

    

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submit Letter of 

Request addressed 

to the LCE  

1.1 Receive and log 
request  

None  2 minutes  PSC/Data 
Controller  

  1.2 Validate details  
and prepare 
certification  

None  2 days  Monitoring In-
charge &  

LDRRMA on 
Operations & 

Warning  

  1.3 Review and sign  
certification/ document  

None  5 minutes  MDRRM Officer  

  1.4 Release signed  
certification  

None  2 minutes  DRRM Staff  

2. Attach Barangay  

Certification (if 

applicable)  

        

TOTAL  
2 days 9 
minutes 

 

 

2. PROVISION OF EMERGENCY ASSISTANCE / RESPONSE 

Service Name: Provision of Emergency Assistance / Response 

Description of the 
Service: 

This service provides immediate assistance to individuals and 
communities affected by emergencies or disasters. It includes rapid 
response, rescue operations, and the delivery of necessary support to 
ensure the safety and welfare of affected residents, in accordance with 
the Citizen’s Charter and established emergency protocols.  

Office or Division: MDDRMO 

Classification: Simple Transaction  

Type of Transaction: Government to Citizen  

Who may avail: Any resident of the municipality  
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

    

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Report 
emergency via 
hotline / walk-in  

1.1 Record and 
assess report  

None  2 minutes  Public Safety 
Communicator  

  1.2 Dispatch 
response team 
(ambulance, 
rescue, etc.)  

None  2 minutes  Public Safety 
Communicator  

  1.3 Conduct 
response and 
record incident  

None  5 – 10 minutes 
(varies)  

Emergency Medical 
Responders  

  1.4 Submit after-
action report – 
EMR’s Chart  

None  Within 24 hrs  Emergency Medical 
Responders  

TOTAL  
24 hours & 14 

minutes 
 

 

3. REQUEST OF PRUNNING/TRIMMING OF HAZARDOUS TREES 

Service Name: REQUEST OF PRUNNING/TRIMMING OF HAZARDOUS TREES 

Description of the 
Service: 

This service provides assessment and trimming/pruning of trees identified 
as hazardous to prevent potential risks to life, property, and public safety, 
especially during strong winds and disasters.   

Office or Division: MDDRMO 

Classification: Simple Transaction  

Type of Transaction: Government to Citizen  

Who may avail: Any resident of the municipality  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

    

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submit Letter of 
Request addressed 
to the LCE  

1.1 Receive and 
log request  

None  2 minutes  PSC/Data 
Controller  

  1.2 Validate details  
and prepare 
certification  

None  2 days  Monitoring In-
charge &  LDRRMA 
on Operations & 
Warning  

  1.3 Review and sign  
certification/docume 

nt  

None  5 minutes  MDRRM Officer  

  1.4 Release signed  
certification  

None  2 minutes  DRRM Staff  

2. Attach Barangay  
Certification (if 
applicable)  

        

TOTAL  
2 days & 9 

minutes 
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4. CONDUCT OF DRRM TRAININGS 

Service Name: Conduct of DRRM Trainings 

Description of the 
Service: 

This service provides disaster risk reduction and management (DRRM) 
trainings to communities, organizations, and stakeholders to enhance 
awareness, preparedness, and capacity in responding to emergencies 
and disasters, in accordance with the Citizen’s Charter and existing 
DRRM policies.  

Office or Division: MDDRMO 

Classification: Complex Transaction  

Type of Transaction: G2C,G2G  

Who may avail: LGU, Barangays, Schools, NGOs, CSOs, Private Sector  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

    

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter of 
request  

1.1 Receive and log 
request  

None  2 minutes  DRRM Staff/Data  
Controller  

  1.2 Confirmation of 
request  

None  3-5 days  MDRRM Trainers  

  1.3 Prepare & 
Conduct the 
training  

None  Varies  
(depending on 

schedule)  

MDRRM Trainers  

TOTAL  
5 days & 2 

minutes 
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MUNICIPAL 
ECOLOGICAL SOLID 

WASTE 
MANAGEMENT 

OFFICE 
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1. AVAILING OF GARBAGE COLLECTION 

Service Name: Availing of Garbage Collection 

Description of the 
Service: 

Garbage collection services of the LGU is available to all households and 

business establishment within the municipality. 

Office or Division: Ecological Solid Waste Management Office (ESWMO) 

Classification: SIMPLE 

Type of Transaction: G2C - government to Public Transact 
G2B - Government to Business Entity 

Who may avail: All households and business establishments within the municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Solid Waste must be segregated. Client (Household/Business) 

Compliance of the requirements of the 

business permit (For businesses only). 

Business Permit and Licensing Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Fill out the 
Business Permit 
application form 
(for businesses) 
or set out 
segregated 
waste. 

1.1 Collection of 
segregated waste 
according to the 
municipal schedule. 

None 6 days a week Garbage Collectors 

TOTAL  6 days a week  

 

2. GARBAGE COLLECTION FEE FORT HUSEHOLD/BUSINESS ESTABLISHMENTS  
(PAYING CLIENT) 

 

Service Name: Garbage Collection Fee Fort Household/ Business Establishments  

(Paying Client) 

Description of the 
Service: 

Any person can apply of garbage collection to be personally collected in 

their respective households for their residual and special wastes. 

Office or Division: Ecological Solid Waste Management Office (ESWMO) 

Classification: SIMPLE 

Type of Transaction: G2B - Government to Business Entity 

Who may avail: All households and business establishments within the municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Official receipt for the payment Garbage 

Collection Fee. (For businesses only). 

Municipal Treasure’s office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Fill out request 
form. 

1.1 Interview 
applicant regarding 
the status of their 
solid waste. 

 
None 

 
5 minutes 

 
LEO GIL Y. RUBIA 

 
 
 

2. Await contact 
for inspection. 

2.1 Set inspection 
date and contact 
applicant. 

 
None 

 
5 minutes 

 
LEO GIL Y. RUBIA 

3. Assist during 
inspection. 

3.1 Conduct site 
inspection of the 
establishment. 

 
None 

 
10 minutes 

LEO GIL Y. RUBIA 
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4. Proceed to 
Treasurer to pay. 

4.1 Recommend 
approval/disapproval 
and instruct 
payment 

 
 
 
 
 

Php.600 
per 

annum 

 
 
 
 
 

15 minutes 

 
 
 
 
 

Local Implementing 
Team 

5. Fill out 
Satisfaction 
Form. 

5.1 File record and 
end transaction. 

 
None 

 
2 minutes 

 

TOTAL  37 minutes  

NOTE: The 25-minute processing time is for one client being served at one time. The time is 

extended when there are two or more clients. 

3. REPORT/COMPLAINT RECEIVED BY THE MESWM OFFICE(THRU LIT PERSONNEL) AND 

RELATIVE TO VARRIOS ACTIVITIES PUNISHABLE UNDER ESWM MUNICIPAL ORDINACES AND 

NATIONAL LAWS (WITH THE ASSISTANCE OF THE PNP- CARMEN AND BARANGAY OFFICILAS 

Service Name: Report/Complaint received by the MESM Office(Thru Lit Personnel) 

and Relative to Varrios Activities Punishable under ESWMMunicipal 

Ordinaces and National Laws (With the Assistance of the PNP- 

Carmen and Barangay Officils 

Description of the 
Service: 

Any person has the right to report and complaint  (thru verbal, mobile 

phone or social media ) any violations of ESWM ordinances and national 

laws committed within the territorial jurisdiction of the municipality. 

Office or Division: Ecological Solid Waste Management Office (ESWMO) 

Classification: SIMPLE 

Type of Transaction: G2C - Government to Public Transact 
G2B - Government to Business Entity 

Who may avail: All households and business establishments within the municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Official receipt for the payment Garbage 

Collection Fee. (For businesses only). 

Municipal Treasure’s office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Contact 
MESWM/MENRO 
(Verbal, Mobile, 
or Social Media).. 

1.1 Receive, verify, 
and investigate the 
report/complaint. 

 
None 

 
To be scheduled 
(not more than 

three days) 

 
LEO GIL Y. RUBIA 

 
 

 

2. Provide 
additional info if 
needed. 

1.2 Take action if 
evidence is 
sufficient 
(coordination with 
PNP/Barangay). 

 
None 

 

Based on 
Agency 

Availability 

 
LEO GIL Y. RUBIA 

 

 

TOTAL  
Based on 
Agency 

Availability 
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OFFICE OF THE 
MUNICIPAL 

SANGGUNIANG 
BAYAN SECRETARIAT 

(SBS) 
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1. ISSUANCE OF CERTIFICATION (STATUS OF LEGISLATION)  

Service Name: Issuance of  Certification (Status of Legislation)  

Description of the 
Service: 

Official certification or document issued to private individual, barangay 
officials or other government agency who requested for official status of 
legislation. 

Office or Division: SBS 

Classification: Simple Transaction 

Type of Transaction: Government to Citizen and Government to Another Government  
Agency 

Who may avail: Private Individuals, Barangay Officials, and Other Government Agency  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

    

CLIENT STEPS 
AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Inquire from the 
Front Desk 

1.1 Entertain 
the client  
1.2 Ask for 
details  

none  
 

none  

3 minutes  
 

3 minutes  

Dianne Marie 
Garcia  

Dianne Marie 
Garcia 

2. Submit Letter 
Request (if 
needed)  

2.1 Receive 
and record the 
request 
(logbook)  
2.1 Search  
document on 
file  
2.1 Prepare the 
Certification 

none  
 
 
 

none  
 
 

none  

2 minutes 
 
 
 

10 minutes  
 
 

5 minutes   

Dianne Marie 
Garcia 

 
 

Dianne Marie 
Garcia 

 
Carol P. Madaje  

3. Proceed to 
Treasurer’s 
Office for 
payment  

3. Issued 
Official Receipt  

P 150.00 
with out 
official 
seal  

P 200.00 
with 

official 
seal  

5 minutes  Personnel of the 
Treasurer’s Office  

(Collector)  

4. Receive the 
requested 
Certification  

4. Record and 
release the 
Certification  

none  2 minutes Dianne Marie 
Garcia 

 

TOTAL 
P 150.00 

or P 
200.00 

30 minutes   
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2. ISSUANCE OF CERTIFIED TRUE COPY OF APPROVED 

RESOLUTION/ORDINANCE/OTHER OFFICIAL ACTS OF THE SANGGUNIAN    

Service Name: Issuance of  Certified True Copy of Approved 
Resolution/Ordinance/Other Official Acts of the Saggunian 

Description of the 
Service: 

Provide Certified True Copy of approved Resolution/Ordinance/Other 
Official Acts  

Office or Division: SBS 

Classification: Simple Transaction 

Type of Transaction: Government to Citizen and Government to Another Government  
Agency 

Who may avail: Private Individuals, Barangay Officials, and Other Government Agency  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

    

CLIENT STEPS 
AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

5. Inquire from 
the Front Desk 

1.1 Entertain the 
client  
1.2 Ask for 
details  

none  
 

none  

3 minutes  
 

3 minutes  

Dianne Marie 
Garcia  

Dianne Marie 
Garcia 

6. Submit Letter 
Request (if 
needed)  

2.1 Receive and 
record the 
request 
(logbook)  
2.1 Search  
document on file  
2.1 Photocopy 
the requested 
document  
2.2 Sign the 
document with 
certified true 
copy  

none  
 
 
 

none  
 
 

none  
 
 

none  

2 minutes 
 
 
 

10 minutes  
 
 

3 minutes   
 
 

2 minutes  

Dianne Marie 
Garcia 

 
 

Dianne Marie 
Garcia 

 
Dianne Marie 

Garcia 
 

Carol P. Madaje  

7. Proceed to 
Treasurer’s 
Office for 
payment  

3. Issuance of 
Official Receipt  

P 150.00 
with out 
official 
seal  

P 200.00 
with official 

seal  

5 minutes  Personnel of the 
Treasurer’s Office  

(Collector)  

8. Receive the 
requested 
document as 
certified true 
copy  

4. Record and 
release the 
document  

none  3 minutes Dianne Marie 
Garcia 

 

TOTAL 
P 150.00 

or P 
200.00 

25 minutes   
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OFFICE OF THE 
SANGGUNIANG 

BAYAN LEGISLATIVE 
(SBL) 
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1. DOCUMENT APPROVAL 

Service Name: Document Approval  

Description of the 
Service: 

Provides assistance in the processing and approval of documents of 
individuals, barangay officials and government agencies.  

Office or Division: SBL 

Classification: Simple Transaction 

Type of Transaction: Government to Citizen and Government to Another Government  
Agency 

Who may avail: Private Individuals, Barangay Officials, and Other Government Agency  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

    

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

9. Request for 
approval of 
documents  

 
 
 
 
 
 
 
 
 

 
 
 
 

10. Received 
approved 
documents  

1.1 Received and 
record 
documents  
 

1.2 Check / inspect 
the documents  
 

1.3 Facilitate the 
signing of 
documents 

 
1.3 Signed 
Documents  
 
 
  
2.1 Record the 
signed documents for 
release  

none 
 
 
 

none  
 
 
 

none  
 
 
 

none 
 
 
 

none 

3 minutes 
 
 
 

3 minutes 
 
 
 

3 minutes 
 
 
 

3 minutes 
 
 

 
3 minutes 

 

Queennie Rose U. 
Painagan 

 
 

Queennie Rose U. 
Painagan 

 
 

Queennie Rose U. 
Painagan 

 
 

Hon. Ricardo 
Francsico A. 

Toribio 
 

Queennie Rose U. 
Painagan 

TOTAL  15 minutes   
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2. CONSTITUENCY ASSISTANCE SERVICE 

Service Name: Constituency Assistance Service 

Description of the 
Service: 

Responds to constituency requests for individuals, barangay officials 
and government agencies.  

Office or Division: SBL 

Classification: Simple Transaction 

Type of Transaction: Government to Citizen and Government to Another Government  
Agency 

Who may avail: Private Individuals, Barangay Officials, and Other Government Agency  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

    

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Request for 
Assistance / 
Endorsements  

 
 
 
 
 
 
 
 
 
 

2. Received 
assistance   

1.1 Entertain / 
Interview clients 
on the details of 
their needs  
 

1.2 Forward client to 
VM for the 
assistance need  

 
1.3 Prepare 
endorsement  
 
 
2.1 Release / record 
assistance / 
endorsed  
 
 
 

 
none 

 
 
 

none  
 

  
 

none 
 
 
 

none 

 
5 minutes 

 
 
 

2 minutes 
 

 
 

5 minutes 
 
 
 

3 minutes 

 
Aileen K. Balane   

 
 
 

Aileen K. Balane   
 
 
 

Aileen K. Balane   
 
 
 

Aileen K. Balane   
 

 

TOTAL  15 minutes   
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MUNICIPAL 
TREASURER’S OFFICE 

(MTO) 
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1. ASSESSMENT AND COLLECTION OF BUSINESS TAX AND OTHER FEES 

Service Name: Assessment and Collection of Business Tax and Other Fees 

Description of the 
Service: 

All business operators must renew their business permits, business tax 
and other regulatory fees on the 1st working day of January up to January 
20 of each year. 

Office or Division: Municipal Treasurer’s Office (MTO) 

Classification: Simple 

Type of Transaction: G2B (for government services whose client is a business entity) 

Who may avail: All Businessmen 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Original Sworn statement of previous year's 
gross receipts/sales (for renewal) 

Business Operator/Owner 

Original copy Barangay Clearance Barangay Hall (Location of the business) 

Properly filled-up application Form Municipal Treasurer's Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCES
SED TIME 

PERSON 
RESPONSIBLE 

1. Submit application 
for business 

1.1 Evaluate the 
application of business 

NONE 4 hours 

Susan P. 
Racoma -              
Mun. Treasurer                
David T. 
Velasco -              
Data Controller 
III               Erwin 
June l. Daung -             
RCC III 

 
1.2 Assessment of 
business operation. 

 
1.3 Computation of 
business tax and other 
regulatory fees. 

2. Payment of 
Business Tax and 
other Fees 

2.1 Acceptance of 
payment. 

Business Tax   

Marivic G. 
Lomod -      
LRCO III                         
Erwin June L. 
Daung                      
-RCC III                                  
Jan Brian T. 
Aures -     
Admin. Aide VI                 
Ariel G. Tesio -               
Admin. Aide III                  
David T. 
Velasco -              
Data Controller 
III                        
Sarah B. Enrera                    
- Data Controller 

 
2.2 Issue of Official 
receipt. 

Business 
Permit 

  

 

2.3 Posting of payments 
and encoding of data to 
the Business Permit and 
Licensing System 
(BPLS). Submit the 
Business application for 
recommendation as to 
fire safety and protection 

Other 
regulatory 
fees.                            
-
Occupational 
Permit (page 
44 of Mun. 
Rev. Code, 
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to Bureau of Fire and 
Protection. 

Series of 
2023)         -
Fees on 
weight & 
measure 
(page 31 of 
Mun. Rev. 
Code, Series 
of 2023) 
Series of 
2023)                             
-Garbage Fee 
(page 69 of 
Mun. Rev. 
Code, Series 
of 2023) 

 
2.4 Recommended for 
approval. 

   

3. Submission of 
requirement and 
other documents for 
processing and 
approval 

3.1 Record to logbook 
and submit Business 
Application with 
supporting documents to 
the Mayor's Office for 
Approval. 

  1 day 
Rosario U. 
Painagan - 

Admin. Aide III  

TOTAL None 2 DAYS  

 

2. COLLECTION OF COMMUNITY TAX 

Service Name: Collection of Community Tax 

Description of the 
Service: 

A resident of the Municipality of Carmen Bohol, eighteen (18) years of age 
or over who has been regularly employed on a wage or salary basis, or 
who is engaged in the business, or who owns a Real property whose 
assess value of 1,000 peso or more shall pay an Annual community Tax 
of 5 pesos and additional tax depending on the annual income regardless 
of business, profession, or from property which in no case shall exceed 
5,000 pesos. 

Office or Division: Municipal Treasurer’s Office (MTO) 

Classification: Simple 

Type of Transaction: G2C (for government services whose client is the transacting public) 

Who may avail: Residents of Carmen, Bohol 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Properly filled up request payment slip 
provided at the MTO window. 

Municipal Treasurer's Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCESSED 

TIME 
PERSON 

RESPONSIBLE 
1. Submit 
Request for 
Community Tax 
Certificate 

1.1 Assess the client 
whether business 
man, professional, 
farmer & ect. 
 
1.2 Computation of 
Community Tax. 

none 30 mins. 

Sarah B. Enrera                    
- Data Controller II    
Hermosila Dela 

Peña - Data 
Controller II          

Janette Pena 
Florida -   Data 

Controller II 
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2. Payment and 
receipt of 
community Tax 
Certificate. 

2.1 Acceptance of 
Payment. 
 
2.2 Issue and 
release Community 
Tax Certificate. 

Basic 
Community Tax 

- P5.00 
 

Gross receipts 
or earnings 
derived from 

business during 
the preceding 
year (P1.00 for 

every 
P1,000.00) 
Salaries or 

Gross Reciept 
or earning s 

derived fornm 
exercise of 

profession or 
pursuit of any 

occupation 
(P1.00 for every 

P1,000.00) 
Income form 

Real Property 
(P1.00 for every 

P1,000.00) 

30 mins. 

Jan Brian T. Aures - 
Admin. Aide VI             

Edilberto G. Bunao 
- Data Controller III                                 

Ariel G. Tesio -               
Admin. Aide III 

TOTAL  1 hour  

 

3. REGISTRATION OF TRANSFER AND OWNERSHIP OF LARGE CATTLE 

Service Name: Registration of Transfer and Ownership of Large Cattle 

Description of the 
Service: 

The office of the municipal treasurer shall register in a book properly 
prepared and kept for the purpose of all branded and counter branded 
animals presented for registry and shall set forth in the registry entry the 
name, residence of the owner and the class, color, sex, age, brand knots 
or cowlicks. 

Office or Division: Municipal Treasurer’s Office (MTO) 

Classification: Complex 

Type of Transaction: G2C (for government services whose client is the transacting public) 

Who may avail: Owners of Large Cattle. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Owner's brand mark Owner of the large cattle 

Barangay certification 
Barangay Hall of the concerned large cattle 
owner. 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCESSED 

TIME 
PERSON 

RESPONSIBLE 

1. Submission of the 
requirements. 

1.1 Evaluate the 
submitted requirements 

none 2 hours 

Alex E. Cesar -                
Admin Aide           

Edilberto G. Bunao 
- Data Collector III 

2. Prepare large cattle 
for inspection and 
branding. 

2.1 Inspection of 
cowlicks, color & other 
marking of the animal. 
 

none 5 hours 

Alex E. Cesar -                
Admin Aide           

Edilberto G. Bunao 
- Data Collector III       
Ariel G. Tesio -              
Admin. Aide III 
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2.2 Conduct brand 
mark and counter band 
mark. 

3. Processing and 
receipt of certificate of 
registration. 

3.1 Fill-up the registry 
book and let the owner 
signed the certificate of 
registration. 

For ownership: 
Registration of 
ownership - 
P250.00; 
Livestock 
Development 
Fund - P2.00; 
Certificate of 
Ownership - 
P5.00 

5 days 

Alex E. Cesar -                
Admin Aide           

Edilberto G. Bunao 
- Data Collector III 

  

3.2 Accept payment 
and submit the 
certificate of 
registration to the 
signatories for 
approval: Mun. 
Treasurer; Mun. Mayor;  
Mun. Secretary. 

For transfer: 
Registration of 
Transfer - 
P200.00; & 
Certificate of 
Transfer - 
P100.00 

  

4.  

4.1 Release the 
original copy of the 
certificate of 
registration to the large 
cattle owner. 

  1 hour 

Alex E. Cesar -                
Admin Aide           

Edilberto G. Bunao 
- Data Collector III 

TOTAL  6 DAYS  

 

4. COLLECTION OF MARKET STALL RENTALS 

 

Service Name: Collection of Market Stall Rentals 

Description of the 
Service: 

Owners/operators of market stall are required to pay their monthly rental 
on the 20th day of the month. Failure or non-payment on or before the due 
date, a charge of 25% surcharge shall be added to the monthly rental 
dues. 

Office or Division: Municipal Treasurer’s Office (MTO) 

Classification: Simple 

Type of Transaction: G2B (for government services whose client is a business entity) 

Who may avail: Market Vendors 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Previous month official receipt Kept by the owner 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCESSED 

TIME 
PERSON 

RESPONSIBLE 

1. Enquiry and 
verification 

1.1 Verify records of 
payments. 
 
1.2 Compute and 
provide the exact 
amount of rental. 

none 2 hours   

2. Payments 2.1 Acceptance of 
payment 
 
2.2 Issue of official 
receipt. 

Section 5F.02. 
Imposition of 
Market Fees 
and Charges 

(page 80-81 of 

2 hours 

Jan Brian T. 
Aures - Admin. 

Aide VI             
Edilberto G. 
Bunao - Data 
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2.3 Posting of 
payments to the 
ledger. 

Mun. 
Ordicance No. 
27, Series of 

2023) 

Controller III                                 
Ariel G. Tesio -               
Admin. Aide III 

TOTAL  4 hours  

 

5. ISSUANCE OF SLAUGHTER PERMIT AND SLAUGHTER FEE 

Service Name: Issuance of Slaughter Permit and Slaughter Fee 

Description of the 
Service: 

Meat from livestock to be sold in the market shall be slaughtered in the 
Carmen Municipal Slaughter House. 

Office or Division: Municipal Treasurer’s Office (MTO) 

Classification: Simple 

Type of Transaction: G2C (for government services whose client is the transacting public) 
G2B (for government services whose client is a business entity) 

Who may avail:  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Slaughtering of large cattle: Certificate of 
Ownership 

Large cattle owner 

Certificate of Transfer Large cattle owner 

Barangay Certification Barangay Hall where the owner reside 

Slaughtering of hogs: none   

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCES
SED TIME 

PERSON 
RESPONSIBLE 

1. Weighing of 
Animal 

1.1 Evaluate and 
assess the weight  of 
animals for slaughter. 

none 1 hour 
Eladio Sanoria, Jr. 

- Laborer II 

2. Submission of 
requirments for 
registration and 
inspection at the 
Office of the Meat 
Inspector. 

2.1 Registration of 
livestock 
 
2.2 Inspection of 
required documents. 

none 2 hours 
Harold Enrera                           

- Meat Inspector 

3. Payment and 
slaughtering of 
livestock. 

3.1 Accept payment. 
 
3.2 Issuance of Official 
Receipt. 
 
3.3 Slaughtering of 
Livestock. 

For Hogs: 
Slaughter 
permit -  

P300.00; 
Slaughter Fee 

- P200.00; 
Ante Mortem - 

P2.00; Post 
Mortem - 

P.10/per kilo; 
& Market fee - 

P2/per kilo 

5 hours 

Jan Brian T. Aures 
- Admin. Aide VI             
Alex E. Cesar -                

Admin Aide           
Edilberto G. 
Bunao - Data 
Collector III       

Ariel G. Tesio -              
Admin. Aide III 

TOTAL    

 

 

 



 

54 
 

6. ISSUANCE OF TAX CLEARANCE / CERTIFICATION 

Service Name: Issuance of Tax Clearance/ Certification 

Description of the 
Service: 

Tax is an enforced contribution, usually monetary in form, levied by law-
making body and property subjected to its jurisdiction for the precise 
purpose of supporting government needs. 

Office or Division: Municipal Treasurer’s Office (MTO) 

Classification: Simple 

Type of Transaction: G2C (for government services whose client is the transacting public) 

Who may avail: Businessmen and all other individuals who need the services. 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Filled-up request payment slip MTO windows 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCES
SED TIME 

PERSON 
RESPONSIBLE 

1. Presentation of 
request 

1.1 Evaluate request 
for appropriate action. 
 
1.2 Verify Records. 

none 1 hour 

Sarah B. Enrera -             
Data Controller II    
Hermosila Dela 

Peña - Data 
Controller II          

Janette Pena 
Florida -   Data 

Controller II 

2. Payment 

2.1 Acceptance of 
payment 
 
2.2 Issue Official 
Receipt 
 
2.3 Automated posting 
of revenues. 

Certificatio fee      
(P 150.00) 

2 hours 

Sarah B. Enrera -             
Data Controller II    
Hermosila Dela 

Peña - Data 
Controller II          

Janette Pena 
Florida -   Data 

Controller II 

3. Receipt of Tax 
Clearance / 
Certification 

3.1 Printing and 
approval of tax 
clearance/certification. 

none 1 hour 
Municipal Treasurer 

or Designated 
Officer 

TOTAL  4 HOURS  

 

7. INSPECTION AND CALIBRATION OF WEIGHING SCALE 

Service Name: Inspection and Calibration of Weighing Scale 

Description of the 
Service: 

All business establishment is required to have their weighing scale 
registered and calibrated to protect and ensure the customers that all 
goods and commodities they are exact in weight. 

Office or Division: Municipal Treasurer’s Office (MTO) 

Classification: Simple 

Type of Transaction: G2B(for government services whose client is a business entity) 

Who may avail: All Businessmen that engaged on business uaing weighing scale. 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Weighing Scale Business Owner 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCES
SED TIME 

PERSON 
RESPONSIBLE 
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1. Submit weighing 
scale for inspection 
and testing. 

1.1 Conduct inspection 
and testing of weighing 
scales. 
 
1.2 After testing, an 
official sticker of the 
LGU Carmen shall be 
placed at the side of 
the weighing scale. 
 
1.3 Sealing of weighing 
scale. 

none 2 hours 
Emerencia Cruda - 
Market Supervisor 

2. Payment 
2.1 Acceptance of 
Payment 
 
2.2 Issue of official 
receipt. 
 
2.3 Posting of 
payments to the 
ledger. 

Fees for 
scaling and 
licensing of 
weights abd 
measures 

(Page 31-32 
of Mun. 

Revenue 
Code of 
Carmen, 
Bohol) 

2 hours 
Jan Brian T. Aures 
-        Admin. Aide 

VI 

TOTAL  4 HOURS  

 
8. COLLECTION OF FEES AND OTHER CHARGES 

Service Name: Collection of Fees and Other Charges 

Description of the 
Service: 

The Treasurer's Office collect fees and other charges as mandated by 
law. Municipal ordinances were in acted as basis in the collection of fees 
and charges to finance the operation of the local government unit. Fees 
means charges fixed by law while charges refer to pecuniary liability, as 
rents or fees against person of property. 

Office or Division: Municipal Treasurer’s Office (MTO) 

Classification: Complex 

Type of Transaction: G2C (for government services whose client is the transacting public) 
G2G (for government services whose client is the transacting public, 
government employee or another government agency) 

Who may avail: Individuals who need the services of LGU. 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Payment slip From the service office concern 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCES
SED TIME 

PERSON 
RESPONSIBLE 

1. Presentation of 
payment slip to 
MTO revenue 

collectors 

1.1 Accept payment 
slip and evaluate 
the needed 
services based on 
approved ordinance 
or law. 
 

none 2 hours 

Sarah B. Enrera -             
Data Controller II    
Hermosila Dela 

Peña - Data 
Controller II          

Janette Pena 
Florida -   Data 

Controller II 
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1.2 Inform the client 
on the computed 
fees or charges. 

2. Payment 

2.1 Accept payment 
 
2.2 Issue Offcial 
Receipt 
 
2.3 Automated 
posting of revenues 
to ledger. 

Fees and 
Charges 

depending on 
the service 

needed. 
(Based on 

Page 26-102 
of Municipal 

Ordinance No. 
27, Series of 
2023, new 
Revenue 
Code of 
Carmen, 
Bohol) 

2 hours 

Marivic G. Lomod 
-      LRCO III                         

Erwin June L. 
Daung -RCC III                                  

Jan Brian T. Aures 
-     Admin. Aide VI                 

Ariel G. Tesio -               
Admin. Aide III                  

David T. Velasco -              
Data Controller III                        
Sarah B. Enrera -                 
Data Controller II      
Hermosila Dela 

Peña - Data 
Controller II          

Janette Pena 
Florida -   Data 

Controller II 

TOTAL  4 HOURS  

 
9. PAYMENT OF GOODS AND SERVICES 

Service Name: Payments of Goods and Services 

Description of the 
Service: 

Disbursement of funds for payment of goods, projects and services. 

Office or Division: Municipal Treasurer’s Office (MTO) 

Classification: Simple 

Type of Transaction: G2B (for government services whose client is a business entity) 

Who may avail: Supplier and contractors of goods and services 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid Identification Card Concerned payee or claimant 

Official Receipt with authorization or Special 
Power of Attorney. 

Supplier of goods and services 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Inquiry and 
verification 

1.1 Accommodate 
inquiry on the 
availability of payment. 
 
1.2 Verification of 
presented identification 
card and official 
receipt. 

none 2 hours 

Edgar T. Gutierez 
- Data Entry 

Machine Operator 
III                Fatima 
V. Saraspe - LRCO 

I 

2. Receipt and 
acknowledgment 

2.1 Let the claimant 
sign the voucher and 
the release logbook to 
acknowledge payment 
received. 
 

none 2 hours 

Edgar T. Gutierez 
- Data Entry 

Machine Operator 
III                Fatima 
V. Saraspe - LRCO 

I 
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2.2 Attached the 
verified official receipt 
to the voucher. 
 
2.3 Release the check 
together with the 
Withholding tax 
Certificate. 

TOTAL  4 hours  

 
10. PAYMENT OF REAL PROPERTY TAX (RPT) 

Service Name: Payment of Real Property Tax (RPT) 

Description of the 
Service: 

Real property, for purpose of transaction, refers only to lands, buildings 
and machineries. Building refers to all kind of structure more or less 
permanently attached to a piece of land. 

Office or Division: Municipal Treasurer’s Office (MTO) 

Classification: Simple  

Type of Transaction: G2C (for government services whose client is the transacting public) 
G2B (for government services whose client is a business entity) 
G2G (for government services whose client is the transacting public, 
government employee or another government agency) 

Who may avail: Owners & Administrators of a Real Properties and all Other Tax Payers. 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Copy of latest Tax Declaration Office of the Municipal Assessor 

Latest Official Receipt of RPT Tax Payer 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 

PROC
ESSE

D 
TIME 

PERSON 
RESPONSIBLE 

1. Presentation of 
requirements. 

1.1 Accept payment 
request slip as provided 
at the MTO windows. 
 
1.2 Assess the 
requirements submitted 
by the tax payers. 

none 2 hrs. 

Michelle P. Pamaong - 
Asst. Mun. Treasurer                     

Erwin June L. Daung                    
- RCC III                     

Marivic G. Lomod -      
LRCO III                              

Jan Brian T. Aures               
- Admin Aide. VI                                       
Ariel G. Tesio                    

- Admin. Aide III 

2. Receipt of Real 
Property Tax (RPT) 
Bill. 

2.1 Run RPT Information 
System. 
 
2.2 Generate RPT 
Ledger. 
 
2.3 Print RPT bill and 
furnish copy to the tax 
payer. 

none 4 hr 

Michelle P. Pamaong - 
Asst. Mun. Treasurer                     

Erwin June L. Daung                    
- RCC III                               

Jan Brian T. Aures               
- Admin Aide. VI                                       
Ariel G. Tesio                    

- Admin. Aide III 

3. Payment 3.1 Accept payment thru 
cash or check. 
 
3.2 Issue Official Receipt 
thru automated system. 

1% of Assessed 
Value for Basic 

 
1% of Assessed 
Value for SEF 

2 hrs. 

Michelle P. Pamaong - 
Asst. Mun. Treasurer                     

Erwin June L. Daung                    
- RCC III                      

Marivic G. Lomod -                   
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3.3 Automated posting of 
payment to individual 
ledger of tax payer. 
 
 
 

(Delinquent RPTs 
have penalties of 
2% per month of 

delinquincy but not 
to exceed 72%.) 

LRCO III                                   
Jan Brian T. Aures               

- Admin Aide. VI                                       
Ariel G. Tesio                    

- Admin. Aide III 

TOTAL  
6 

hours 
 

 
11. RELEASE OF WAGES, SALARIES AND OTHER PERSONNEL BENEFITS 

Service Name: Release of Wages, Salaries and Other Personnel Benefits 

Description of the 
Service: 

All transactions that involve check disbursement and cash disbursement 
s concerning employees’ claims and compensation. 

Office or Division: Municipal Treasurer’s Office (MTO) 

Classification: Simple 

Type of Transaction: G2G (for government services whose client is the transacting public, 
government employee or another government agency) 

Who may avail: Government Officials and Employees and other individuals. 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid Identification Card Concerned payee or claimant 

Official Receipt Supplier of goods and services 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCES
SED TIME 

PERSON 
RESPONSIBLE 

1. Inquiry and 
Verification 

1.1 Accommodate 
inquiry on the 
availability if payment. 
1.2 Verification of 
presented identification 
card or community tax 
certificate. 

none 2 hours 
Fatima V. Saraspe 

- LRCO I 

2. Receipt and 
acknowledgment 

2.1 Let the claimant 
sign the 
voucher/payroll to 
acknowledge payment 
received. 
2.2 Let the claimant 
sign the release 
logbook for reference 
and proper 
documentation. 

none 2 hours 
Fatima V. Saraspe 

- LRCO I 

TOTAL  4 hours  
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1. APPLICATION FOR MARRIAGE LICENSE 

Service Name: Application for Marriage License 

Description of the 
Service: 

Marriage License is a document issued authorizing a man and a woman 
of 18 years old and above to marry each other. It shall be issued by the 
LCRO of the place where either contracting party formally resides. The 
LCRO shall post a notice of posting for 10 consecutive days. The License 
shall be issued after the completion of the publication, unless the LCRO 
receives information of any alleged impediment to the marriage. The 
license, once issued, shall be valid in any part of the Philippines for 120 
days from the date of issue. 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

CENOMAR PSA 

Birth Certificate Local LCR o PSA Office 

Barangay Certification Barangay LGU 

Pre-Marriage Counseling Certificate MSWD 

Parent’s Consent (18-19 years old) LCR Office 

Parent’s Advice (21-24 years old) LCR Office 

Community Tax Certificate MTO/ Barangay LGU Treasurer 

Official Receipt MTO 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
requirements for 
verification / Verify 
the requirements 

1.1 Check for 
completeness of 
requirements None 15 minutes 

Manilyn M. Saren 
Data Controller III     

  Eupresina T. 
Toribio 

Data Controller II 

2. Pay the Required 
fees at MTO 

2.1 Issuance of order 
of payment 

Marriage 
Application-  
P450.00   
Marriage 
License-       
P450.00 
Slaughter 
Permit-        
P200.00 

5 minutes Applicant/ MTO 

3. Return to LCR's 
office. 

3.1 Check official 
receipt 

None 1 minute 

Manilyn M. Saren 
Data Controller III 

Eupresina T. 
Toribio 

Data Controller II 

4. Filling of 
Application Form in 3 
copies. Set schedule 
of Marriage License 
(Posting for 10 days) 

4.1 Check for properly 
filled-up form. 

None 10 minutes 

Petronila S. 
Caberte 

Municipal Civil 
Registrar 

TOTAL 1,100.00 31 Minutes  
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2. ISSUANCE OF BIRTH CERTIFICATE (FORM 1A AND CERTIFIED COPY OF FORM 102) 

Service Name: Issuance of Birth Certificate (Form 1A and Certified Copy of Form 
102) 

Description of the 
Service: 

A record of vital events documents from civil registry book of Live Birth for 
the issuance of Municipal Form No. 1A and certified copy of Form 102. 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Bonafide owner with valid ID None 

Authorization letter with photocopy of 2 valid 
IDs with signature (if the client is not the owner 
of the document) 

From the owner of document 

Order of payment LCR office 

Official Receipt Treasurer office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1.Fill up the 
information of the 
client (name and 
birthday) 

1.1 Scan the registry 
/computer 

None 5 minutes 

Elfe B. Palaca 
Registration Officer 

II 
Manilyn M. Saren 
Data Controller III 

Eupresina T. 
Toribio 

Data Controller II 

2.Pay the required 
fees at MTO 

2.1 Issuance of order of 
payment 

P150.00 5 minutes 
Client/owner of 

documents 

3.Return to LCR 
office for processing 
& releasing Birth 
Certificate & sign the 
log book 

3.1 Check official 
receipt, issue the birth 
certificate 

None 5 minutes 

Elfe B. Palaca 
Registration Officer 

II 
Manilyn M. Saren  
Data Controller III 

Eupresina T. 
Toribio 

Data Controller II 

TOTAL  15 minutes  
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3. ISSUANCE OF DEATH CERTIFICATE (FORM 2A) 

Service Name: Issuance of Death Certificate (Form 2A) 

Description of the 
Service: 

. A record of vital events documents from civil registry book of Death for 
the issuance of Municipal Form No. 2A. 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Bonafide owner with valid ID None 

Authorization letter with photocopy of 2 valid 
IDs with signature (if client is not the owner of 
the document) 

From the owner of document 

Order of payment LCR office 

Official Receipt Treasurer office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1.Fill up the 
information of the 
client (name and date 
of death) 

1.1 Scan the registry 
/computer 

None 5 minutes 

Eupresina T. 
Toribio 

Data Controller II 
Manilyn M. Saren 
Data Controller III 

2.Pay the required 
fees at MTO 

2.1 Issuance of order of 
payment 

150.00 5 minutes 
Client/owner of 

documents 

3.Return to LCR 
office for processing 
& releasing Death 
Certificate & sign the 
log book 

3.1 Check official 
receipt, issue the death 
certificate None 5 minutes 

Manilyn M. Saren 
Data Controller III 

Eupresina T. 
Toribio 

Data Controller II 

TOTAL  15 minutes  

 
4. ISSUANCE OF MARRIAGE CERTIFICATE (FORM 3A) 

Service Name: Issuance of Marriage Certificate (Form 3A) 

Description of the 
Service: 

A record of vital events documents from civil registry book of Marriage for 
the issuance of Municipal Form No. 3A. 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Bonafide owner with valid ID None 

Authorization letter with photocopy of 2 valid 
IDs with signature (if client is not the owner of 
the document) 

From the owner of document 

Order of payment LCR 

Official Receipt Treasurer's office 
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CLIENT STEPS AGENCY  ACTIONS 
FEES TO 

BE PAID 

PROCESSED 

TIME 

PERSON 

RESPONSIBLE 

1.Fill up the 
information of the 
client 

1.1 Scan the 
registry/computer 

None 5 minutes 

 Eliazar U. Molino   
Assistant Reg. 

Officer 
  Eupresina T. 

Toribio 
Data Controller I 

2.Pay the Required 
fees at MTO 

2.1 Issuance of order 
of payment 

150.00 5 minutes MTO 

3.Return to LCR's 
office for processing 
& releasing Marriage 
Certificate & sign log 
book 

3.1 Check official 
receipt 
3.2 Issue the marriage 
certificate to the client 

None 5 minutes 

 Eliazar U. Molino 
Assistant Reg. 

Officer 
   Eupresina T. 

Toribio 
Data Controller II 

TOTAL  15 minutes  

 

5. PETITION FOR CORRECTION OF CLERICAL ERROR (RA 9048) 

Service Name: PETITION FOR CORRECTION OF CLERICAL ERROR (RA 9048) 

Description of the 
Service: 

An Act Authorizing the City or Municipal Civil Registrar or the Consul 
General to correct a clerical error or typographical error in an entry and/or 
Change of First Name or Nickname in the Civil Register without need of 
a Judicial Order, Amending for this purpose Articles 376 and 412 of th 
Civil Code of the Philippines. 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Original copy of PSA Certificate of Live Birth 
containing the alleged erroneous entry or 
entries (with 2 photocopies) 

PSA 

Public or private documents upon which the 
correction shall be based: 

 

     -Baptismal Certificate Church 

     -Voter's Certification Comelec Office 

     -Earliest School Records Form 137-E 
(Elementary record) 

School 

     -Employment Record/ Affidavit of 
Unemployment 

Employer/ Company 

     -Barangay Certification indicating the 
purpose of correction of   
      clerical error of certificate of live birth 

Barangay LGU 

     -Medical/ Health Record Hospital/Clinic 

     -NBI Clearance indicating the purpose of 
correction of   
      clerical error of certificate of live birth 

NBI 



 

64 
 

     -Police Clearance indicating the purpose of 
correction of   
      clerical error of certificate of live birth 

Police Station 

     -National ID PSA 

For Married Petitioner:  

     -Certificate of Marriage PSA/ LCR 

     -Birth Certificate of Children PSA/ LCR 

Other related documents:  

     -Marriage Certificate of parents PSA/ LCR 

     -Birth Certificate of father/ mother PSA/ LCR 

     -Birth Certificate of brother/ sister PSA/ LCR 

Order of Payment LCR's office 

Official Receipt Treasurer's office  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. The client submit 
the required all 
supporting 
documents for 
evaluation 

1.1 Receive the 
required supporting 
documents check for 
completeness 

None 20 minutes 

Petronila S. 
Caberte 

Municipal Civil 
Registrar 

2. Pay the required 
fees at the 
Treasurer's office by 
showing the order of 
payment 

2.1 Issue the order of 
payment  
2.2 Start processing 
the request of CCE                             
2.3 Issue official receipt 

1,000.00 30 minutes 
Manilyn M. Saren 
Data Controller III 

3. Return to the 
LCR'S office for the 
processing and the 
schedule for mailing 
to PSA Manila 

3.1 Check the official 
receipt 10 days posting 
& 5 days decision None 20 minutes 

Petronila S. 
Caberte 

Municipal Civil 
Registrar 

TOTAL  
1 hr &  

10 minutes 
 

 

 
6. PETITION FOR LEGITIMATION ENTRY OF VITAL DOCUMENTS 

Service Name: Petition for Legitimation Entry of Vital Documents 

Description of the 
Service: 

 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PSA birth of the child of the child s over one 
(1) year old (original) PSA   

CENOMAR (both parents)   

Certificate of marriage (certified copy) LCR's office 

Affidavit of Acknowledgement/ Admission of 
Paternity (processing must be within 10 
working days after execution) PAO 
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Joint Affidavit of Legitimation to be executed 
by both parents (processing must be within 10 
days after execution) PAO 

Joint Supplemental Affidavit is required if 
either of the parent is below 18 years old at 
the time of birth  PAO 

Order of Payment LCR office   

Official Receipt Treasurer's office   

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. The client submit 
the required 
documents for 
evaluation 

1.1 Receive the 
required documents 
and check for 
completeness                               
1.2 Preparation of the 
documents 

None 10 minutes 
Petronila S. 
Caberte 
Mun. Civil Registrar 

2. Pay the required 
fees at the 
Treasurer's office by 
showing the order of 
payment. 

2.1 Issue the order of 
payment                                           
2.2 Start processing 
the request 

Legitimati
on-  
1,000.00 
Acknowle
dgement- 
600.00 
Certified 
Fees-  
300.00 
Service 
Fee-     
150.00 
Birth 
Certificat
e 150.00 
                      
2,200.00 
 

30 minutes 
 Manilyn M. Saren 
Data Controller III 

3.Return to the 
LCR'S office for the 
processing and 
release of owner's 
copy of Legitimation 

3.1 Check the official 
receipt                                             
3.2 Issue the copy of 
legitimation 

None 10 minutes 
Petronila S. 
Caberte 
Mun. Civil Registrar 

TOTAL  50 minutes  

 

7. REGISTRATION OF CERTIFICATE OF DEATH (LATE) 

Service Name: Registration of Certificate of Death (Late) 

Description of the 
Service: 

Death is a permanent disappearance of all evidence of life at any time 
after live birth has taken place. No human body shall be buried without a 
certificate of death issued either by the Local Health Officer or attending 
physician. Registration of Death shall be made in the LCRO of the place 
where it occurred within 30 days from the time of death. The Death 
reported later than 30 days after the date of death shall be considered 
delayed and shall comply with the following requirements for registration: 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 
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Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Latest Negative Certification (Death) PSA 

Death Certificate (Certificate of Burial) Church 

Picture of Niche Cemetery 

Self & Joint affidavit for late registration of 
Death 

Lawyer/ Notary Public 

Order of payment LCR office 

Official Receipt Treasurer office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
Documents (subject 
to 10 days posting) 

1.1 Verification / 
Evaluation of 
Documents                                                  
1.2 Encode Data                                                                    

None 

10 minutes   
 
 
10 minutes            

Eupresina T.Toribio 
Eliazar U. Molino                    
Manilyn M. Saren 

2. Pay the required 
fees at the MTO 

2.1 Issuance of Order 
of payment 

350.00 3 minutes Client 

3. Control Signing of 
Logbook 

3.1 Releasing of 
owner's copy 

None 3 minutes 
Eliazar U. Molino                    
Manilyn M. Saren 

TOTAL  26 minutes  

 

8. REGISTRATION OF CERTIFICATE OF DEATH (TIMELY) 

Service Name: Registration of Certificate of Death (Timely) 

Description of the 
Service: 

Death is a permanent disappearance of all evidence of life at any time 
after live birth has taken place. No human body shall be buried without a 
certificate of death issued either by the Local Health Officer or attending 
physician. Registration of Death shall be made in the LCRO of the place 
where it occurred within 30 days from the time of death. 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate of Death form #103 
Hospital    

LCR office   

Order of payment LCR Office 

Official Receipt  Treasurer’s Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1.For hospital COLB: 
Submission of COLB                                                                                         
RHU: Submission of 
information sheet  

1.1 Receive & 
Evaluation for 
correctness of data 
entry                                           
1.2 Encode Data                                                                                                                                             

None 

5 minutes 
 
 
 

10 minutes 

Elfe B. Palaca 
Reg. Officer II 

Eliazar U. Molino 
Asst. Reg. Officer      
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2.For hospital:                                             
RHU (secure the 
signature of the 
informant, attendant 
and prepared) 

2.1 Receive and 
registered the 
document None 5 minutes 

Petronila S. 
Caberte 

Municipal Civil 
Registrar 

3.Control Signing of 
Logbook 

3.1Releasing of 
owner's copy 

None 3 minutes 

Elfe B. Palaca 
Reg. Officer II 

Eliazar U. Molino   
Asst. Reg. Officer                    

TOTAL  23 minutes  

 

9. REGISTRATION OF CERTIFICATE OF MARRIAGE (LATE) 

Service Name: Registration of Certificate of Marriage (Late) 

Description of the 
Service: 

Marriage is a permanent union between a man and a woman entered into 
in accordance with law for the establishment of conjugal and family life. It 
is the foundation of the family and an inviolable social institution whose 
nature, consequences, and incidents are governed by law and not subject 
to stipulation, except that marriage settlements may fix the property 
relations during the marriage within the limits provided by this code. 
(Article 1, Family Code of the Philippines). Marriage reported later than 
30 days after the date of marriage shall be considered delayed and shall 
comply with the following requirements for registration: 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Latest Negative Certification (Marriage) PSA   

Marriage Certification Church/ Solemnizing Officer 

Not less than 2 public or private documents 
showing or indicating the Date of Marriage and 
Place of Marriage: 

 
 
 
 
 

-Marriage Certificate of Church Church 

-Picture/s of the Wedding Owner 

-Birth Certificates of Children (2) PSA/ LCR 

-Barangay Certification Barangay LGU 

Self & Joint affidavit for late registration of 
marriage 

Lawyer/ Notary Public 

Order of payment LCR office   

Official receipt Treasurer office   

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
Documents (subject 
to 10 days posting) 

1.1 Verification / 
Evaluation of 
Documents                                                  
1.2 Encode Data                                                                    

None 10 minutes 

Eupresina T. 
Toribio 

Data Controller II          
Eliazar U. Molino 
Asst. Reg. Officer                      
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2. Pay the required 
fees at the MTO 

2.1 Issuance of order 
of payment 

1,000.00 3 minutes Client 

3. Control Signing of 
Logbook 

3.1 Releasing of 
owner's copy None 3 minutes 

Eupresina T. 
Toribio                            

Data Controller II 

TOTAL  16 minutes  

 

10. REGISTRATION OF CERTIFICATE OF MARRIAGE (TIMELY) 

Service Name: Registration of Certificate of Marriage (Timely) 

Description of the 
Service: 

Marriage is a permanent union between a man and a woman entered into 
in accordance with law for the establishment of conjugal and family life. It 
is the foundation of the family and an inviolable social institution whose 
nature, consequences, and incidents are governed by law and not subject 
to stipulation, except that marriage settlements may fix the property 
relations during the marriage within the limits provided by this code. 
(Article 1, Family Code of the Philippines) 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate of Marriage Form 97 

Church 

LCR 

RTC/MCTC 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
Certificate of 
Marriage 

1.1 Receiving for 
Verification None 5 minutes 

Eupresina T. 
Toribio 

Data Controller II 

2. The client submit 
the Certificate of 
Marriage Form #97 
for registration 

2.1 Receive the 
Certificate of Marriage 
Form #97                         
To check the data 
entry 

None 5 minutes 
Manilyn M. Saren  
Data Controller III 

3. Release the 
owner's copy of 
Form #97 and sign 
the log book 

3.1 Accept and putting 
the register number 

None 5 minutes 
Petronila S. 

Caberte 
Mun. Civil Registrar 

TOTAL  15 minutes  
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11. REGISTRATION OF CERTIFICATE OF LIVE BIRTH (LATE) 

Service Name: Registration of Certificate of Marriage (Late) 

Description of the 
Service: 

Registration of Certificate of Live Birth (Delayed) is complete expulsion or 
extraction from its mother of a product of conception, irrespective of the 
duration of the pregnancy, which after such separation, breaths or shows 
any other evidence of life, such as beating of the heart, pulsation of the 
umbilical cord, or definite movement of voluntary muscles; each product 
of such birth is considered live birth. A birth records is a source of vital 
information and provides legal proof and facts of the identity of an 
individual. If the birth was reported after 30 days from the time of birth it 
is considered as delayed registration. 
Note: Personal appearance of applicant for 18 years & above is 
mandatory. 
         If minor, appearance of parents are mandatory.  

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Latest Negative Birth Certification  
(within 6 months) 

PSA 

Marriage Certificate (if married) PSA/LCR 

Any 2 documents which shows the name, date and 
place of birth and name of parents: 

Church, Elementary School, Philhealth 

    -Baptismal Certificate Church 

    -School Records Elementary School 

    -Income Tax Return BIR 

    -Medical Records Hospital/ Health Center/ Clinic  

    -Voter’s Registration Record Comelec 

    -PhilHealth Member Data Record PhilHealth 

    -Police Clearance  Police Station 

Affidavit of Two Disinterested Persons who might 
have witnessed or known the birth of the child 
(include discrepancies if there is any in the 
supporting documents) 

PAO/ Notary Public 

Barangay Certification  Barangay LGU 

National ID PSA 

Latest Unedited 2x2 ID picture with white 
background (taken within the last 3 months) 

Photo Center 

Any 2 documents showing the identity of parents:  

    -Birth Certificate of parents PSA/ LCR 

    -Marriage Certificate of parents PSA/ LCR 

    -Death Certificate of parents (if deceased) PSA/ LCR 

    -Birth Certificate of siblings PSA/ LCR 

    -Valid ID of parents (if alive) Parent 

Self-affidavit with Corroboration  
(for Out-of-Town Process) 

PAO/ Notary Public 

Order of payment LCR office 

Official receipt Treasurer’s office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCES
SED TIME 

PERSON 
RESPONSIBLE 
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1.Submission of 
Documents (subject 
to 10 days posting) 

1.1 Verification / Evaluation 
of Documents   
                                                
1.2 Encode Data                                                                    

None 

10 
minutes 

 
 

10 
minutes 

Eupresina T. 
Toribio         Eliazar 

U. Molino                    
Manilyn M. Saren 

2.Pay the required 
fees at the MTO 

2.1 Issuance of order of 
payments                                                                                                                                                                                            

Late 
Registrati
on- 
350.00 
Birth 
Certificate
-   150.00 
Processin
g Fee-   
150.00 
Certified 
Fee-       
150.00 
Certificati
on fee-   
150.00 

5 minutes Client 

3.Control Signing of 
Logbook 

3.1 Releasing of owner's 
copy None 3 minutes 

Eupresina T. 
Toribio                            

Manilyn M. Saren 

TOTAL  
28 

minutes 
 

 

12. REGISTRATION OF CERTIFICATE OF LIVE BIRTH (TIMELY) 

Service Name: Registration of Certificate of Live Birth (Timely) 

Description of the 
Service: 

Registration of Certificate of Live Birth (Timely) is complete expulsion or 
extraction from its mother of a product of conception, irrespective of the 
duration of the pregnancy, which after such separation, breaths or shows 
any other evidence of life, such as beating of the heart, pulsation of the 
umbilical cord, or definite movement of voluntary muscles; each product 
of such birth is considered live birth. A birth records is a source of vital 
information and provides legal proof and facts of the identity of an 
individual. The birth of a child shall be registered within 30 days from the 
time of birth in the LCRO of the place where it occurs. 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate of Live Birth (COLB) Form 102 Hospital  

IMAP Lying-in Clinic  

LCR 

Order of payment (for non residents of 
Carmen) 

LCR Office 

Official Receipt  Municipal Treasurer’s Office 
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CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Hospital COLB: 
Submission of COLB                                                             
IMAP Lying-in Clinic 
COLB:  
Submission of COLB                            
RHU: Submission of 
information sheet of 
child 

1.1 Receive & 
Evaluation for 
correctness of data 
entry                                           
1.2 Encode Data                                                                                                                       
1.3 Encode Data                           

None 

5 minutes 
 
  
 

5 minutes            
10 minutes 

Eupresina T. 
Toribio 

Data Controller II  
 

Elfe B. Palaca 
Reg. Officer II 

2. For hospital, IMAP 
Lying-In Clinic and 
RHU (secure the 
signature of the 
informant, attendant 
and the one who 
prepared the COLB) 

2.1 Receive and 
registered the 
document 

None 5 minutes 

Eliazar U. Molino 
Asst. Reg. Officer 

Elfe B. Palaca 
Reg. Officer II 
Petronila S. 

Caberte 
Municipal Civil 

Registrar 

3. Control Signing of 
Logbook 

3.1 Releasing of 
owner's copy None 3 minutes 

 Eupresina T. 
Toribio 

Data Controller II           

TOTAL  23 minutes  

 

13. REGISTRATION OF OUT-OF-TOWN DELAYED REGISTRATION OF BIRTH PURSUANT 

TO RULE 20 OF ADMINISTRATIVE ORDER NO.1, SERIES OF 1993 

Service Name: Registration of Out-Of-Town Delayed Registration of Birth Pursuant to 
Rule 20 of Administrative Order No.1, Series of 1993 

Description of the 
Service: 

This refers to birth occurring in municipality where the registrant is 
presently living in another municipality specially those which are very 
faraway places wherein going home just to register the birth is very 
expensive, may avail of this administrative order. 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Latest Negative Birth Certification  
(within 6 months) 

PSA   

Marriage Certificate (if married) PSA/LCR  

Any 2 documents which shows the name, date 
and place of birth and name of parents: 

Church, Elementary School, Philhealth 

    -Baptismal Certificate Church 

    -School Records Elementary School 

    -Income Tax Return BIR 

    -Medical Records Hospital/ Health Center/ Clinic  

    -Voter’s Registration Record Comelec 

    -PhilHealth Member Data Record PhilHealth 

    -Police Clearance  Police Station 
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Affidavit of Two Disinterested Persons who 
might have witnessed or known the birth of the 
child (include discrepancies if there is any in the 
supporting documents) 

PAO/ Notary Public 

Barangay Certification  Barangay LGU 

National ID PSA 

Latest Unedited 2x2 ID picture with white 
background (taken within the last 3 months) 

Photo Center 

Any 2 documents showing the identity of 
parents: 

 

    -Birth Certificate of parents PSA/ LCR 

    -Marriage Certificate of parents PSA/ LCR 

    -Death Certificate of parents (if deceased) PSA/ LCR 

    -Birth Certificate of siblings PSA/ LCR 

    -Valid ID of parents (if alive) Parent 

Self-affidavit with Corroboration  
(for Out-of-Town Process) 

PAO/ Notary Public 

Order of payment     

Official receipt     

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. The client shall go 
to the 
City/Municipality civil 
registrar of the 
municipality where 
he/she is presently 
residing and apply 
for out-of-town 
delayed registration 
of birth pursuant to 
administrative order 
no.1 series of 1993.                                                                        
Note: Subject to ten 
(10) days posting 
before a local 
certificate of live birth 
can be released and 
if PSA birth is 
needed, it must be 
verified first from 
PSA by our office 
staff one month after 
the advance 
endorsement. 

1.1 Receive the 
supporting papers and 
check for 
completeness.                                
1.2 The city / municipal 
civil registrar will 
prepare all the 
documentation for 
delayed registration of 
birth. 

None 20 minutes 

Petronila S. 
Caberte 

Mun. Civil Registrar  
    

Elfe B. Palaca 
Reg. Officer II 

 
Eliazar U. Molino 
Asst. Reg. Officer 

 

2. Pay the required 
fees at the 
Treasurer's office by 
showing the order of 
payment. 

2.1 Issue the order of 
payment                                            
2.2 Forward the same 
to the city / municipal 
civil registrar where the 
birth occurred and the 
receiving city/civil 
registrar shall register 

200.00 20 minutes 

Manilyn M. Saren  
Data Controller III 

 
 Eupresina T. 

Toribio 
Data Controller II 
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the birth and send the 
owners copy after 
posting. 

3. Return to LCR's 
office for the 
processing and 
release for mailing 
the document 

3.1 Check the official 
receipt     
3.2 Check the 
completeness 
supporting documents 

None 10 minutes 

Petronila S. 
Caberte 

Municipal Civil 
Registrar 

TOTAL  50 minutes  

 

14. REGISTRATION FOR BIRTH CERTIFICATE THROUGH THE BATCH REQUEST 

SYSTEM (BREQS) 

Service Name: Request for Birth Certificate through the Batch Request System 
(BREQS) 

Description of the 
Service: 

 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Form Philippine Statistics Authority (PSA Cebu) 

Order of Payment LCR's office 

Official Receipt Treasurer's office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Filling up of 
request form and 
submit to in-charge 
staff                                                                    
Note: Receiving of 
weekly request is 
closed until 3:00 pm 
every Tuesday 

1.1 Review of the 
filled-up request form                                        
1.2 Encoding of 
request/preparation of 
documentation 

None 

Depends on 
how fast                        

the client writes                       
3 minutes 

Client         
Eupresina T. 

Toribio 
Data Controller II 

 
Manilyn M. Saren 
Data Controller III 

2. Pay the required 
fees at the Municipal 
Treasurer's Office by 
showing the order of 
payment. Make sure 
to secure official 
receipt that will be 
issued upon 
payment. 

2.1 Issue the order of 
payment                              
2.2 Start processing 
the request accept the 
payment based on the 
order of payment.                 
2.3 Issue the BREQS 
Acknowledgement 
Receipt 

Service 
fee 

200.00                                                                                                                                                                                                                                                                                                                                                                                                                               
PSA-

155.00 

5 minutes 

        
Elfe B. Palaca 
Reg. Officer II 

 
Eupresina T. 

Toribio 
Data Controller II 

 
Manilyn M. Saren 
Data Controller III  

3.Return to the 
LCR'S office for the 
processing and 
release of 
acknowledgement 

3.1 Check the official 
receipt and 
acknowledgment 
receipt                 

None 3 minutes 

         
  

Eupresina T. 
Toribio 

Data Controller II 
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receipt after 2 weeks 
the client claims 
his/her request 

3.2 Release the 
Security paper to the 
client 

 
  

TOTAL  11 minutes  

 

15. REQUEST FOR MARRIAGE CERTIFICATE THROUGH THE BREQS 

Service Name: Request for Marriage Certificate throughtThe BREQS 

Description of the 
Service: 

 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Form Philippine Statistics Authority (PSA Cebu) 

Order of Payment LCR's office 

Official Receipt  Treasurer's office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Filling up of 
request form and 
submit to in charge 
staff                                                                    
Note: Receiving of 
weekly request is 
closed until 3:00 pm 
every Tuesday 

1.1 Review of the 
filled-up request form                                        
1.2 Encoding of 
request/preparation of 
documentation 

None 

Depends on 
how fast                        

the client writes                       
3 minutes 

Client         
Eupresina T. 

Toribio 
Data Controller II 

 
Manilyn M. Saren 
Data Controller III 

2. Pay the required 
fees at the Municipal 
Treasurer's Office by 
showing the order of 
payment. Make sure 
to secure official 
receipt that will be 
issued upon 
payment. 

2.1 Issue the order of 
payment                       
2.2 Start processing 
the request accept the 
payment based on the 
order of payment.                 
2.3 Issue the BREQS 
Acknowledgement 
Receipt 

Service 
fee 

200.00                                                                                                                                                                                                                                                                                                                                                                                                                               
PSA 

155.00 

5 minutes 

        
Elfe B. Palaca 
Reg. Officer II 

 
Eupresina T. 

Toribio 
Data Controller II 

 
Manilyn M. Saren 
Data Controller III  

3. Return to the 
LCR'S office for the 
processing and 
release of 
acknowledgement 
receipt after 2 weeks 
the client claims 
his/her request 

3.1 Check the official 
receipt and 
acknowledgment 
receipt                 3.2 
Release the Security 
paper to the client 

None 3 minutes 

Eupresina T. 
Toribio  

Data Controller II 
                                    
 

TOTAL  11 minutes  
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16. REQUEST FOR DEATH CERTIFICATE THROUGH THE BREQS 

Service Name: Request for Death Certificate through the BREQS 

Description of the 
Service: 

 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Form Philippine Statistics Authority (PSA Cebu) 

Order of Payment   

Official Receipt   

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Filling up of 
request form and 
submit to encharge 
staff                                                                    
Note: Receiving of 
weekly request is 
closed until 3:00 pm 
every Tuesday 

1.1 Review of the 
filled-up request form                                        
1.2Encoding of 
request/preparation of 
documentation 

None 

Depends on 
how fast                        

the client writes                       
3 minutes 

Client    
   Eupresina T. 

Toribio 
Data Controller II 

                                    
Manilyn M. Saren 
Data Controller III 

2. Pay the required 
fees at the Municipal 
Treasurer's Office by 
showing the order of 
payment. Make sure 
to secure official 
receipt that will be 
issued upon 
payment. 

2.1 Issue the order of 
payment                               
2.2 Start processing 
the request accept the 
payment based on the 
order of payment.                
2.3 Issue the BREQS 
Acknowledgement 
Receipt 

Service 
fee 

200.00                                                                                                                                                                                                                                                                                                                                                                                                                               
PSA 

155.00 

5 minutes 

Eupresina T. 
Toribio 

Data Controller II 
                                    

Manilyn M. Saren 
Data Controller III  

3. Return to the 
LCR'S office for the 
processing and 
release of 
acknowledgement 
receipt after 2 weeks 
the client claims 
his/her request 

3.1 Check the official 
receipt and 
acknowledgment 
receipt                 
3.2 Release the 
Security paper to the 
client 

None 3 minutes 

 Eupresina T. 
Toribio 

Data Controller II 
                                    

Manilyn M. Saren 
Data Controller III 

TOTAL  11 minutes  

 

17. REQUEST FOR CERTIFICATE OF NO MARRIAGE (CENOMAR) THROUGH THE 

BREQS 

Service Name: Request for Certificate of No Marriage (CENOMAR) through the 
BREQS 

Description of the 
Service: 

 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 
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Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Form Philippine Statistics Authority (PSA Cebu) 

Order of Payment LCR   

Official Receipt 
Treasurer’s Office  
  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Filling up of 
request form and 
submit to in charge 
staff                                                                    
Note: Receiving of 
weekly request is 
closed until 3:00 pm 
every Tuesday 

1.1 Review of the filled-
up request form                                        
1.2 Encoding of 
request/preparation of 
documentation 

None 

Depends on 
how fast                        

the client writes                       
3 minutes 

Client    
 Eupresina T. 

Toribio 
Data Controller II   

                                   
Manilyn M. Saren 
Data Controller III 

2. Pay the required 
fees at the Municipal 
Treasurer's Office by 
showing the order of 
payment. Make sure 
to secure official 
receipt that will be 
issued upon 
payment. 

2.1 Issue the order of 
payment                               
2.2 Start processing 
the request accept the 
payment based on the 
order of payment.                
2.3 Issue the BREQS 
Acknowledgement 
Receipt 

Service 
fee 

200.00                                                                                                                                                                                                                                                                                                                                                                                                                               
PSA 

210.00 

5 minutes 

Eupresina T. 
Toribio   

Data Controller II 
                                  

Manilyn M. Saren 
Data Controller III 

3. Return to the 
LCR'S office for the 
processing and 
release of 
acknowledgement 
receipt after 2 weeks 
the client claims 
his/her request 

3.1 Check the official 
receipt and 
acknowledgment 
receipt                 
3.2 Release the 
Security paper to the 
client 

None 3 minutes 

Eupresina T. 
Toribio 

Data Controller II 
                                     
 

TOTAL  11 minutes  

 

18. PETITION FOR CORRECTION OF CLERICAL ERROR RA10172 (SEX/GENDER) 

Service Name: Petition for Correction of Clerical Error RA10172 (Sex/Gender) 

Description of the 
Service: 

An Act Authorizing the City or Municipal Civil Registrar or the Consul 
General to correct a clerical error or typographical error in the day and on 
month in the date of birth or sex of a person appearing in the civil register 
without need of a judicial order, emending for this purpose RA 9048. 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: G 
eneral Public 
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19. PETITION FOR CORRECTION OF CLERICAL ERROR RA10172 (DATE OF BIRTH) 

Service Name: Petition for Correction of Clerical Error RA10172 (Date of Birth) 

Description of the 
Service: 

An Act Authorizing the City or Municipal Civil Registrar or the Consul 
General to correct a clerical error or typographical error in the day and on 
month in the date of birth or sex of a person appearing in the civil register 
without need of a judicial order, emending for this purpose RA 9048. 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate of Live Birth Original Philippine Statistics Authority (Any outlet) 

LCRO birth LCR 

Publication & newspaper clippings DYRD 

NBI Clearance NBI Office 

Police Clearance Police office 

Barangay Clearance Barangay office 

Certificate of Employment Employer/ Company 

Affidavit of Unemployment if not employed Barangay Office 

Baptismal Certificate Church 

Medical Record Hospital/Clinic 

Earliest school records form 137-E Elementary School office 

For married petitioner: Certificate of marriage 
and birth certificate of children 

LCR 

Other relevant documents: Marriage certificate 
of parents, birth certificate of father/mother and 
birth certificate of brother/sister 3 copies each 
document 1 original & 2 xerox 

LCR 

Order of Payment LCR's office 

Official Receipt Treasurer's office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1.The client submit 
the required all 
supporting documents 
for evaluation 

1.1 Receive the 
required supporting 
documents check for 
completeness 

None 20 minutes 

Petronila S. 
Caberte 

Mun. Civil 
Registrar 

2.Pay the required 
fees at the 
Treasurer's office by 
showing the order of 
payment 

2.1 Issue the order of 
payment Start 
processing the request 
of CCE                             
2.2 Issue official 
receipt 

3,000.00 30 minutes 
Manilyn M. Saren 
Data Controller III 

 

3.Return to the LCR'S 
office for the 
processing and the 
schedule for mailing 
to PSA Manila 

3.1Check the official 
receipt 10 days posting 
& 5 days decision None 20 minutes 

Petronila S. 
Caberte 

Mun. Civil 
Registrar 

TOTAL  
1 hr & 10 
minutes 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate of Live Birth Original Philippine Statistics Authority (Any outlet) 

LCRO birth LCR 

Publication & newspaper clippings DYRD 

NBI Clearance NBI Office 

Police Clearance Police office 

Barangay Clearance Barangay office 

Certificate of Employment Employer/ Company 

Affidavit of Un-employment if not employed  Barangay Office 

Baptismal Certificate Church 

Medical Record Hospital/ Clinic 

Earliest school records form 137-E Elementary School office 

For married petitioner: Certificate of marriage 
and birth certificate of children 

LCR 

Other relevant documents: Marriage certificate 
of parents, birth certificate of father/mother 
and birth certificate of brother/sister 3 copies 
each document 1 original & 2 xerox 

LCR 

Order of Payment LCR's office 

Official Receipt Municipal Treasurer's office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1.The client submit 
the required all 
supporting 
documents for 
evaluation 

1.1Receive the 
required supporting 
documents check for 
completeness 

None 20 minutes 
Petronila S. 

Caberte 
Mun. Civil Registrar 

2.Pay the required 
fees at the 
Treasurer's office by 
showing the order of 
payment 

2.1Issue the order of 
payment Start 
processing the request 
of CCE                            
2.2 Issue official 
receipt 

          
3,000.00  

30 minutes 
 Manilyn M. Saren 
Data Controller III 

3.Return to the 
LCR'S office for the 
processing and the 
schedule for mailing 
to PSA Manila 

3.1Check the official 
receipt 10 days posting 
& 5 days decision None 20 minutes 

Petronila S. 
Caberte 

Mun. Civil Registrar 

TOTAL  1 hr & 10 mins.  

 

20. PETITION FOR CHANGE OF FIRST NAME 

Service Name: Petition for Change of First Name 

Description of the 
Service: 

An Act Authorizing the City or Municipal Civil Registrar or the Consul 
General to correct a clerical error or typographical error in an entry and/or 
Change of First Name or Nickname in the Civil Register without need of 
a Judicial Order, Amending for this purpose Articles 376 and 412 of the 
Civil Code of the Philippines. 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 
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Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate of Live Birth Original Philippine Statistics Authority (Any outlet) 

LCRO birth  LCR 

Publication & newspaper clippings DYRD 

NBI Clearance  NBI Office 

Police Clearance Police office 

Barangay Clearance Barangay office 

Certificate of Employment Employer/ Company 

Affidavit of Unemployment if not employed Barangay Office 

Baptismal Certificate Church 

Medical Record Hospital/ Clinic 

Earliest school records form 137-E Elementary School office 

For married petitioner: Certificate of marriage 
and birth certificate of children 

LCR 

Other relevant documents: Marriage certificate 
of parents, birth certificate of father/mother and 
birth certificate of brother/sister 3 copies each 
document 1 original & 2 xerox 

LCR 

Order of Payment LCR's office 

Official Receipt Treasurer's office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1.The client submit 
the required all 
supporting 
documents for 
evaluation 

1.1 Receive the 
required supporting 
documents check for 
completeness 

None 20 minutes 
Petronila S. 

Caberte 
Mun. Civil Registrar 

2.Pay the required 
fees at the 
Treasurer's office by 
showing the order of 
payment 

2.1 Issue the order of 
payment Start 
processing the request 
of CCE                             
2.2 Issue official receipt 

               
   
3,000.00  

30 minutes 
 Manilyn M. Saren 
Data Controller III 

3.Return to the 
LCR'S office for the 
processing and the 
schedule for mailing 
to PSA Manila 

3.1 Check the official 
receipt 10 days posting 
& 5 days decision None 20 minutes 

Petronila S. 
Caberte 

Mun. Civil Registrar 

TOTAL  1 hr & 10 mins  

 

21. REGISTRATION OF COURT ORDER AND OTHER REGISTRABLE INSTRUMENTS 

Service Name: Registration of Court Order and Other Registrable Instruments 

Description of the 
Service: 

Registration of Court Order/Decree is an official proclamation by a judge 
that defines the legal relationships between the parties to a hearing, a 
trial, an appeal or other court proceedings which is in relation with civil 
registration that is need to register to the Local Civil Registry Office of 
where the court is located. 

Office or Division: Local Civil Registry (LCR) 
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Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Court Order/Decision 
RTC 7th Judicial Region Branch 51 & other 
branches 

Finality Certification 
RTC 7th Judicial Region Branch 51 & other 
branches 

Order of Payment LCR's office 

Official Receipt Treasurer's office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. The client submit 
the court 
order/decision and 
certification of finality 
for registration make 
sure to secure the 
order of payment 
that will be issued 

1.1 Evaluation of 
supporting documents                                   
1.2 Preparation of the 
documentation 

None 15 minutes 
Petronila S. 

Caberte 
Mun. Civil Registrar 

2. Pay the required 
fees at the 
Treasurer's office by 
showing the order of 
payment. Make sure 
to secure official 
receipt that will be 
issued upon 
payment 

2.1 Issue the order of 
payment if all required 
documents were given                              
2.2 Start processing 
the request documents 

             
300.00  

30 minutes 
 Manilyn M. Saren 
Data Controller III 

3. Return to the 
LCR'S office for the 
processing and 
release of 
registration of court 
order 

3.1 Check the official 
receipt Release the 
registration of court 
order 

None 10 minutes 
Petronila S. 

Caberte 
Mun. Civil Registrar 

TOTAL  55 minutes  

 

22. PROCESSING OF BLURRED ENTRY OF VITAL DOCUMENTS 

Service Name: Processing of Blurred Entry of Vital Documents 

Description of the 
Service: 

 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate of Live Birth (original) PSA  
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Birth Certificate(local) LCR's office 

Order of Payment LCR's office 

Official Receipt Treasurer's office   

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. The client submit 
the required 
documents for 
evaluation 

1.1 Receive the 
required documents 
and check for 
completeness 

None 15 minutes 
Petronila S. 

Caberte 
Mun. Civil Registrar 

2. Pay the required 
fees at the 
Treasurer's office by 
showing the order of 
payment. 

2.1 Receive the 
required documents 
and check for 
completeness 

 None  30 minutes 
 Manilyn M. Saren 
Data Controller III 

3.Return to the 
LCR'S office for the 
processing and 
release of owner's 
copy of Blurred Entry 

3.1 Issue the copy of 
Blurred Entry 

None 10 minutes 
Petronila S. 

Caberte 
Mun. Civil Registrar 

TOTAL  55 minutes  

 

 

23. REGISTRATION OF OF R.A # 9255. AN ACT ALLOWING ILLEGITIMATE CHILDREN 

TO USE THE SURNAME OF THE FATHER 

Service Name: Registration of R.A # 9255. An act allowing Illegitimate Children to 
Use the Surname of the Father 

Description of the 
Service: 

 

Office or Division: Local Civil Registry (LCR) 

Classification: Simple 

Type of Transaction: G2G/ G2C (for government service whose client is the transacting public 
government employee or another government agency) 

Who may avail: General Public 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate of Live Birth  Hospital, LCR, MHO and IMAP 

Valid ID of father and mother of the child Client 

Affidavit of authority to use the surname of the 
father-execute by mother 

Lawyer 

Order of payment  LCR’s Office 

Official Receipt  Treasurer’s Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. The client submit 
Certificate of Live 
Birth to LCR Staff for 
assessment. Make 
sure the data encode 
is complete and 
correct spelling 

1.1 Receive the 
Certificate of Live Birth 
for evaluation 1.2 
Encode the Data for 
completeness                              
1.3 Make the AUSF 
and Certification 

None 20 minutes 

Eliazar U. Molino 
Asst. Reg. Officer 

 
Eupresia T. Toribio 
Data Controller II 
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2. Pay the required 
fees at the 
Treasurer's office by 
showing the order of 
payment. 

2.1 Issue the order of 
payment                                        
2.2 Start processing 
the AUSF and 
complete Data Entry                                                
2.3 Issue the official 
receipt 

AUSF- 
600.00 

Birth 
Cert150.
00  
(for non-
resident 
of LGU 
Carmen) 

20 minutes 

Eliazar U. Molino  
Asst. Regis. Officer 

                                   
Manilyn M. Saren 
Data Controller III 

3.Return to the 
LCR'S office for the 
processing and 
release of owner's 
copy of AUSF and 
sign the log book 

3.1 Check the official 
receipt                                            
3.2 Putting the registry 
number and issue the 
certificate of live birth 
to the client 

None 10 minutes 

Petronila S. 
Caberte 

Mun. Civil 
Regisrtrar 

TOTAL  50 minutes  
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MUNICIPAL 
ASSESOR’S OFFICE 

(MASSO) 
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EXTERNAL SERVICES 

1. ISSUANCE OF CERTIFIED TRUE COPY OF TAX DECLARATION 

Service Name: Issuance of Certified True Copy of Tax Declaration 

Description of the 
Service: 

The Tax Declaration (TD) serves as the Municipal/Provincial 
permanent record for every real property unit (land, building or 
machineries).  

Office or Division: Municipal Assessor’s Office (MAssO) 

Classification: Simple  

Type of Transaction: G2C – Government to Citizen  
G2G – Government to Government  

Who may avail: All   

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Service Slip (1) Copy  Office of the Municipal Assessor   

Official Receipt (1) Copy Original  Office of the Municipal Treasurer   

Tax Clearance/Tax Receipt (1) Copy Original  Office of the Municipal Treasurer    

If not the owner; (authorization letter / SPA) Client 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 
PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Get priority 
number and inform 
the receiving clerk 
regarding the 
request.  

1. The receiving clerk 
provides service slip to 
the client.  None 5 minutes 

Arlene Mangayaay 
Data Controller III 

2. The client fills up 
the service slip and 
submit the filled-up 
service slip to the 
receiving clerk.  

The receiving clerk 
forwards the service 
slip to the Records 
Management Section. 
The Records 
Management Section 
verifies the records 
and forward the same 
to the Assessment 
Clerk for preparation of 
the certified copy of the 
Tax Declaration and 
issue billing 
statement/payment 
slip. 

None 5 minutes 

Maria Kimmie Visto 
Data Controller II 
Jusifel Y. Tesio 
Data Controller III 
 

Proceed to Municipal 
Treasurers Office for 
payment of 
requested Certified 
Copy of Tax 
Declaration 

Issue Official Receipt 

P 
200.00/copy 

10 minutes 
Mun. Treasurer 
staff 

4.  Present the 
Official      Receipt to 
the receiving clerk. 
  

1. The Assessment 
Clerk prepares the 
certified true copy of 
Tax Declaration for 
checking and printing.  

None 10 minutes 
Dario Saren 
Assessment Clerk 
III 
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 2. The Municipal 
Assessor affix his 
signature.  

None 5 minutes 
Pompeo R. Doria 
Municipal Assessor 

5. The client 
receives the copy of 
the Tax Declaration 
and affix its 
signature in the 
logbook. 

1. Receiving clerk 
releases the copy of 
the Tax Declaration to 
the client and records it 
at the log book and let 
the client sign in the 
said log book.  

None 5 minutes 

Jusifel Y. Tesio 
Data Controller III 
Dyna B. Infiesto 
Data Controller I 

TOTAL  40 minutes  

 

2. ISSUANCE OF CERTIFICATION OF LANDHOLDINGS AND IMPROVEMENTS 

Service Name: Issuance of Certification of Landholdings and Improvements 

Description of the 
Service: 

The certifications for various real property holdings and 
improvements/non-improvements thereon may serve as an official or 
legally approved documents. 

Office or Division: Municipal Assessor’s Office (MAssO) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen  
G2G – Government to Government  

Who may avail: All   

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Service Slip (1) Copy  Office of the Municipal Assessor   

Official Receipt (1) Copy Original  Office of the Municipal Treasurer   

If not the owner; (authorization letter / SPA) Client  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCES
SED TIME 

PERSON 
RESPONSIBLE 

1. Get priority 
number and inform 
the receiving clerk 
regarding the 
request. 

1.1. The receiving clerk 
provides service slip to 
the client. None 5 minutes 

Arlene Mangayaay 
Data Controller III 

2. The client fills up 
the service slip and 
submit the filled-up 
service slip to the 
receiving clerk. 

2.1. The receiving clerk     
forwards the service 
slip to the Records 
Management Section. 
The Records 
Management Section 
verifies the records 
and forward the same 
to the Assessment 
Clerk for preparation of 
the certificates. 

None 5 minutes 
Maria Kimmie Visto 
Data Controller II 

3. Proceed to 
Municipal Treasurers 
Office for payment of 
requested 
Certifications 

3.1. Issue Official 
Receipt 

P 150.00/copy 
10 
minutes 

Mun. Treasurer 
staff 
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4.  Present the 
Official      Receipt to 
the receiving clerk. 

4.1. The Assessment 
Clerk prepares 
certification for 
checking and affixed 
initial of the RMS 
Chief. 

None 
15 
minutes 

Dario Saren 
Assessment Clerk 
III 

 4.2. The Municipal 
Assessor affix his 
signature. 

None 5 minutes 
Pompeo R. Doria 
Municipal Assessor 

5.    The client 
receives the copy of 
the Certification and 
affix its signature in 
the logbook. 

5.1. Receiving clerk 
releases the copy of 
the Certification to the 
client and records it at 
the log book and let 
the client sign in the 
said log book. 

None 5 minutes 
Jusifel Y. Tesio 
Data Controller III 

TOTAL  55minutes  

 

3. ISSUANCE OF OTHER ASSESSOR’S CERTIFICATIONS 

Service Name: Issuance of other Assessor’s Certifications  

Description of the 
Service: 

This service enables property owners to secure other significant 
certification needed other than the usual certifications listed. 

Office or Division: Municipal Assessor’s Office (MAssO) 

Classification: Simple  

Type of Transaction: G2C – Government to Citizen  
G2G – Government to Government  

Who may avail: All   

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Service Slip (1) Copy  Office of the Municipal Assessor   

Official Receipt (1) Copy Original  Office of the Municipal Treasurer   

Tax Clearance (1) Copy Original  Office of the Municipal Treasurer    

If not the owner; (authorization letter / SPA) Client  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Get priority 
number and inform 
the receiving clerk 
regarding the 
request. 

1.1. The receiving clerk 
provides service slip to 
the client.  None 5 minutes 

Arlene Mangayaay 
Data Controller III 

2. The client fills up 
the service slip and 
submit the filled-up 
service slip to the 
receiving clerk. 

2.1. The receiving clerk 
forwards the service 
slip to the Records 
Management Section. 
The Records 
Management Section 
verifies the records 
and forward the same 
to the Assessment 
Clerk for preparation of 
Certification.  

None 5 minutes 
Maria Kimmie Visto 
Data Controller II 
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 Proceed to 
Municipal Treasurers 
Office for payment of 
requested 
Certifications 

 
 
Issue Official Receipt 

P 
150.00/c

opy 
10 minutes 

Mun. Treasurer 
staff 

4.  Present the 
Official      Receipt to 
the receiving clerk.. 

The Assessment Clerk 
prepares certification 
for checking and 
affixed initial of the 
RMS Chief. 

None 5 minutes 
Dario Saren 

Assessment Clerk 
III 

 The Municipal 
Assessor affix his 
signature. 

None 15 minutes 
Pompeo R. Doria 

Municipal Assessor 

 
5. The client 
receives the copy of 
the Certification and 
affix its signature in 
the logbook. 

Receiving clerk 
releases the copy of 
the Certification to the 
client and records it at 
the log book and let 
the client sign in the 
said log book. 

None 5 minutes 
Jusifel Y. Tesio 

Data Controller III 

TOTAL  55 minutes  

 

4. REVISION OF TAX DECLARATION FOR THE TRANSFER OF REAL PROPERTY 

OWNERSHIP FOR TITLED LAND(OCT/TCT/CLOA), BUILDING AND MACHINERY 

Service Name: Revision of Tax Declaration for the Transfer of Real Property 
Ownership for Titled Land(OCT/TCT/CLOA), Building and Machinery 

Description of the 
Service: 

Revised Tax Declarations (TD) had to be prepared and/or issued for land, 
buildings and machinery involving transfer of ownership. The Municipal 
Assessor’s Office conducts field inspection to appraise the revised value 
of the real property. The revised Tax Declaration for Land; Buildings and 
Machinery serves as the new Municipal government’s permanent record 
on the real property unit and will be the basis for real property taxation. 

Office or Division: Municipal Assessor’s Office (MAssO) 

Classification: Complex   

Type of Transaction: G2C – Government to Citizen  
G2G – Government to Government  

Who may avail: All   

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Service Slip (1) Copy  Office of the Municipal Assessor   

2. Certified True Copy of Original Certificate of 
Title (OCT) or Transfer of Certificate of Title 
(1) Copy Certified; (1) Photocopy  

Office of the Register of Deeds (ROD) (W1;2)  

3. Copy of the Notarized Deed of Conveyance 
(1) Copy Certified; (1) Photocopy  

DENR; ROD; OWNER 

4. Electronic Certificate Authorizing 
Registration (eCAR) (1) Copy Original; (1) 
Photocopy  

Bureau of Internal Revenue (BIR) Lane 2  

5. Copy of Transfer Tax Receipt and 
Verification Fee on real property ownership (1) 
Copy Original; (1) Photocopy  

Provincial Treasurer Office; W1; W2; W3; W4;  
W5; W6  
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6. Tax Clearance or Official Receipt (1) 
Photocopy  

Municipal Treasurer’s Office 

7. Special Power of Attorney (SPA), if the 
declaration is made by duly authorized 
representative (1) Copy Original  

Notary Public  

8. Blueprint of the Building Plan (1) Blueprint 
Copy; IF BUILDING 

Owner’s Declaration  

9. Certificate of Occupancy (1) Copy Original; 
IF BUILDING 

Office of the Building Official  

10. Sworn Statement of Machine Cost (1) 
Copy Original; (1) Duplicate Copy; IF 
MACHINERY 

Owner’s Declaration  

11. Certificate of Operation (1) Photocopy  Dept. of Trade and Industry (DTI)  

12. Other requirements as may be duly 
authorized under the Ordinance or the 
Citizen’s Charter of the LGU (1) Photocopy  

AS NEEDED  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCESSE

D TIME 
PERSON 

RESPONSIBLE 

1. Get priority 
number and inform 
the receiving clerk 
regarding the 
request.  

1.1. The receiving clerk 
provides service slip to 
the client.  None 5 minutes 

Arlene 
Mangayaay 
Data Controller 

III 

2. The client fills up 
the service slip and 
pays the processing 
fee. Submit the filled-
up service slip and 
Official Receipt to 
the receiving clerk.  
  
    

2.1. The receiving clerk  
issues a payment slip 
for processing fee & 
inspection fee to the 
client   None 5 minutes 

Dario Saren 
Assessment 

Clerk III  

 2.2 Issue Official 
Receipt 

P 200.00 ins. 
fee 
P 100.00 
processing 
fee 

10 minutes 
Mun. Treasurer 

staff 

 2.3. The TMAS verifies 
and evaluates the 
requirements 
submitted.  

None 5 minutes 
Dario Saren 

Assessment 
Clerk III 

 2.4. The TMAS chief 
along    with the client, 
conduct an ocular 
inspection to appraise 
the current value & 
actual use of the 
property 

None 3 hours 

Ferdenand 
Fabon 
Data Controller II 
Emerson 
Ramirez 
Data Controller I 
Rufino Buaya Jr. 

Admin. Aide I 

 2.5. The Assessment 
Clerk encode the data 
to  
RPTIS/eTRACS for 
printing of FAAS, Tax 

None 30 minutes 

Dario Saren 
Assessment 
Clerk III 
Rufino Buaya Jr. 

Admin. Aide I 
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Declaration and 
Property Record Form 
(PRF) 

 2.6. Municipal 
Assessor examine, 
evaluate, verify and 
affixed signature to the 
transaction and gets it 
ready for submission to 
the Provincial 
Assessors Office for 
approval. 

None 20 minutes 
Pompeo R. Doria 

Municipal 
Assessor 

3. The Client submits 
the newly Appraised/ 
Transferred  
       Real Property to 
Provincial 
Assessor’s Office 
and pays the 
Verification fee & 
transfer fee at 
Provincial 
Treasurers Office. 

 
 
 
3.1 Issue Official 
Receipt 

Transfer fee 
of ½% of 1% 

of M.V. or 
½% of 1% (if 
applicable) 
and P50.00 
verification 

Fee 

20 minutes 
Provincial 
Treasurer 

 3.2. Provincial 
Assessor’s Office staff 
will examine, evaluate, 
verify and record the 
transaction in the Tax 
mapping Control Roll 
(TMCR) & Assessment 
Roll (AR) of the 
updated Tax 
Declaration.  

None 
5 working 

days 

Provincial 
Assessor’s Office 
staff & examiner 

 3.3 Provincial 
Assessor approves 
and Affixed signature 
to the Revised Tax 
Declaration. 

None 10 minutes 
Rene Y. Jayag 

Provincial 
Assessor 

4. The client 
receives the newly 
approved Tax 
Declaration.  

4.1. Messenger 
delivers the owners 
copy of the newly 
approved Tax 
Declaration & notice of 
assessment. 

None 50 minutes 

Ferdenand 
Fabon 
Data Controller II 
Emerson 
Ramirez 
Data Controller I 
Rufino Buaya Jr. 

Admin. Aide I 

TOTAL  
5 days; 2hrs 

and  
55 minutes 
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5. ISSUANCE OF REVISED TAX DECLARATION DUE TO TRANSFER OF REAL 

PROPERTY OWNERSHIP FOR UNTITLED LAND 

Service Name: Issuance of Revised Tax Declaration due to Transfer of Real 
Property Ownership for Untitled Land 

Description of the 
Service: 

Revised Tax Declarations (TD) had to be prepared and/or issued for 
untitled land involving transfer of ownership. The Municipal Assessor’s 
Office conducts field inspection to appraise the revised value of the real 
property. The revised Tax Declaration for untitled Land serves as the new 
Municipal government’s permanent & present record on the real property 
unit and will be the basis for real property taxation. 

Office or Division: Municipal Assessor’s Office (MAssO) 

Classification: Complex   

Type of Transaction: G2C – Government to Citizen  
G2G – Government to Government  

Who may avail: All   

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Service Slip (1) Copy  Office of the Municipal Assessor   

Copy of the Notarized Deed of Conveyance 
duly registered with the Register of 
deeds(ROD) (1) Copy Certified; (1) Photocopy  

ROD; OWNER 

Electronic Certificate Authorizing Registration 
(eCAR) (1) Copy Original; (1) Photocopy  

Bureau of Internal Revenue (BIR) Lane 2  

Copy of Transfer Tax Receipt and Verification 
Fee on real property ownership (1) Copy 
Original; (1) Photocopy  

Provincial Treasurer Office; W1; W2; W3; W4;  
W5; W6  

Tax Clearance or Official Receipt (1) 
Photocopy  

Municipal Treasurer’s Office: W4; W5  

Special Power of Attorney (SPA), if the 
declaration is made by duly authorized 
representative (1) Copy Original  

Notary Public  

Other requirements as may be duly authorized 
under the Ordinance or the Citizen’s Charter 
of the LGU (1) Photocopy  
 
 

AS NEEDED  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Get priority 
number and inform 
the receiving clerk 
regarding the 
request.  

1.1. The receiving clerk 
provides service slip to 
the client.  None 5 minutes 

Arlene Mangayaay 
Data Controller III 
Jusifel Y. Tesio 
Data Controller III 

2. The client fills up 
the service slip and 
pays the processing 
fee. Submit the filled-
up service slip and 
Official Receipt to 
the receiving clerk.  
  
    

2.1. The receiving clerk  
issues a payment slip 
for processing fee & 
inspection fee to the 
client   None 5 minutes 

Dario Saren 
Assessment Clerk 

III  
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 2.2. Issue Official 
Receipt 

P 200.00 ins. 
fee 

P 100.00 
processing 

fee 

10 minutes 
Mun. Treasurer 

staff 

 2.3. The TMAS verifies 
and evaluates the 
requirements 
submitted.  

None 5 minutes 
Dario Saren 
Assessment Clerk 

III 

 2.4. The TMAS chief 
along    with the client, 
conduct an ocular 
inspection to appraise 
the value of the 
property 

None 3 hours 

Ferdenand Fabon 
Data Controller II 
Emerson Ramirez 
Data Controller I 
Rufino Buaya Jr. 

Admin. Aide I 

 2.5. The Assessment 
Clerk encode the data 
to  
RPTIS/eTRACS for 
printing of FAAS, Tax 
Declaration and 
Property Record Form 
(PRF) 

None 30 minutes 

Dario Saren 
Assessment Clerk 
III 
Rufino Buaya Jr. 

Admin. Aide I 

 2.6. Municipal 
Assessor examine, 
evaluate, verify and 
affixed signature to the 
transaction and gets it 
ready for submission to 
the Provincial 
Assessors Office for 
approval. 

None 20 minutes 
Pompeo R. Doria 
Municipal Assessor 

3. The Client submits 
the newly Appraised/ 
Transferred Real 
Property to 
Provincial 
Assessor’s Office 
and pays the 
Verification fee & 
transfer fee at 
Provincial 
Treasurers Office. 

 
 
 
3.1 Issue Official 
Receipt 

Transfer fee 
of ½% of 1% 

of M.V. or 
½% of 1% (if 
applicable) 
and P50.00 
verification 

Fee 

20 minutes 
Provincial 
Treasurer 

 3. 2. Provincial 
Assessor’s Office staff 
will examine, evaluate, 
verify and record the 
transaction in the Tax 
mapping Control Roll 
(TMCR) & Assessment 
Roll (AR) of the 
updated Tax 
Declaration.  
 

None 
5 working 

days 

Provincial 
Assessor’s Office 
staff & examiner 
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 3.3. Provincial 
Assessor approves 
and Affixed signature 
to the Tax Declaration. 

None 10 minutes 
Rene Y. Jayag 

Provincial Assessor 

4. The client 
receives the newly 
approved Tax 
Declaration.  

4. 1. Messenger 
delivers the owners 
copy of the newly 
approved revised Tax 
Declaration & notice of 
assessment. 

None 50 minutes 

Ferdenand Fabon 
Data Controller II 
Emerson Ramirez 
Data Controller I 
Rufino Buaya Jr. 

Admin. Aide I 

TOTAL  
5 days; 

2hrs and  
55 minutes 

 

 

6. ISSUANCE OF SKETCH PLAN AND/OR VICINITY MAP 

Service Name: Issuance of Sketch Plan and/or Vicinity Map 

Description of the 
Service: 

This service enables property owners to identify their property, its 
adjoining lots and location in the tax map at the Municipal Assessor’s 
Office. 

Office or Division: Municipal Assessor’s Office (MAssO) 

Classification: Simple  

Type of Transaction: G2C – Government to Citizen  
G2G – Government to Government  

Who may avail: All   

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Service Slip (1) Copy  Office of the Municipal Assessor   

Official Receipt (1) Copy Original  Office of the Municipal Treasurer   

Tax Clearance (1) Copy Original  Office of the Municipal Treasurer    

If not the owner; (authorization letter / SPA) Client  
 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Get priority 
number and inform 
the receiving clerk 
regarding the 
request.  

1.1. The receiving clerk 
provides service slip to 
the client.  None 5 minutes 

Arlene Mangayaay 
Data Controller III 
Jusifel Y. Tesio 
Data Controller III 

2. The client fills up 
the service slip and 
submit the filled-up 
service slip to the 
receiving clerk. 

2.1. The receiving clerk 
forwards the service 
slip to the Records 
Management Section. 
The Records 
Management Section 
verifies the records 
and forward the same 
to the Assessment 
Clerk for preparation of 
the Sketch Plan and/or 
Vicinity Map. 

None 5 minutes 

  Maria Kimmie 
Visto 
Data Controller II 
Dario Saren 
Assessment Clerk 

III 
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3.  Proceed to 
Municipal Treasurers 
Office for payment of 
requested Sketch 
Plan and/or Vicinity 
Map. 

3.1. Issue Official 
Receipt 

P 
200.00/c

opy 
10 minutes 

Mun. Treasurer 
staff 

4.  Present the 
Official      Receipt to 
the receiving clerk. 

4.1. The Assessment 
Clerk prepares Sketch 
Plan and/or Vicinity 
Map. for checking and 
affixed initial of the 
RMS Chief.  

None 5 minutes 
Dario Saren 
Assessment Clerk 

III 

  
4.2. The Municipal 
Assessor affix his 
signature. 

None 15 minutes 
Pompeo R. Doria 
Municipal Assessor 

5. The client 
receives the sketch 
plan/vicinity plan.  

5.1. Receiving clerk 
releases the copy of 
the sketch plan/vicinity 
plan to the client and 
records it at the log 
book and let the client 
sign in the said log 
book. 

None 5 minutes 
Dyna B. Infiesto 

Data Controller I 

TOTAL  45 minutes  

 

7. CONDUCT OCULAR INSPECTION OF REAL PROPERTIES 

Service Name: Conduct Ocular Inspection of Real Properties 
 

Description of the 
Service: 

Ocular inspection is essential in determining the actual use and current 
Fair Market Value of the Real Property. 

Office or Division: Municipal Assessor’s Office (MAssO) 

Classification: Simple  

Type of Transaction: G2C – Government to Citizen  
G2G – Government to Government  

Who may avail: All   

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Service Slip (1) Copy  Office of the Municipal Assessor   

Official Receipt (1) Copy Original  Office of the Municipal Treasurer   

Tax Clearance (1) Copy Original  Office of the Municipal Treasurer    

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Get priority 
number and inform 
the receiving clerk 
regarding the 
request. 

1.1. The receiving clerk 
provides service slip to 
the client.  None 5 minutes 

Arlene Mangayaay 
Data Controller III 

2. The client fills up 
the service slip and 
submit the filled-up 

2.1. The receiving clerk 
forwards the service 
slip to the Records 

None 10 minutes 
Dyna B. Infiesto 
Data Controller I 
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service slip to the 
receiving clerk. 

Management Section. 
The Records 
Management Section 
verifies the records 
and make it ready for 
the conduct of 
inspection. 

   3.  Proceed to 
Municipal Treasurers 
Office for payment of 
appropriate 
Inspection Fee 

 
3.1. Issue Official 
Receipt 

P 
200.00/copy 

10 minutes 
Mun. Treasurer 

staff 

4. The client 
accompany the 
MASSO staff to the 
site for inspection.  

4.1. MASSO staff visits 
site for the conduct of 
ocular inspection. None 4 hours 

Ferdenand Fabon 
Data Controller II 
Emerson Ramirez 
Data Controller I 

 

TOTAL  
4hours & 

 25 
minutes 

 

 

8. ISSUANCE OF REVISED TAX DECLARATION FOR SUBDIVIDED/CONSOLIDATED 

LOTS 

Service Name: Issuance of Revised Tax Declaration for Subdivided/Consolidated 
Lots 

Description of the 
Service: 

Revised Tax Declarations (TD) had to be prepared and/or issued for 
subdivided land. The Municipal Assessor’s Office conducts field 
inspection to appraise the current value and actual use of the subdivided 
land. The new Tax Declaration for subdivided Lands serves as the 
Municipal government’s permanent & present record on the real property 
unit and will be the basis for real property taxation. 

Office or Division: Municipal Assessor’s Office (MAssO) 

Classification: Complex   

Type of Transaction: G2C – Government to Citizen  
G2G – Government to Government  

Who may avail: All   

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 Service Slip (1) Copy  Office of the Municipal Assessor   

Tax Clearance or Official Receipt (1) 
Photocopy  

Municipal Treasurer’s Office: W4; W5  

Special Power of Attorney (SPA), if the 
declaration is made by duly authorized 
representative (1) Copy Original  

Notary Public  

Blueprint of the Approved Subdivision Plan  Owner’s Declaration  

Other requirements as may be duly authorized 
under the Ordinance or the Citizen’s Charter 
of the LGU (1) Photocopy  

AS NEEDED  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 
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1. Get priority 
number and inform 
the receiving clerk 
regarding the 
request.  

1. The receiving clerk 
provides service slip to 
the client.  None 5 minutes 

Arlene Mangayaay 
Data Controller III 

2. The client fills up 
the service slip and 
pays the certification 
fee. Submit the filled-
up service slip and 
Official Receipt to 
the receiving clerk.  
  
    

2.1. The receiving clerk  
issues a payment slip 
for processing fee & 
inspection fee to the 
client   None 5 minutes 

Dario Saren 
Assessment Clerk 
III  

  
 
2.2. Issue Official 
Receipt 

P 200.00 
ins. fee 
P 100.00 
processin
g fee 

10 minutes 
Mun. Treasurer 
staff 

 3. The TMAS verifies 
and evaluates the 
requirements 
submitted.  

None 5 minutes 
Dario Saren 
Assessment Clerk 
III 

 4. The TMAS chief 
along    with the client, 
conduct an ocular 
inspection to appraise 
the value of the 
property 

None 3 hours 

Ferdenand Fabon 
Data Controller II 
Emerson Ramirez 
Data Controller I 
Rufino Buaya Jr. 
Admin. Aide I 

 5. The Assessment 
Clerk encode the data 
to  
RPTIS/eTRACS for 
printing of FAAS, Tax 
Declaration and 
Property Record Form 
(PRF) 

None 30 minutes 

Dario Saren 
Assessment Clerk 
III 
Rufino Buaya Jr. 
Admin. Aide I 

 Municipal Assessor 
examine, evaluate, 
verify and affixed 
signature to the 
transaction and gets it 
ready for submission to 
the Provincial 
Assessors Office for 
approval. 

None 20 minutes 
Pompeo R. Doria 

Municipal Assessor 

3. The Client submits 
the newly Appraised/ 
Transferred  
       Real Property to 
Provincial 
Assessor’s Office 
and pays the 
Verification fee & 

 
 
 
3.1. Issue Official 
Receipt 

 P50.00 
per sub 
lot 
verificatio
n Fee 

20 minutes 
Provincial 
Treasurer 
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transfer fee at 
Provincial 
Treasurers Office.  
  

 3.2. Provincial 
Assessor’s Office staff 
will examine, evaluate, 
verify and record the 
transaction in the Tax 
mapping Control Roll 
(TMCR) & Assessment 
Roll (AR) of the 
updated Tax 
Declaration.  
 

None 5 working days 
Provincial 
Assessor’s Office 
staff & examiner 

 3.3. Provincial 
Assessor approves 
and Affixed signature 
to the newly revised  
Tax Declaration. 

None 10 minutes 
Rene Y. Jayag 
Provincial Assessor 

4. The client 
receives the newly 
approved Tax 
Declaration.  

4.1. Messenger 
delivers the owners 
copy of the newly 
approved revised Tax 
Declaration & notice of 
assessment. 

None 50 minutes 

Ferdenand Fabon 
Data Controller II 
Emerson Ramirez 
Data Controller I 
Rufino Buaya Jr. 

Admin. Aide I 

TOTAL  
5 days; 2hrs 

and  
55 minutes 
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MUNICIPAL 
AGRICULTURE 
OFFICE (MAO) 
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1. APPLICATION FOR RSBSA MASTER LISTING/UPDATING OF FARMERS RECORD 

Service Name: Application for RSBSA Master listing/Updating of Farmers Record 

Description of the 
Service: 

The Municipal Agriculture Office will enroll Any farmer, farm Laborer who 
want apply as registered farmer of the municipality. 

Office or Division: Municipal Agriculture’s Office 

Classification: Highly Technical    

Type of Transaction: G2C (for government service whose client is the transacting public) 

Who may avail: All Carmenanon Farmers /  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 1. RSBSA FORM 
2. Photocopy of Government issued ID (Valid ID) 
3. Proof of land ownership tenancy or Farmers 
Certification /Barangay certification 
5.Letter of consent from  the land  owner 
6. Photocopy of valid ID of the land owner 
4. 1 pc 2X2 ID picture recent Photo with white 
background 

5.Geotag Area for rice, corn and HVCC 

 Municipal Agriculture Office, Barangay hall 

CLIENT STEPS AGENCY  ACTIONS 
FEES 
TO BE 
PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Inquiry for 
registration 
  
  
Present all 
documents 
needed for 
validation 

1.1 Client request for 
registration for RSBSA 
Enrollment/Updating 
 
1.2 Present Valid ID and 
Proof of ownership (land) for 
Rice, Corn, HVCC Farming 
and Livestock 
 
1.3 Applicant submit 2x2 
Recent Photo/ Geotag/ 
other document needed 

none 20 min 

Arlene D. 
Cabusao, Jane B. 
Noculan, Mary 
Ann  T. de la 
Torre, Jerome C. 
Limbaga, Jon 
Guillermo M. 
Mejares, Ronald 
P. Valentos, Leah 
M. Anino, Venice 
Merilyn J. Adlaon, 
Julie Ann C. 
Albaran, Jocelyn 
E. Emperio, 
Nerissa P. Alison, 
Modele May P. 
Acorda, Marilyn A. 
Mesiona, 
Enriquita Siga  

2. Fill out and 
sign RSBSA 
enrollment Form 
Submit all 
requirement/Fill-
up form 

2.1 Fill in application form, 
upon finished and validated 
proceed to Barangay 
Captain for Signatory 
application/stub, MAFC 
Signatory/ MA   

none 15 min 

3. Back to MAO 
Office verification 

1.1 Get Stub with and keep 
for future use to avail some 
MAO services 

none 
 Depends upon 
the availability of 
signatory 

TOTAL  35 minutes 
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2. AVAILMENT OF PLANTING MATERIALS/ SEED MATERIALS 

Service Name: Availment of Planting Materials/ Seed Materials 

Description of the 
Service: 

MAO will provide services to Any resident in the municipality and can avail 
any planting/seed material available in this office. Be it with subsidy, free 
or financed with another agency, RSBSA Master listed 

Office or Division: Municipal Agriculture’s Office 

Classification: Complex 

Type of Transaction: G2C (for government service whose client is the transacting public) 

Who may avail: All Carmenanon Farmers /  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.RSBSA Stub  
2.Personal Appearances 
3.Documents depends on Funding Program. 

MAO  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1.Query  
Go to the Municipal 
Agriculture Office 
and    Inquire about 
planting materials 
needed 

1.1 Let client sign 
Logbook,  

none 5 mins 

Arlene D. Cabusao, 
Jane B. Noculan, 
Mary Ann  T. de la 
Torre, Jon 
Guillermo M. 
Mejares, Ronald P. 
Valentos, Venice 
Merilyn J. Adlaon, 
Julie Ann C. 
Albaran, Jocelyn E. 
Emperio, Nerissa 
P. Alison, Marilyn 
A. Mesiona 
 

2. Evaluation and 
Assessment 

2.1 Program 
Coordinator interview 
about his/her needed 
assistance (ONE-ONE) 

none 15 mins 

3. Processing of 
requirement 

3.1 Program 
Coordinator verify & 
see master list 

  
none 15 mins 

4. Signing of 
documents when 
necessary 

 4.1 Program 
Coordinator let sign the 
masterlist to the farmer 

  
none 

 
10 min 

5. Release of 
materials upon 
Approval 

 5.1 Program 
Coordinator give 
instructions in cultural 
mgt. and other 
technical instructions 

 none       30 min. 

  5.2 Client brings the 
planting material upon 
approval MA 

 none  15 min  

TOTAL  
2 hrs & 15 
minutes 
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3. AVAILMENT OF INSURANCES 

Service Name: Availment of Insurances 

Description of the 
Service: 

MAO will provide services to any resident of the municipality, farmers 
which is   RSBSA master listed are qualified to avail the program. Be it 
with subsidy, free or self - financed or financed with another agency. 

Office or Division: Municipal Agriculture’s Office 

Classification: Complex  

Type of Transaction: G2C (for government service whose client is the transacting public) 

Who may avail: All RSBSA Registered Farmer of the Municipality  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.For Rice, Corn, High Value Crops  
➢ RSBSA Stub Photocopy 
➢ 1 pc Photocopy of  Valid ID 
➢ picture of farm area  

2.For Fishery 
➢ RSBSA Stub 
➢  Photocopy of Valid ID 
➢  MAO Certification 
➢  Sketch Map 

3.For Livestock 
➢ RSBSA Stub 
➢ Photocopy of Valid ID 
➢ Picture of Animals  
➢ Animal Property (Propidad) for Cattle 

and Carabao 
➢ Certificate of ownership if animal 

property is not available 
Notes: 
1. For availing free insurance 

➢ Maximum of 3 hectares for all crops 
combined for every 
household(Rice/Corn/HVCC)  

➢ Maximum of 2500 square meter for 
inland fishpond 

➢ Combination of 10 heads (carabao, 
cattle, horse) 

➢ Swine Breeding 10 heads 
➢ Swine Fatterning 20 heads 
➢ Goat/Sheep 25 heads 
➢ Broiler minimum of 50 heads 
➢ Pullets/Layers minimum of 50 heads  

maximum of 1000 heads 
➢ Quail Layers minimum of 1000 

heads, maximum of 5000 heads 
❖ For livestock- A farmer can insure 

multiple types of animals, subject to the 
above- mentioned limitations, but in no 
case shall the amout of cover exceed 
the 200,000 pesos maximum per 
farmer. 

 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 
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1. Go to the 
Municipal 
Agriculture Office 
 Ask or Request 
assistance in the 
availment of 
Insurances 

  

1.1 Log client in the 
Logbook 
 
1.2 Interview Client for 
Profiling 
 
1.3 Must be RSBSA 
masterlisted for those 
who wants to avail the 
free Insurances 

 
none 

 

 
10 min 

 

Arlene D. Cabusao, 
Jane B. Noculan, 
Mary Ann  T. de la 
Torre, Jerome C. 
Limbaga, Jon 
Guillermo M. 
Mejares, Ronald P. 
Valentos, Leah M. 
Anino, Venice 
Merilyn J. Adlaon, 
Julie Ann C. 
Albaran, Jocelyn E. 
Emperio, Nerissa 
P. Alison, Modele 
May P. Acorda, 
Marilyn A. Mesiona 

2. Evaluation and 
Assessment 
  
  

  

2.1 Assisted by any 
available MAO 
personnel can assist 
farmers Applicant 
 
2.2 Must at least 15 
days before and after 
planting for crops 
Insurances 
 
2.3. For livestock large 
ruminant (Cattle  and  
Carabao) must be 7 
months to 17 years  
 
2.4. For Livestock small 
ruminant (Goat, Sheep) 
must be 4 months to 7 
years 
 
2.5. For Swine 
Fattener-Must be 45 
days to 6 months 
 
2.6. For Swine 
Breeder- Must be 6 
months to 4 years 
 
2.7. For Poultry Broiler- 
Must be 1 day to 8 
weeks (Minimum of 50 
heads) 
 
2.8. For Poulty 
Pullets/Layer- Must be 
1 day to 75 weeks 
(Minimum of 50 heads) 
 

none 
 
 

 

20 min 
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2.9. For Fishery (Inland 
Fishpond) -Must be 
applied  20 days before 
introducing  fingerlings 
into the pond   
 
2.10 Fill in application 
Form for insurance. 
 

3. 
Recommendation 

and Approval 

3.1 Personnel who 
assist submits to MA 
for Verification of 
application 

none 10 min 
Arlene D. Cabusao 
 
 

TOTAL  40 minutes  

 

4. AVAILMENT OF LOSS/ INDEMNITY OF CROPS, LIVESTOCK AND FISHERY 

Service Name: Availment of Loss/ Indemnity of Crops, Livestock and Fishery 

Description of the 
Service: 

MAO will provide services to any resident of the municipality, farmers 
which is   RSBSA master listed are qualified to avail the program.  

Office or Division: Municipal Agriculture’s Office 

Classification: Complex  

Type of Transaction: G2C (for government service whose client is the transacting public) 

Who may avail: All RSBSA Registered Farmer of the Municipality  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Crops: 
1.pc Photocopy of Valid ID 
2.Picture of Damage Crops 
3. Farmers Copy of Insurance Application 
For Livestock: 
1.pc Photocopy of Valid ID 
2. picture 3 shots(showing sex organs, 
showing buried animal with the owner or 
recipient , showing the whole body of the  
dead animals and the possible cause of death) 

3. 1 pc Documentary Stamp 

 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Go to the 
Municipal 
Agriculture 
Office 

Ask or Request 
assistance in the 
claim for indemnity 

Must bring Xerox 
copy of Application 

for Insurances for 
references  

1.1 Log client in the 
Logbook 
 
 

none 10 min 

Arlene D. Cabusao, 
Jane B. Noculan, 

Mary Ann  T. de la 
Torre, Jerome C. 

Limbaga, Jon 
Guillermo M. 

Mejares, Ronald P. 
Valentos, Leah M. 

Anino, Venice 
Merilyn J. Adlaon, 

Julie Ann C. 
Albaran, Jocelyn E. 
Emperio, Nerissa 
P. Alison, Modele 
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May P. Acorda, 
Marilyn A. Mesiona 
 

2. Evaluation and 
Assessment 
  

  

2.1 Any Available MAO 
personnel can assist 
the farmer Applicant 
 
2.2 For Pest, Diseases 
and Drought for Rice 
and  Corn- Must apply 
for the indemnity upon 
discovery of 
loss/damage (as soon 
as possible but should 
be less than  20 days 
before harvest. 
 
2.3. For Flood and 
Typhoon for Rice, Corn 
and High Value Crops – 
Must be reported within 
3 days after occurrence 
of loss. 
 
2.4. For Pest and 
Diseases and Drought 
of High Value Crops- 
Must be reported within  
10 days after 
occurrence of loss 
 
2.5. For Livestock- 
Must be reported within 
7 days after loss of 
animal and 30 days 
submission of  livestock 
claims documents 
 
2.6. For livestock 
covered risks -
Diseases and accident 
 
2.7. For Fishery- 
Covers against loss or 
damage cause by 
natural calamities such 
as typhoon, tornado, 
flood 
 
2.8. Fill in application 
Form for indemnity 
 

none 30 min 

Arlene D. Cabusao, 
Jane B. Noculan, 

Mary Ann  T. de la 
Torre, Jerome C. 

Limbaga, Jon 
Guillermo M. 

Mejares, Ronald P. 
Valentos, Leah M. 

Anino, Venice 
Merilyn J. Adlaon, 

Julie Ann C. 
Albaran, Jocelyn E. 
Emperio, Nerissa 
P. Alison, Modele 
May P. Acorda, 

Marilyn A. Mesiona 
 

3. 
Recommendation 

and Approval 

3.1 Personnel who 
assist submits to MA 
for Verification of 

none 10 min Arlene D. Cabusao 
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Application and submit 
to PCIC 

TOTAL  50 minutes  

 

5. AVAILMENT OF AGRI RELATED PROGRAM AND PROJECT FOR FA, ALL FARMERS 

Service Name: Availment of Agri Related Program and Project for FA, All Farmers 

Description of the 
Service: 

Any program initiated by DA-RFO, other line Agency related to Agriculture 
that the Association of Farmer individual may avail. 

Office or Division: Municipal Agriculture’s Office 

Classification: Complex 

Type of Transaction: G2C (for government service whose client is the transacting public) 

Who may avail: FA, IA, Farmer individual RSBSA Master listed 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Letter of Intent, 
2. Valid Certificate of Registration (eg. CDA, 
SEC, DOLE, DTI 
3. List of Officer and members  
4. Omnibus Sworn Statement and LGU or 
MAFC endorsement 

FA, MAO,  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Farmers 
Organization/Farmer 
individual must 
submit the above 
stated requirement 
thru MAO 

1.1. Let client signed 
Logbook,  
1.2. Validate all 
required documents 

none 30 min. 
JANE NOCULAN -
MAO 

(Considering all 
requirement are 
available) 

1.3. Make 
endorsement for 
submission for funding 
agency      

none 15 min 
Arlene D. Cabusao- 
MA 

TOTAL  45 minutes  

 

6. AVAILMENT OF TILAPIA FINGERLINGS 

Service Name: Availment of Tilapia Fingerlings 

Description of the 
Service: 

Any resident in the municipality can avail assistance in the availment of 
fresh water fish at Clarin Central Tilapia Hatchery, Clarin, Bohol and at 
Multi Specie Fresh Water Hatchery Bilar Bohohl(Upon  Availability of 
Fingerlings). 

Office or Division: Municipal Agriculture’s Office 

Classification: Highly Technical 

Type of Transaction: G2C (for government service whose client is the transacting public) 

Who may avail: All RSBSA Registered Farmer of the Municipality  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Personal Appearance  
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CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Go to the 
Municipal Agriculture 
Office 

1.1. Ask or Request 
assistance in the 
availment of fingerlings 
 
1.2. Log client in the 
Logbook 
 
1.3. Interview Client/ 
Profiling 

None 15 min Marilyn Mesiona  

2. Evaluation and 
Assessment 

2.1. Program 
Coordinator validate 
area and assess. (for 
new applicant) 
 
2.2. Must enroll Tilapia 
Growers Association or 
any Association for 
fishery 

none Halfday Marilyn Mesiona  

3.  Prepare 
Purchase Request 

3.1. Program 
Coordinator prepares 
the Purchases 
Request as required by 
the Bureau of Fisheries 
 

none 10 min Arlene D. Cabusao 

4.    Recommendatio
n and Approval 

4.1. Program Coor. 
submits to MA for  
approval of PR 
 
4.2. MA approves PR 
 
4.3. PR be given to 
client 

none 10 min Arlene D. Cabusao 

5.Proceed to Clarin 
Central/Bilar 
Hatchery 

5.1 Tilapia Hatchery, 
BFAR, Clarin, Bohol 
and or at Bilar, Bohol 
Hatchery  
 
5.2. Client bring PR 
Hatchery 

 
500 
fingerling
s free 

half day Clarin incharge 

TOTAL  
41 day & 25 

minutes 
 

 

7. AVAILMENT OF CONSULTATION AND TECHNICAL ASSISTANCE 

Service Name: Availment of Consultation and Technical Assistance 

Description of the 
Service: 

Farmer can avail technical services. These include inspection, 
assessment and recommendation of Technologies, Pest and Diseases 
for crops, Good Agricultural practices, Trainings & Seminars. 

Office or Division: Municipal Agriculture’s Office 

Classification: Complex 

Type of Transaction: G2C (for government service whose client is the transacting public)  

Who may avail: All RSBSA  Registered Farmer of the Municipality 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Personal Appearance Personal Appearances, 
Uprooted sample of Inspected Plants (rice, 
corn, hvcc) 

 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1.  Go to the 
Municipal Agriculture 
Office 

1.1. Present request 
for technical 
assistance 
 
1.2. Employee 
interviews clients and 
record data in the 
logbook 

none 10 min 

Arlene D. Cabusao, 
Jane B. Noculan, 

Mary Ann  T. de la 
Torre, Jon 

Guillermo M. 
Mejares, Ronald P. 
Valentos,  Venice 
Merilyn J. Adlaon, 

Julie Ann C. 
Albaran, Jocelyn E. 
Emperio, Nerissa 

P. Alison  

2.  Assessment & 
Validation 

2.1. Program 
Coordinator validate, / 
site Inspection (when 
necessary) 
 
2.2. Assessment of 
problem Thru Answer 
Question with Question 
Methodology 

none 

 
 
 
Half day 

 
 
 

3. 
Recommendations 

3.1. Program 
Coordinator give 
specific 
recommendation 
based on the 
Assessment of the 
situation 

none 15 min 

TOTAL  
41 day & 25 

minutes 
 

 

8. AVAILMENT OF ANIMAL CLINICAL ASSISTANCE 

Service Name: Availment of Animal Clinical Assistance 

Description of the 
Service: 

Farmer can avail clinical services. These include inspection of the animal 
to verify the condition of the animal, give medications, upgrading of breed 
thru artificial insemination & natural breeding, conduct animal vaccination, 
deworming and give recommendations. 

Office or Division: Municipal Agriculture’s Office 

Classification: Complex 

Type of Transaction: G2C (for government service whose client is the transacting public)  

Who may avail: All RSBSA  Registered Farmer of the Municipality 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Personal Appearance   
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CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1.       Go to the 
Municipal Agriculture 
Office 

1.1 Present request on 
problem regarding 
the health condition 
of the animal 

Log client in the 
Logbook & record Vital 
data 

none 15 min 
Dr. Jerome 
Limbaga-Vet.I 

2.       Assessment & 
Validation 

2.1 Program 
Coordinator inspect 
and observe 
physical condition of 
the animal 

Assessment of the 
problem 

none Half day 
Dr. Jerome 
Limbaga Vet.I 

3.        Recommenda
tions 

3.1 Program 
Coordinator give 
specific 

3.2 Recommendations 
or buy biologics 
(when necessary) 

When calving, kidding, 
farrowing give 
assistance 

none 
depends upon 
the situation 

animal 

Dr. Jerome 
Limbaga Vet.I 

TOTAL  
Half day and 
30minutes 

 

 

9. AVAILMENT OF ANIMAL DISPERSAL 

Service Name: Availment of Animal Dispersal 

Description of the 
Service: 

Any farmer can apply animal dispersal if qualified. On any on- going 
program for animal dispersal: Cattle, Carabao, goat, swine, poultry. Upon 
availability of breeding stock. 

Office or Division: Municipal Agriculture’s Office 

Classification: Complex 

Type of Transaction: G2C (for government service whose client is the transacting public) 

Who may avail: All RSBSA Registered Farmer of the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Shed house,  
2.No animal on his own 
3. Pay or insured animal under RSBSA 
program for animal insurance  

 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1.  Application Go to Agriculture Office, 
MAO Staff interview and 
records data your 
intention at the logbook 

none 15 min 
Dr. Jerome C. 
Limbaga, Leah M. 
Anino 

2.  Assessment 2.1 Program Coordinator 
assess and validate if 
the client is qualified 

2.2 Application form shall 
be signed by Barangay  

none Half day 
Dr. Jerome C. 
Limbaga, Leah M. 
Anino  
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Kagawad  Committee 
on Agriculture and the 
Punong Barangay 
where they reside and 
the same shall be 
brought back to this 
office. 

(Application form shall be 
brought back.) 

3. Approval 1.1. Program Coordinator 
validates the 
application form and 
forward the same to 
Municipal Agriculturist 
for recommendation for 
approval 

1.2. Once approved, 
pertinent documents 
shall be prepared 

(Memorandum Receipt, 
Contract and Livestock 
Insurance is 
recommended) 

none 
This depends 

upon the 
recipient 

Dr. Jerome C. 
Limbaga, Leah M. 
Anino 

TOTAL  
Half day and 
30minutes 

 

 

10. ISSUANCE OF VETERINARY HEALTH CERTIFICATE AND ANIMAL HEALTH 

INSPECTION CERTIFICATE 

Service Name: Issuance of Veterinary Health Certificate and Animal Health 
Inspection Certificate 

Description of the 
Service: 

Any farmer may request a Veterinary Health Certificate and Animal Health 
Inspection Certificate for animals or pets that will be transported or 
traveled (dog, cat, swine) 

Office or Division: Municipal Agriculture’s Office 

Classification: Complex 

Type of Transaction: G2C (for government service whose client is the transacting public) 

Who may avail: All Carmen Livestock and pet  raiser/owner 

 

 

 

 

 

 

 

 

 

 



 

109 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Barangay Certification for Swine signed by 
Barangay Livestock Aide and Barangay 
Captain 
2.Personal Appearance of Pet owner and the 
Pet (Dog and Cat) 
2.Updated anti-rabies vaccination record for 
dog and cat(must be valid and not expired) 
 
Note: 

➢ Animal Health Inspection Certificate 
validity - 2 days  for swine 

➢ Veterinary Health Certificate validity- 3 
days for dog and cat 

➢ Veterinary Health Certificate validity- 2 
days for swine 

 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1.  Application Go to Agriculture Office, 
MAO Staff interview and 
records data your 
intention at the logbook 

none 15 min 

Arlene D. Cabusao, 
Dr. Jerome C. 
Limbaga, Leah M. 
Anino  

2.  Assessment 2.1 Program Coordinator 
assess and validate if the 
client is qualified 
 

none Half day 

Arlene D. Cabusao, 
Dr. Jerome C. 
Limbaga, Leah M. 
Anino 

3. Approval 3.1 Program Coordinator  
issue Animal Health 
Inspection Certificate/ 
Veterinary Health 
Certificate  

 
3.2 The owner will go to 
Municipal Treasurers 
Office  for the Certification 
Fee 

 
 
 
 
 

150.00 

30 min 

Arlene D. Cabusao, 
Dr. Jerome C. 
Limbaga, Leah M. 
Anino 

TOTAL  
Half day and 
45minutes 
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MUNICIPAL 
ENGINEERING 

OFFICE (MEO) / 
OFFICE OF THE 

BUILDING OFFICIAL 
(OBO) 
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1. APPLICATION FOR ANNUAL INSPECTION CERTIFICATE 

Service Name: Application for Annual Inspection Certificate 

Description of the 
Service: 

This service ensures compliance with safety, health, and regulatory 
standards in a transparent and accountable manner. Applicants are 
required to present valid permits and certificates, after which the 
responsible office schedules and conducts the inspection. The process 
generally involves filing a request, undergoing the inspection, and 
receiving either a compliance certificate or a notice of deficiencies. The 
inspections are conducted fairly, efficiently, and with accountability to the 
public. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: Complex 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Building Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Application/ Request Letter Building Owner/ Applicant 

One (1) copy of Approved Building Permit 
Documents 

Building Owner/ Applicant 

 
CLIENT STEPS 

AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, and submit 
required 
requirements/ 
approved letter 
request for annual 
inspection/ 
investigation of the 
said request 

1.1. Give the Logbook 
and provide pen to the 
client                                          
 
1.2. Give Checklist of 
Requirements 
 
1.3. Receive the 
documents and check 
compliance to 
requirements 

None 2 hours 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 
1.4. Conduct site 
inspection and 
evaluate the submitted 
documents 

None 3 days 

Municipal Engineer/ 
Building Official 

Engineer II 
Planning Officer II 

Administrative Aide 
V 

 

1.5. Assess the fees 

 
Assessm
ent of  
fees 
based on 
the Local 
Revenue 

15 minutes 
Municipal Engineer/ 

Building Official 
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Code of 
2024 
(see 
table on 
annex b) 

 

2. Receipt of 
Payment Slip  
and proceed to the 
Municipal 
Treasurer’s Office for 
the Payment of Fees 
and secure the 
Official Receipt 

2.1. Prepare and issue 
Payment Slip to the 
client 

None 15 minutes 
Municipal Engineer/ 

Building Official 

 

2.2. Accept the 
payment based on the 
Payment Slip and 
issue Official Receipt 

As per 
Payment 

Slip 
15 minutes 

Municipal 
Treasurer’s Office 

Staff 

3. Return to 
Municipal 
Engineering Office/ 
Office of the Building 
Official and submit 
Official Receipt for 
issuance of Annual 
Inspection Certificate 
Number and 
received 1 copy of 
approved Annual 
Inspection Certificate 

3.1. Receipt of Official 
Receipt and assign 
Annual Inspection 
Certificate Number 

None 10 minutes 
Municipal Engineer/ 

Building Official 

 

3.2. Enter Official 
Receipt Number in 
designated Annual 
Inspection Certificate 
Form 

None 20 minutes 
MEO / OBO Staff 

Engineer II 

 
3.3. Approved the 
Annual Inspection 
Certificate Application 

None 20 minutes 
Municipal Engineer/ 

Building Official 

 
3.4. Release the 
Annual Inspection 
Certificate to the 
applicant/ owner 

None 15 minutes 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

TOTAL    
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2. IMPLEMENTATION OF INFRASTRUCTURE PROJECTS (LGU AND NGA FUNDED 

PROJECTS) 

Service Name: Implementation of Infrastructure Projects (LGU and NGA Funded 
Projects) 

Description of the 
Service: 

This service refers to the execution of public infrastructure initiatives 
funded by Local Government Units (LGUs) and National Government 
Agencies (NGAs), typically carried out under the supervision of the 
concerned agency itself. Infrastructure projects include roads, bridges, 
buildings, water systems, and other public works. Projects can be 
carried out either “by administration,” where the agency utilizes its own 
staff, equipment, and materials to perform the work, or “by contract,” 
where the agency engages external contractors to execute the project. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: Highly Technical 

Type of Transaction: G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Government Entities, and Beneficiaries’/ End User of the said project  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Approved Budget Resolutions/Ordinances 
identifying projects under respective source of 
funds of the municipality 

Sangguniang Bayan Office/ Municipal Budget 
Office/ End User 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, and submit 
required 
requirements/ 
approved letter 
request for ocular 
inspection 

1.1. Give the Logbook 
and provide pen to the 
client  
 
1.2. Receive the 
submitted documents                                     
 

None 15 minutes Municipal 
Engineering Office 

Staff 

 1.3. Evaluate the 
nature of the project 
and schedule the date 
of inspection/ 
investigation with the 
proponent 

None 30 minutes 

Municipal Engineer 
Engineer II 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 

 

1.4. Conduct site 
inspection/ 
investigation 

None 1 day 

Municipal Engineer 
Engineer II 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 

2. Wait for the 
preparation and 
approval of the 
program of works, 
detailed engineering 
plans, technical 
specifications and 
other supporting 

2.1. Prepare the 
program of works, 
detailed engineering 
plans, technical 
specifications and 
other supporting 
documents 

None 3 days 

Engineer II 
Planning Officer II 

Administrative Aide 
V 

Admin. Officer III 
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documents to be 
done 

 

2.2. Routing the 
documents for 
signatures 
2.3. Check and review 
the approved 
documents for 
recommendation for 
bidding 

None 2 days 
Municipal 

Engineering Office 
Staff 

3. Follow 
procurement process 

3.1. Prepare Purchase 
Request 
3.2. Routing the 
purchase request for 
signatures and submit 
to Bids and Awards 
Committee Secretariat 
for preparation of 
bidding documents 

None 1 day 
Municipal 

Engineering Office 
Staff 

 
3.3. Prepare the 
bidding documents None 7 days 

Bids and Awards 
Committee 
Secretariat 

 3.4. Conduct 
advertisement and 
invitation to bid 

None 7 days 
Bids and Awards 

Committee 
Secretariat 

 3.5. Conduct Pre- bid 
Conference 

None 12 days 

Bids and Awards 
Committee, 
Secretariat,  

and Technical 
Working Group 

 3.6. Submission and 
Receipt of bids 

None 

45 days 
(Goods) 

50/65 days 
(Infra) 

75 days 
(Consulting) 

Bids and Awards 
Committee 
Secretariat 

 3.7. Opening of bids 

None 1 day 

Bids and Awards 
Committee, 
Secretariat, 

and Technical 
Working Group 

 3.8. Evaluation of bids 

None 7 days 

Bids and Awards 
Committee, 
Secretariat, 

and Technical 
Working Group 

 3.9. Conduct Post- 
qualification 

None 12 days 

Bids and Awards 
Committee 

Technical Working 
Group 

 3.10. Recommending 
the Head of the 
Procuring Entity to 
issue Notice of Award 

None 15 days 
Bids and Awards 

Committee 
Secretariat 
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of the Winner Bidder 
and issue Notice of 
Award and comply the 
necessary documents 
for issuance of  Notice 
to Proceed for 
implementation to 
commence 

 3.11. Receipt of 
Approved Contract 
Agreement and Issue 
Notice to Proceed  

None 3 days 
Bids and Awards 

Committee 
Secretariat 

4. Project 
Implementation until 
its completed 

4.1. Conduct 
supervision, 
inspection, and 
monitoring of its 
accomplishment 

None 
Project 

Duration 

Municipal Engineer 
Engineer II 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 

 4.2. Conduct punch 
listing of the project 

None 2 days 

Municipal Engineer 
Engineer II 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 

 
 

5. Prepare and 
submit requests for 
final inspection of the 
project 

5.1. Receipt of request 
and set schedule for 
final inspection 

None 1 hour 
Municipal Engineer 

Engineer II 
Planning Officer II 

6. Join the 
inspectorate team for 
the final inspection of 
the project 

6.1. Conduct final 
inspection of the 
project 

None 2 days 

Municipal Engineer 
Engineer II 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 

Municipal Planning 
and Development 
Coordinator Staff 

7. Submit the 
required documents 
for Billing for 
Payment such as: 
Request for 
Inspection 
Request for Billing 
Inspection Report 
Certificate of 
Payment 
Statement of Time 
Elapsed and Work 
Accomplished 
Statement of Work 
Accomplished 

7.1. Review and check 
the compliance of the 
requirements 
 
 

None 1 day Municipal Engineer 
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Contractor’s Affidavit 
Monthly Certificate of 
Payment 
As- Built Plans 
Photographs with 
time stamps on 
before, during, and 
after construction 
Warranty Security 
Certificate of 
Completion 
Certificate of 
Acceptance 

 7.2. Routing the  
documents for 
signatures 

None 4 days 

Municipal 
Engineering Office 

Staff/ Municipal 
Budget Office Staff/ 

Office of the 
Municipal 

Accountant/ Office 
of the Mayor Staff 

8. Accept Check as 
payment 

8.1. Release of Check 

None 1 hour 

Disbursing Officer/ 
Municipal 

Treasurer’s Office 
Staff 

TOTAL  

Varies, Per 
Project 

Duration/ 
Delivery 

Period Of 
Project 

 

 

3.A ISSUANCE OF BUILDING PERMIT (Simple) 

Service Name: Issuance of Building Permit 

Description of the 
Service: 

Issuance of a Building Permit authorizes individuals or entities to begin 
construction, erection, addition, alteration, renovation, demolition, 
conversion, repair, moving, or raising of accessory building structures. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: Simple 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Building Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. Technical Documents  

Five (5) sets of plans prepared, signed and 
sealed over the printed names of the duly 
licensed and registered professionals (As 
required per type of Project):  

Architectural Plans Licensed Architect 

Fire and Life Safety Master Plan Licensed Architect 

Structural Plans Licensed Civil Engineer 

Sanitary/ Plumbing Plans 
Licensed Sanitary Engineer/ Master 
Plumber 

Electrical Plans Licensed Professional Electrical Engineer 

Mechanical Plans Licensed Mechanical Engineer 

Electronics Plans Licensed Electronics Engineer 

Five (5) copies of updated Professional Tax 
Receipt and Professional Regulations 
Commission Identification Card of the 
Designing Professional on all signatory 
Engineers/ Architect to the Application 
Forms and Plans 

Licensed Designing Professionals 

B. Legal Documents  

Five (5) copies of Title of Property (Transfer 
Certificate of Title)/ Notarized Copy of 
Contract of Sale/ Absolute Deed of Sale/ 
Contract of Lease/ Affidavit of Consent (If 
the applicant is not registered owner of the 
lot)  

Municipal Assessors' Office/ Land Owner/ 
Law Office 

Five (5) copies of Tax Declaration Municipal Assessors' Office 

Five (5) copies of Tax Clearance Municipal Treasurer's Office 

Five (5) copies of Valid ID of the Applicant Applicant 

Five (5) copies of Special Power of Attorney 
(If processed by a representative) 

Law Office 

C. Clearances  

Five (5) copies of Barangay Clearance/ 
Barangay Certification (Purpose for Building 
Permit Application and certifying further that 
the lot has no conflict or claims) 

Barangay Hall where Applicant’s structure/ 
building is located 

Five (5) copies of Zoning/ Locational 
Clearance (MPDC/ Zoning Administrator) 

MPDC Office 

DPWH Clearance (If along National 
Highway/ Provincial Road) 

DPWH 3rd District 

Fire Safety Evaluation Clearance (FSEC) Bureau of Fire Protection Station 

ECC or CNC from DENR (If the structure is 
hospital, shopping mall, school, 
condominium, gas station, piggery, rice mill, 
and other projects with Environmental 
Impact) 

DENR 

D. Supporting Documents  

Five (5) copies of Specifications (Signed 
and sealed by the designer) 

Licensed Civil Engineer / Architect 

Five (5) copies Bill of Materials/ Cost 
Estimates (Signed and sealed by the 
designer) 

Licensed Civil Engineer / Architect 
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Five (5) copies of Duly accomplished 
application forms for Building Permit as 
specified (Signed and sealed by Licensed 
Designing Professionals) 

Applicant 

Five (5) copies of Structural Analysis and 
Design Computation for Building/ Structure 
2 storey and Above (Signed and sealed by 
the designer) 

Structural Engineer 

Five (5) copies of Geotechnical/ Soil Boring 
Test for Building/ Structure 3 storey and 
Above (Signed and sealed by the designer) 

Geotechnical Engineer 

Five (5) copies of Community Tax Certificate 
(CEDULA) 

Applicant 

Expanded Envelope (Long) Applicant 

CLIENT STEPS 
AGENCY  
ACTIONS 

FEES TO BE 
PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, get 
checklist of 
requirements and 
Application Forms 
and submit complete 
required documents. 

1.1. Give the 
Logbook and 
provide pen to the 
client                                         
1.2. Give Checklist 
of Requirements 
and Application 
Forms  

1.3. Receive the 
documents and 
check 
compliance to 
requirements 

None 1 hour 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 

1.4. Evaluate the 
submitted 
documents and 
Assess the fees 
and charges 

Assessment 
of  fees 

computed 
based on the 

National 
Building 

Code of the 
Philippines 
Presidential 
Decree 1096 
 (see table 

below) 

1 hour 
Municipal Engineer/ 

Building Official 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 
Treasurer’s Office 
for the Payment of 
Fees and Charges 
and secure the 
Official Receipt and 
submit Official 
Receipt to Municipal 
Engineering Office/ 
Office of the Building 

2.1. Prepare and 
issue Payment 
Slip to the client 

None 15 minutes 
Municipal Engineer/ 

Building Official 
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Official for issuance 
of Building Permit 
Number and 
endorsement to 
Bureau of Fire for 
issuance of Fire 
Safety Evaluation 
Clearance. 

 

2.2. Accept the 
payment based 
on the Payment 
Slip and issue 
Official Receipt 

As per 
Payment Slip 

15 minutes 
Municipal 

Treasurer’s Office 
Staff 

 

2.3. Receipt of 
Official Receipt 
and assign 
Building Permit 
Number 

None 10 minutes 
Municipal Engineer/ 

Building Official 

 

2.4. Enter Official 
Receipt Number 
in designated 
forms 

None 20 minutes 
MEO / OBO Staff 

Engineer II 

 

2.5. Issue 
Endorsement 
Letter to the 
client to proceed 
to the Bureau of 
Fire Protection 
for the issuance 
of Fire Safety 
Evaluation 
Clearance 

None 10 minutes 
Municipal Engineer/ 

Building Official 
Engineer II 

 

2.6. Received/ 
evaluate/ assess 
payments/ 
issued Fire 
Safety 
Evaluation 
Clearance 

As per 
Payment Slip 

1 day BFP Staff 

3. Return to Municipal 
Engineering Office/ 
Office of the Building 
Official and submit all 
the completed 
required documents 
with Fire Safety 
Evaluation Clearance 
for the approval and 
received 2 copies of 
approved Building 
Permit documents 

3.1. Approved 
the Building 
Permit 
Application 

None 20 minutes 
Municipal Engineer/ 

Building Official 

TOTAL  
1 Working 
Day, and 4 

Hours 
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3.B ISSUANCE OF BUILDING PERMIT (Complex) 

Service Name: Issuance of Building Permit 

Description of the 
Service: 

Issuance of a Building Permit authorizes individuals or entities to begin 
construction, erection, addition, alteration, renovation, demolition, 
conversion, repair, moving, or raising of accessory building structures. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: Complex 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Building Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. Technical Documents  

Five (5) sets of plans prepared, signed and 
sealed over the printed names of the duly 
licensed and registered professionals (As 
required per type of Project):  

Architectural Plans Licensed Architect 

Fire and Life Safety Master Plan Licensed Architect 

Structural Plans Licensed Civil Engineer 

Sanitary/ Plumbing Plans 
Licensed Sanitary Engineer/ Master 
Plumber 

Electrical Plans Licensed Professional Electrical Engineer 

Mechanical Plans Licensed Mechanical Engineer 

Electronics Plans Licensed Electronics Engineer 

Five (5) copies of updated Professional Tax 
Receipt and Professional Regulations 
Commission Identification Card of the 
Designing Professional on all signatory 
Engineers/ Architect to the Application 
Forms and Plans 

Licensed Designing Professionals 

B. Legal Documents  

Five (5) copies of Title of Property (Transfer 
Certificate of Title)/ Notarized Copy of 
Contract of Sale/ Absolute Deed of Sale/ 
Contract of Lease/ Affidavit of Consent (If 
the applicant is not registered owner of the 
lot)  

Municipal Assessors' Office/ Land Owner/ 
Law Office 

Five (5) copies of Tax Declaration Municipal Assessors' Office 

Five (5) copies of Tax Clearance Municipal Treasurer's Office 

Five (5) copies of Valid ID of the Applicant Applicant 

Five (5) copies of Special Power of Attorney 
(If processed by a representative) 

Law Office 

C. Clearances  

Five (5) copies of Barangay Clearance/ 
Barangay Certification (Purpose for Building 

Barangay Hall where Applicant’s structure/ 
building is located 
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Permit Application and certifying further that 
the lot has no conflict or claims) 

Five (5) copies of Zoning/ Locational 
Clearance (MPDC/ Zoning Administrator) 

MPDC Office 

DPWH Clearance (If along National 
Highway/ Provincial Road) 

DPWH 3rd District 

Fire Safety Evaluation Clearance (FSEC) Bureau of Fire Protection Station 

ECC or CNC from DENR (If the structure is 
hospital, shopping mall, school, 
condominium, gas station, piggery, rice mill, 
and other projects with Environmental 
Impact) 

DENR 

PAMB Clearance (If building/ structure is 
located within protected areas) 

DENR 

D. Supporting Documents  

Five (5) copies of Specifications (Signed 
and sealed by the designer) 

Licensed Civil Engineer / Architect 

Five (5) copies Bill of Materials/ Cost 
Estimates (Signed and sealed by the 
designer) 

Licensed Civil Engineer / Architect 

Five (5) copies of Duly accomplished 
application forms for Building Permit as 
specified (Signed and sealed by Licensed 
Designing Professionals) 

Applicant 

Five (5) copies of Structural Analysis and 
Design Computation for Building/ Structure 
2 storey and Above (Signed and sealed by 
the designer) 

Structural Engineer 

Five (5) copies of Geotechnical/ Soil Boring 
Test for Building/ Structure 3 storey and 
Above (Signed and sealed by the designer) 

Geotechnical Engineer 

Five (5) copies of Community Tax 
Certificate (CEDULA) 

Applicant 

Expanded Envelope (Long) Applicant 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, get 
checklist of 
requirements and 
Application Forms 
and submit 
complete required 
documents. 

1.1. Give the Logbook 
and provide pen to the 
client                                         
1.2. Give Checklist of 
Requirements and 
Application Forms  

1.3. Receive the 
documents and 
check compliance 
to requirements 

None 2 hours 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 
1.4. Conduct site 
inspection 

None 3 days 

Municipal Engineer/ 
Building Official 

Engineer II 
Planning Officer II 

Administrative Aide 
V 

 
1.5. Evaluate the 
submitted 

Assessm
ent of  

2 days, 2 hours 
Municipal Engineer/ 

Building Official 
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documents and 
Assess the fees 
and charges 

fees 
compute
d based 
on the 

National 
Building 
Code of 

the 
Philippine

s 
President

ial 
Decree 
1096 
(see 
table 

below) 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 
Treasurer’s Office 
for the Payment 
of Fees and 
Charges and 
secure the Official 
Receipt and 
submit Official 
Receipt to 
Municipal 
Engineering 
Office/ Office of 
the Building 
Official for 
issuance of 
Building Permit 
Number and 
endorsement to 
Bureau of Fire for 
issuance of Fire 
Safety Evaluation 
Clearance. 

2.1. Prepare and 
issue Payment Slip 
to the client 

None 15 minutes 
Municipal Engineer/ 

Building Official 

 

2.2. Accept the 
payment based on 
the Payment Slip 
and issue Official 
Receipt 

As per 
Payment 

Slip 
15 minutes 

Municipal 
Treasurer’s Office 

Staff 

 

2.3. Receipt of 
Official Receipt and 
assign Building 
Permit Number 

None 10 minutes 
Municipal Engineer/ 

Building Official 

 
2.4. Enter Official 
Receipt Number in 
designated forms 

None 20 minutes 
MEO / OBO Staff 

Engineer II 
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2.5. Issue 
Endorsement Letter 
to the client to 
proceed to the 
Bureau of Fire 
Protection for the 
issuance of Fire 
Safety Evaluation 
Clearance 

None 10 minutes 
Municipal Engineer/ 

Building Official 
Engineer II 

 

2.6. Received/ 
evaluate/ assess 
payments/ issued 
Fire Safety 
Evaluation 
Clearance 

As per 
Payment 

Slip 
1 day BFP Staff 

3. Return to 
Municipal 
Engineering 
Office/ Office of 
the Building 
Official and 
submit all the 
completed 
required 
documents with 
Fire Safety 
Evaluation 
Clearance for the 
approval and 
received 2 copies 
of approved  

3.1. Approved the 
Building Permit 
Application 

None 20 mins. 
Municipal Engineer/ 

Building Official 

Building Permit 
documents 

3.2. Segregate and 
release the building 
permit documents 
to the applicant/ 
owner 

None 1 hour 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

TOTAL    

 

3.C. ISSUANCE OF BUILDING PERMIT (Highly Technical) 

Service Name: Issuance of Building Permit 

Description of the 
Service: 

Issuance of a Building Permit authorizes individuals or entities to begin 
construction, erection, addition, alteration, renovation, demolition, 
conversion, repair, moving, or raising of accessory building structures. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Type of Transaction: Building Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
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on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 

Who may avail:  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. Technical Documents  

Five (5) sets of plans prepared, signed and 
sealed over the printed names of the duly 
licensed and registered professionals (As 
required per type of Project):  

Architectural Plans Licensed Architect 

Fire and Life Safety Master Plan Licensed Architect 

Structural Plans Licensed Civil Engineer 

Sanitary/ Plumbing Plans 
Licensed Sanitary Engineer/ Master 
Plumber 

Electrical Plans Licensed Professional Electrical Engineer 

Mechanical Plans Licensed Mechanical Engineer 

Electronics Plans Licensed Electronics Engineer 

Five (5) copies of updated Professional Tax 
Receipt and Professional Regulations 
Commission Identification Card of the 
Designing Professional on all signatory 
Engineers/ Architect to the Application 
Forms and Plans 

Licensed Designing Professionals 

B. Legal Documents  

Five (5) copies of Title of Property (Transfer 
Certificate of Title)/ Notarized Copy of 
Contract of Sale/ Absolute Deed of Sale/ 
Contract of Lease/ Affidavit of Consent (If 
the applicant is not registered owner of the 
lot)  

Municipal Assessors' Office/ Land Owner/ 
Law Office 

Five (5) copies of Tax Declaration Municipal Assessors' Office 

Five (5) copies of Tax Clearance Municipal Treasurer's Office 

Five (5) copies of Valid ID of the Applicant Applicant 

Five (5) copies of Special Power of Attorney 
(If processed by a representative) 

Law Office 

C. Clearances  

Five (5) copies of Barangay Clearance/ 
Barangay Certification (Purpose for Building 
Permit Application and certifying further that 
the lot has no conflict or claims) 

Barangay Hall where Applicant’s structure/ 
building is located 

Five (5) copies of Zoning/ Locational 
Clearance (MPDC/ Zoning Administrator) 

MPDC Office 

DPWH Clearance (If along National 
Highway/ Provincial Road) 

DPWH 3rd District 

Fire Safety Evaluation Clearance (FSEC) Bureau of Fire Protection Station 

ECC or CNC from DENR (If the structure is 
hospital, shopping mall, school, 
condominium, gas station, piggery, rice mill, 
and other projects with Environmental 
Impact) 

DENR 
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PAMB Clearance (If building/ structure is 
located within protected areas) 

DENR 

D. Supporting Documents  

Five (5) copies of Specifications (Signed 
and sealed by the designer) 

Licensed Civil Engineer / Architect 

Five (5) copies Bill of Materials/ Cost 
Estimates (Signed and sealed by the 
designer) 

Licensed Civil Engineer / Architect 

Five (5) copies of Duly accomplished 
application forms for Building Permit as 
specified (Signed and sealed by Licensed 
Designing Professionals) 

Applicant 

Five (5) copies of Duly accomplished 
application forms for Building Permit as 
specified (Signed and sealed by Licensed 
Designing Professionals) 

Structural Engineer 

Five (5) copies of Structural Analysis and 
Design Computation for Building/ Structure 
2 storey and Above (Signed and sealed by 
the designer) 

Geotechnical Engineer 

Five (5) copies of Community Tax Certificate 
(CEDULA) 

Applicant 

Expanded Envelope (Long) Applicant 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, get 
checklist of 
requirements and 
Application Forms 
and submit 
complete required 
documents. 

1.1. Give the Logbook 
and provide pen to the 
client                                         
1.2. Give Checklist of 
Requirements and 
Application Forms  

1.3. Receive the 
documents and 
check compliance 
to requirements 

None 3 hours 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 
1.4. Conduct site 
inspection 

None 10 days 

Municipal Engineer/ 
Building Official 

Engineer II 
Planning Officer II 

Administrative Aide 
V 

 

1.5. Evaluate the 
submitted 
documents and 
Assess the fees 
and charges 

Assessm
ent of  
fees 

compute
d based 
on the 

National 
Building 
Code of  

3 days 
Municipal Engineer/ 

Building Official 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 

2.1. Prepare and 
issue Payment Slip 
to the client 

None 15 minutes 
Municipal Engineer/ 

Building Official 
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Treasurer’s Office 
for the Payment 
of Fees and 
Charges and 
secure the Official 
Receipt and 
submit Official 
Receipt to 
Municipal 
Engineering 
Office/ Office of 
the Building 
Official for 
issuance of 
Building Permit 
Number and 
endorsement to 
Bureau of Fire for 
issuance of Fire 
Safety Evaluation 
Clearance. 

 

2.2. Accept the 
payment based on 
the Payment Slip 
and issue Official 
Receipt 

As per 
Payment 

Slip 
15 minutes 

Municipal 
Treasurer’s Office 

Staff 

 

2.3. Receipt of 
Official Receipt and 
assign Building 
Permit Number 

None 10 minutes 
Municipal Engineer/ 

Building Official 

 
2.4. Enter Official 
Receipt Number in 
designated forms 

None 20 minutes 
MEO / OBO Staff 

Engineer II 

 

2.5. Issue 
Endorsement Letter 
to the client to 
proceed to the 
Bureau of Fire 
Protection for the 
issuance of Fire 
Safety Evaluation 
Clearance 

None 10 minutes 
Municipal Engineer/ 

Building Official 
Engineer II 

 

2.6. Received/ 
evaluate/ assess 
payments/ issued 
Fire Safety 
Evaluation 
Clearance 

As per 
Payment 

Slip 
3 days BFP Staff 

3. Return to 
Municipal 
Engineering 
Office/ Office of 
the Building 
Official and 

3.1. Approved the 
Building Permit 
Application 

None 20 minutes 
Municipal Engineer/ 

Building Official 
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submit all the 
completed 
required 
documents with 
Fire Safety 
Evaluation 
Clearance for the 
approval and 
received 2 copies 
of approved 
Building Permit 
documents 

 
3.2. Segregate and 
release the building 
permit documents 
to the applicant/ 
owner 

None 3 hours 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

TOTAL  

16 Workings 
Days, 7 hours, 

and 30 
minutes 

 

 

4. ISSUANCE OF CERTIFICATE OF FINAL ELECTRICAL INSPECTION/ COMPLETION 

Service Name: Issuance of Certificate of Final Electrical Inspection/ Completion 

Description of the 
Service: 

A Certificate of Final Electrical Inspection/ Completion will be issued to 
the applicant as requirement for the installation of power lines to a 
building/structure and certifies the completeness of the installation of all 
electrical wirings in compliance with the new Electrical Code of the 
Philippines. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: Simple 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Building Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

One (1) Copy of Approved Building Permit 
Documents 

Applicant 

Four (4) Copies of Certificate of Final 
Electrical Inspection Form (Signed and 
sealed by Licensed Professional Electrical 
Engineer) 

Municipal Engineering Office (MEO)/ 
Office of the Building Official (OBO) 

Electrician's Report Authorized BOHECO Electrician 
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CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, get 
checklist of 
requirements and 
Certificate of Final 
Electrical 
Inspection Form 
and submit 
complete required 
documents. 

1.1. Give the Logbook 
and provide pen to the 
client                                         
1.2. Give Checklist of 
Requirements and 
Certificate of Final 
Electrical Inspection/ 
Completion Form 

1.3. Receive the 
documents and 
check compliance 
to requirements 

None 30 minutes 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 1.4. Review the 
submitted 
documents and set 
schedule for 
building inspection 

None 30 minutes 
Municipal Engineer/ 

Building Official 

 1.5. Conduct site 
inspection 

None 2 days 
Municipal Chief 

Electrician 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 
Treasurer’s Office 
for the Payment 
and secure the 
Official Receipt 
and submit 
Official Receipt to 
Municipal 
Engineering 
Office/ Office of 
the Building 
Official for 
issuance of 
Certificate of Final 
Electrical 
Inspection/ 
Completion 

2.1. Prepare and 
issue Payment Slip 
to the client 

None 15 minutes 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 2.2. Accept the 
payment based on 
the Payment Slip 
and issue Official 
Receipt 

Certificati
on Fee- 
₱150.00 

15 minutes 
Municipal 

Treasurer’s Office 
Staff 

 2.3. Receipt of 
Official Receipt and 
Enter Official 
Receipt Number in 
Certificate of Final 
Electrical 
Inspection/ 
Completion  forms 

None 15 minutes 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 
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3. Claim the 
approved 
Certificate of Final 
Electrical 
Inspection/ 
Completion and 
Endorsement 
Letter  to proceed 
to the Bureau of 
Fire Protection for 
the issuance of 
Fire Safety 
Evaluation 
Certificate 

3.1 Issue and 
release the 
approved 
Certificate of Final 
Electrical 
Inspection/ 
Completion and  
Endorsement Letter 
to the client to 
proceed to the 
Bureau of Fire 
Protection for the 
issuance of Fire 
Safety Evaluation 
Certificate 

None 15 minutes 
Municipal Engineer/ 

Building Official 

TOTAL    

 

5.A. ISSUANCE OF CERTIFICATE OCCUPANCY (Simple) 

Service Name: Issuance of Certificate Occupancy 

Description of the 
Service: 

A Certificate of Occupancy is required before any building or structure is 
used or occupied. It is usually secured after the completion of a structure. 
It is also required if there is any changes in the existing use or occupancy 
classification of a building, structure or any portion thereof. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: Simple 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
 G2G (for government service whose client is a government employee 
or another government agency) 

Who may avail: Building Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

One (1) copy of Application Form 
Municipal Engineering Office (MEO)/ 
Office of the Building Official (OBO) 

Two (2) copies of Notarized Certificate of 
Completion with signed and sealed by the 
respective professionals 

Building Owner/ Applicant 

One (1) copy of Approved Building Permit 
Documents 

Building Owner/ Applicant 

Daily Construction Work Logbook Building Owner/ Applicant 

One (1) copy of Fire Safety Issuance 
Certificate 

Bureau of Fire Protection Station 

Three (3) copies of As – Built Plans, duly 
signed and sealed by the respective 
professionals (If there are revisions to the 
original building plans) 

Licensed Civil Engineer / Architect 
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Three (3) copies of Specifications, duly 
signed and sealed by the respective 
professionals (If there are revisions to the 
original building plans) 

Licensed Civil Engineer / Architect 

Three (3) copies of Bill of Materials/ Cost 
Estimates, duly signed and sealed by the 
respective professionals (If there are 
revisions to the original building plans) 

Licensed Civil Engineer / Architect 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, get 
checklist of 
requirements and 
Application Forms 
and submit complete 
required documents. 

1.1. Give the Logbook 
and provide pen to the 
client                                         
1.2. Give Checklist of 
Requirements and 
Application Forms  
1.3. Receive the 
documents and check 
compliance to 
requirements 
 

None 30 minutes  

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 1.4. Review the 
submitted documents 
and set schedule for 
building inspection 

None 30 minutes 

Municipal Engineer/ 
Building Official 

Engineer II 
 

 1.5. Conduct site 
inspection 

None 1 day 

Municipal Engineer/ 
Building Official 

Engineer II 
Planning Officer II 

Administrative Aide 
V 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 
Treasurer’s Office for 
the Payment and 
secure the Official 
Receipt and submit 
Official Receipt to 
Municipal 
Engineering Office/ 
Office of the Building 
Official for issuance 
of Certificate of 
Occupancy 

2.1. Prepare and issue 
Payment Slip to the 
client 

None 15 minutes 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 2.2. Accept the 
payment based on the 
Payment Slip and 
issue Official Receipt 

Certificati
on Fee- 
₱150.00 

15 minutes 
Municipal 

Treasurer’s Office 
Staff 

 2.3. Receipt of Official 
Receipt and assign 
Certificate of 
Occupancy Number 

None 15 minutes 
Municipal 

Engineering Office/ 
Office of the 
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Building Official 
Staff 

Engineer II 

3. Claim the 
approved Certificate 
of Occupancy 

3.1 Issue and release 
the approved 
Certificate of 
Occupancy 

None 15 minutes 
Municipal Engineer/ 

Building Official 

TOTAL    

 

5.B. ISSUANCE OF CERTIFICATE OCCUPANCY (COMPLEX) 

Service Name: Issuance of Certificate Occupancy (Complex) 

Description of the 
Service: 

A Certificate of Occupancy is required before any building or structure is 
used or occupied. It is usually secured after the completion of a structure. 
It is also required if there is any changes in the existing use or occupancy 
classification of a building, structure or any portion thereof. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: Complex 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
 G2G (for government service whose client is a government employee 
or another government agency) 

Who may avail: Building Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

One (1) copy of Application Form 
Municipal Engineering Office (MEO)/ 
Office of the Building Official (OBO) 

Two (2) copies of Notarized Certificate of 
Completion with signed and sealed by the 
respective professionals 

Building Owner/ Applicant 

One (1) copy of Approved Building Permit 
Documents 

Building Owner/ Applicant 

Daily Construction Work Logbook Building Owner/ Applicant 

One (1) copy of Fire Safety Issuance 
Certificate 

Bureau of Fire Protection Station 

Three (3) copies of As – Built Plans, duly 
signed and sealed by the respective 
professionals (If there are revisions to the 
original building plans) 

Licensed Civil Engineer / Architect 

Three (3) copies of Specifications, duly 
signed and sealed by the respective 
professionals (If there are revisions to the 
original building plans) 

Licensed Civil Engineer / Architect 

Three (3) copies of Bill of Materials/ Cost 
Estimates, duly signed and sealed by the 
respective professionals (If there are 
revisions to the original building plans) 

Licensed Civil Engineer / Architect 
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CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, get 
checklist of 
requirements and 
Application Forms 
and submit 
complete required 
documents. 

1.1. Give the Logbook 
and provide pen to the 
client                                         
1.2. Give Checklist of 
Requirements and 
Application Forms  
1.3. Receive the 
documents and check 
compliance to 
requirements 

 

None 45 minutes  

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 1.4. Review the 
submitted 
documents and set 
schedule for 
building inspection 

None 30 minutes 

Municipal Engineer/ 
Building Official 

Engineer II 
 

 1.5. Conduct site 
inspection 

None 5 days 

Municipal Engineer/ 
Building Official 

Engineer II 
Planning Officer II 

Administrative Aide 
V 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 
Treasurer’s Office for 
the Payment and 
secure the Official 
Receipt and submit 
Official Receipt to 
Municipal 
Engineering Office/ 
Office of the Building 
Official for issuance 
of Certificate of 
Occupancy 

  

2.1. Prepare and 
issue Payment Slip 
to the client 

None 15 minutes 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 2.2. Accept the 
payment based on 
the Payment Slip 
and issue Official 
Receipt 

Certificati
on Fee- 
₱150.00 

15 minutes 
Municipal 

Treasurer’s Office 
Staff 

 2.3. Receipt of 
Official Receipt and 
assign Certificate of 
Occupancy Number 

None 25 minutes 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

3. Claim the 
approved 

3.1 Issue and 
release the 
approved 

None 15 minutes 
Municipal Engineer/ 

Building Official 
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Certificate of 
Occupancy 

Certificate of 
Occupancy 

TOTAL  

5 Working 
Days, 2 hours, 

and 25 
minutes 

 

 

5.C. ISSUANCE OF CERTIFICATE OCCUPANCY (Highly Technical) 

Service Name: Issuance of Certificate Occupancy 

Description of the 
Service: 

A Certificate of Occupancy is required before any building or structure is 
used or occupied. It is usually secured after the completion of a structure. 
It is also required if there is any changes in the existing use or occupancy 
classification of a building, structure or any portion thereof. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: Highly Technical 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
 G2G (for government service whose client is a government employee 
or another government agency) 

Who may avail: Building Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

One (1) copy of Application Form 
Municipal Engineering Office (MEO)/ 
Office of the Building Official (OBO) 

Two (2) copies of Notarized Certificate of 
Completion with signed and sealed by the 
respective professionals 

Building Owner/ Applicant 

One (1) copy of Approved Building Permit 
Documents 

Building Owner/ Applicant 

Daily Construction Work Logbook Building Owner/ Applicant 

One (1) copy of Fire Safety Issuance 
Certificate 

Bureau of Fire Protection Station 

Three (3) copies of As – Built Plans, duly 
signed and sealed by the respective 
professionals (If there are revisions to the 
original building plans) 

Licensed Civil Engineer / Architect 

Three (3) copies of Specifications, duly 
signed and sealed by the respective 
professionals (If there are revisions to the 
original building plans) 

Licensed Civil Engineer / Architect 

Three (3) copies of Bill of Materials/ Cost 
Estimates, duly signed and sealed by the 
respective professionals (If there are 
revisions to the original building plans) 

Licensed Civil Engineer / Architect 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 
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1. Sign- in Client’s 
Logbook, get 
checklist of 
requirements and 
Application Forms 
and submit 
complete required 
documents. 

1.1. Give the Logbook 
and provide pen to the 
client                                         
1.2. Give Checklist of 
Requirements and 
Application Forms  
1.3. Receive the 
documents and check 
compliance to 
requirements 

None 1 hour  

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 1.4. Review the 
submitted 
documents and set 
schedule for 
building inspection 

None 1 hour 

Municipal Engineer/ 
Building Official 

Engineer II 
 

 1.5. Conduct site 
inspection 

None 10 days 

Municipal Engineer/ 
Building Official 

Engineer II 
Planning Officer II 

Administrative Aide V 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 
Treasurer’s Office for 
the Payment and 
secure the Official 
Receipt and submit 
Official Receipt to 
Municipal 
Engineering Office/ 
Office of the Building 
Official for issuance 
of Certificate of 
Occupancy 

2.1. Prepare and 
issue Payment Slip 
to the client 

None 15 minutes 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 2.2. Accept the 
payment based on 
the Payment Slip 
and issue Official 
Receipt 

Certificati
on Fee- 
₱150.00 

15 minutes 
Municipal 

Treasurer’s Office 
Staff 

 2.3. Receipt of 
Official Receipt and 
assign Certificate of 
Occupancy Number 

None 25 minutes 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

3. Claim the 
approved 
Certificate of 
Occupancy 

3.1 Issue and 
release the 
approved 
Certificate of 
Occupancy 

None 15 minutes 
Municipal Engineer/ 

Building Official 

TOTAL  

10 Working 
Days, 3 hours, 

and 10 
minutes 

 



 

135 
 

6.A. ISSUANCE OF DEMOLITION PERMIT (Simple) 

Service Name: Issuance Of Demolition Permit 

Description of the 
Service: 

This permit is secured prior to the systematic dismantling or destruction 
of building or structure in whole or in part. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: Simple 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Building Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Five (5) copies of Duly Accomplished 
Demolition Permit Form 

Applicant 

Five (5) copies of Title of Property (Transfer 
Certificate of Title)/ Notarized Copy of 
Contract of Sale/ Absolute Deed of Sale/ 
Contract of Lease/ Affidavit of Consent (If 
the applicant is not registered owner of the 
lot)  

Municipal Assessors' Office/ Land Owner/ 
Law Office 

Five (5) copies of Current Real Property Tax 
Receipt Municipal Treasurer's Office 

Five (5) copies of Zoning Clearance Sketch 
Plan of area to be demolished Licensed Architect/ Civil Engineer 

Five (5) copies of updated Professional Tax 
Receipt and Professional Regulations 
Commission Identification Card of the 
Designing Professional on all signatory 
Engineers/ Architect to the Application 
Forms and Plans 

Licensed Architect/ Civil Engineer 

Five (5) copies of Special Power of Attorney 
(If processed by a representative) 

Law Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, get checklist 
of requirements and 
Demolition Permit 
Form and submit 
complete required 
documents. 

1.1. Give the 
Logbook and provide 
pen to the client                                         
1.2. Give Checklist of 
Requirements and 
Demolition Permit 
Form  
1.3. Receive the 
documents and 
check compliance to 
requirements 

None 1 hour 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 
1.4. Evaluate the 
submitted 

Assessment 
of  fees 

1 hour 
Municipal Engineer/ 

Building Official 
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documents and 
Assess the fees and 
charges 

computed 
based on the 

National 
Building 

Code of the 
Philippines 
Presidential 
Decree 1096 

(see table 
below) 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 
Treasurer’s Office 
for the Payment of 
Fees and Charges 
and secure the 
Official Receipt and 
submit Official 
Receipt to Municipal 
Engineering Office/ 
Office of the 
Building Official for 
issuance of 
Demolition Permit 
Number  

2.1. Prepare and 
issue Payment 
Slip to the client 

None 15 minutes 
Municipal Engineer/ 

Building Official 

 

2.2. Accept the 
payment based 
on the Payment 
Slip and issue 
Official Receipt 

As per 
Payment 

Slip 
15 minutes 

Municipal 
Treasurer’s Office 

Staff 

 

2.3. Receipt of 
Official Receipt 
and assign 
Demolition Permit 
Number 

None 10 minutes 
Municipal Engineer/ 

Building Official 

 

2.4. Enter Official 
Receipt Number 
in designated 
forms 

None 20 minutes 
MEO / OBO Staff 

Engineer II 

3. Received 2 
copies of approved 
Demolition Permit 
documents 

3.1. Approved the 
Demolition Permit 
Application 

None 20 minutes 
Municipal Engineer/ 

Building Official 

 

3.2. Segregate 
and release the 
demolition permit 
documents to the 
applicant/ owner 

None 30 minutes 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

TOTAL  
3 hours, 
and 50 

minutes 
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6.B. ISSUANCE OF DEMOLITION PERMIT (COMPLEX) 

Service Name: Issuance Of Demolition Permit (Complex) 

Description of the 
Service: 

This permit is secured prior to the systematic dismantling or destruction 
of building or structure in whole or in part. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: Complex 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Lot Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Five (5) copies of Duly Accomplished 
Demolition Permit Form 

Applicant 

Five (5) copies of Title of Property (Transfer 
Certificate of Title)/ Notarized Copy of 
Contract of Sale/ Absolute Deed of Sale/ 
Contract of Lease/ Affidavit of Consent (If 
the applicant is not registered owner of the 
lot)  

Municipal Assessors' Office/ Land Owner/ 
Law Office 

Five (5) copies of Current Real Property Tax 
Receipt Municipal Treasurer's Office 

Five (5) copies of Zoning Clearance Sketch 
Plan of area to be demolished Licensed Architect/ Civil Engineer 

Five (5) copies of updated Professional Tax 
Receipt and Professional Regulations 
Commission Identification Card of the 
Designing Professional on all signatory 
Engineers/ Architect to the Application 
Forms and Plans 

Licensed Architect/ Civil Engineer 

Five (5) copies of Special Power of Attorney 
(If processed by a representative) 

Law Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, get 
checklist of 
requirements and 
Demolition Permit 
Form and submit 
complete required 
documents. 

1.1. Give the Logbook 
and provide pen to the 
client                                          
1.2. Give Checklist of 
Requirements and 
Demolition Permit 
Form  

 

None 2 hours 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 1.3. Receive the 
documents and 
check compliance 
to requirements 
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1.4. Conduct site 
inspection 

None 3 days 

Municipal Engineer/ 
Building Official 

Engineer II 
Planning Officer II 

Administrative Aide 
V 

 

1.5. Evaluate the 
submitted 
documents and 
Assess the fees 
and charges 

Assessment 
of  fees 

computed 
based on the 

National 
Building 

Code of the 
Philippines 
Presidential 
Decree 1096 

(see table 
below) 

2 days, 2 
hours 

Municipal Engineer/ 
Building Official 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 
Treasurer’s Office 
for the Payment 
of Fees and 
Charges and 
secure the Official 
Receipt and 
submit Official 
Receipt to 
Municipal 
Engineering 
Office/ Office of 
the Building 
Official for 
issuance of 
Demolition Permit 
Number  

2.1. Prepare and 
issue Payment Slip 
to the client 

None 15 mins. 
Municipal Engineer/ 

Building Official 

 

2.2. Accept the 
payment based on 
the Payment Slip 
and issue Official 
Receipt 

As per 
Payment 

Slip 
15 mins. 

Municipal 
Treasurer’s Office 

Staff 

 

2.3. Receipt of 
Official Receipt and 
assign Demolition 
Permit Number 

None 10 mins. 
Municipal Engineer/ 

Building Official 

 
2.4. Enter Official 
Receipt Number in 
designated forms 

None 20 mins. 
MEO / OBO Staff 

Engineer II 

3. Received 2 
copies of 
approved 

3.1. Approved the 
Demolition Permit 
Application 

None 20 mins. 
Municipal Engineer/ 

Building Official 
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Demolition Permit 
documents 

 

3.2. Segregate and 
release the 
demolition permit 
documents to the 
applicant/ owner 

None 1 hour 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

TOTAL  

5 Working 
days, 4 

hours, and 
22 minutes 

 

 

7.A. ISSUANCE OF EXCAVATION AND GROUND PREPARATION PERMIT (Simple) 

Service Name: Issuance of Excavation and Ground Preparation Permit 

Description of the 
Service: 

This permit is issued to authorize individuals, contractors, or 
organizations to conduct excavation works within the jurisdiction of the 
municipality. This permit covers activities such as trenching, digging, or 
boring for the installation of utilities, drainage systems, driveways, or 
other infrastructure-related projects. Excavations involving structural 
works or affecting public property require an Excavation and Ground 
Preparation Permit. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: Simple 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Building Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Five (5) copies of Duly Accomplished 
Excavation Permit Form 

Applicant 

Five (5) copies of Title of Property (Transfer 
Certificate of Title)/ Notarized Copy of 
Contract of Sale/ Absolute Deed of Sale/ 
Contract of  

Municipal Assessors' Office/ Land Owner/ 
Law Office 

Lease/ Affidavit of Consent (If the applicant 
is not registered owner of the lot) 

 

Five (5) copies of Current Real Property Tax 
Receipt Municipal Treasurer's Office 

Five (5) copies of Tax Clearance Municipal Treasurer's Office 

Five (5) sets of structural plans prepared, 
signed and sealed over the printed name of 
the duly licensed and registered 
professional 

Licensed Civil Engineer / Architect 
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Five (5) copies of updated Professional Tax 
Receipt and Professional Regulations 
Commission Identification Card of the 
Designing Professional on all signatory of 
Engineers to the Application Forms and 
Plans 

Licensed Civil Engineer / Architect 

Five (5) copies Bill of Materials/ Cost 
Estimates (Signed and sealed by the 
designer) 

Licensed Civil Engineer / Architect 

Five (5) copies of Barangay Clearance/ 
Barangay Certification (Purpose for Building 
Permit Application and certifying further that 
the lot has no conflict or claims) 

Barangay Hall where Applicant’s structure/ 
building is located 

Five (5) copies of Zoning/ Locational 
Clearance (MPDC/ Zoning Administrator) 

MPDC Office 

Five (5) copies of Special Power of Attorney 
(If processed by a representative) 

Law Office 

Five (5) copies of Community Tax Certificate 
(CEDULA) 

Applicant 

Expanded Envelope (Long) Applicant 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSE
D TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, get 
checklist of 
requirements and 
Excavation Permit 
Form and submit 
complete required 
documents. 

1.1. Give the Logbook 
and provide pen to the 
client                                          
 
1.2. Give Checklist of 
Requirements and 
Excavation Permit 
Form  
 
1.3. Receive the 
documents and check 
compliance to 
requirements 

None 1 hour 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

 

1.4. Evaluate the 
submitted documents 
and Assess the fees 
and charges 

Assessme
nt of  fees 
computed 
based on 

the 
National  
Building 
Code of 

the 
Philippines 
Presidentia

l Decree 
1096 

(see table 
below) 

1 hour 
Municipal Engineer/ 

Building Official 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 

2.1. Prepare and 
issue Payment Slip 
to the client 

None 15 mins. 
Municipal Engineer/ 

Building Official 
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Treasurer’s Office 
for the Payment 
of Fees and 
Charges and 
secure the Official 
Receipt and 
submit Official 
Receipt to 
Municipal 
Engineering 
Office/ Office of 
the Building 
Official for 
issuance of 
Excavation Permit 
Number 

 

2.2. Accept the 
payment based on 
the Payment Slip 
and issue Official 
Receipt 

As per 
Payment 

Slip 
15 minutes 

Municipal 
Treasurer’s Office 

Staff 

 

2.3. Receipt of 
Official Receipt and 
assign Excavation 
Permit Number 

None 10 minutes 
Municipal Engineer/ 

Building Official 

 
2.4. Enter Official 
Receipt Number in 
designated forms 

None 20 minutes 
MEO / OBO Staff 

Engineer II 

3. Received 2 
copies of 
approved 
Excavation Permit 
documents 

3.1. Approved the 
Excavation Permit 
Application 

None 20 minutes 
Municipal Engineer/ 

Building Official 

 

3.2. Segregate and 
release the 
excavation permit 
documents to the 
applicant/ owner 

None 30 minutes 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer II 

TOTAL  
3 hours, and 
50 minutes 

 

 

7.B. ISSUANCE OF EXCAVATION AND GROUND PREPARATION PERMIT 

Service Name: Issuance of Excavation and Ground Preparation Permit 

Description of the 
Service: 

This permit is issued to authorize individuals, contractors, or 
organizations to conduct excavation works within the jurisdiction of the 
municipality. This permit covers activities such as trenching, digging, or 
boring for the installation of utilities, drainage systems, driveways, or other 
infrastructure-related projects. Excavations involving structural works or 
affecting public property require an Excavation and Ground Preparation 
Permit. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 
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Classification: Complex 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Lot Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Five (5) copies of Duly Accomplished 
Excavation Permit Form 

Applicant 

Five (5) copies of Title of Property (Transfer 
Certificate of Title)/ Notarized Copy of 
Contract  

of Sale/ Absolute Deed of Sale/ Contract of 
Lease/ Affidavit of Consent (If the applicant 
is not registered owner of the lot) 

Municipal Assessors' Office/ Land Owner/ 
Law Office 

Five (5) copies of Current Real Property Tax 
Receipt Municipal Treasurer's Office 

Five (5) copies of Tax Clearance Municipal Treasurer's Office 

Five (5) sets of structural plans prepared, 
signed and sealed over the printed name of 
the duly licensed and registered 
professional 

Licensed Civil Engineer / Architect 

Five (5) copies of updated Professional Tax 
Receipt and Professional Regulations 
Commission Identification Card of the 
Designing Professional on all signatory of 
Engineers to the Application Forms and 
Plans 

Licensed Civil Engineer / Architect 

Five (5) copies Bill of Materials/ Cost 
Estimates (Signed and sealed by the 
designer) 

Licensed Civil Engineer / Architect 

Five (5) copies of Barangay Clearance/ 
Barangay Certification (Purpose for Building 
Permit Application and certifying further that 
the lot has no conflict or claims) 

Barangay Hall where Applicant’s structure/ 
building is located 

Five (5) copies of Zoning/ Locational 
Clearance (MPDC/ Zoning Administrator) 

MPDC Office 

Five (5) copies of Special Power of Attorney 
(If processed by a representative) 

Law Office 

Five (5) copies of Community Tax Certificate 
(CEDULA) 

Applicant 

Expanded Envelope (Long) Applicant 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSE
D TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, get 
checklist of 
requirements and 

1.1. Give the Logbook 
and provide pen to the 
client                                         
1.2. Give Checklist of 

None 2 hours 
Municipal 

Engineering Office/ 
Office of the 
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Excavation Permit 
Form and submit 
complete required 
documents. 

Requirements and 
Excavation Permit 
Form  

1.3. Receive the 
documents and 
check compliance 
to requirements 

Building Official 
Staff 

Engineer II 

 
1.4. Conduct site 
inspection 

None 3 days 

Municipal Engineer/ 
Building Official 

Engineer II 
Planning Officer II 

Administrative Aide 
V 

 

1.5. Evaluate the 
submitted 
documents and 
Assess the fees 
and charges 

Assessment 
of  fees 

computed 
based on 

the National 
Building 

Code of the 
Philippines 
Presidential 

Decree 
1096 

(see table 
below) 

2 days, 2 
hours 

Municipal Engineer/ 
Building Official 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 
Treasurer’s Office 
for the Payment 
of Fees and 
Charges and 
secure the Official 
Receipt and 
submit Official 
Receipt to 
Municipal 
Engineering 
Office/ Office of 
the Building 
Official for 
issuance of 
Excavation Permit 
Number 

2.1. Prepare and 
issue Payment Slip 
to the client 

None 15 mins. 
Municipal Engineer/ 

Building Official 

 2.2. Accept the 
payment based on 
the Payment Slip 
and issue Official 
Receipt 

As per 
Payment 

Slip 
15 mins. 

Municipal 
Treasurer’s Office 

Staff 

 2.3. Receipt of 
Official Receipt and 
assign Excavation 
Permit Number 

None 10 mins. 
Municipal Engineer/ 

Building Official 
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 2.4. Enter Official 
Receipt Number in 
designated forms 

None 20 mins. 
MEO / OBO Staff 

Engineer I 

3. Received 2 
copies of 
approved 

Excavation Permit 
documents 

3.1. Approved the 
Excavation Permit 
Application 

None 20 mins. 
Municipal Engineer/ 

Building Official 

 

3.2. Segregate and 
release the 
excavation permit 
documents to the 
applicant/ owner 

None 1 hour 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer I 

TOTAL  

5 Working 
days, 4 

hours, and 
22 minutes 

 

 

8.A. ISSUANCE OF FENCING PERMIT (Simple) 

Service Name: Issuance of Fencing Permit 

Description of the 
Service: 

This permit is issued to authorize individuals, contractors, or 
organizations to conduct excavation works within the jurisdiction of the 
municipality. This permit covers activities such as trenching, digging, or 
boring for the installation of utilities, drainage systems, driveways, or other 
infrastructure-related projects. Excavations involving structural works or 
affecting public property require an Excavation and Ground Preparation 
Permit. 

Office or Division: Municipal Engineering Office (MEO) 

Classification: Simple 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Lot Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Five (5) copies of Duly Accomplished 
Fencing Permit Form 

Applicant 

Five (5) copies of Title of Property (Transfer 
Certificate of Title)/ Notarized Copy of 
Contract of Sale/ Absolute Deed of Sale/ 
Contract of Lease/ Affidavit of Consent (If 
the applicant is not registered owner of the 
lot)  

Municipal Assessors' Office/ Land Owner/ 
Law Office 

Five (5) copies of Tax Declaration Municipal Assessors' Office 

Five (5) copies of Current Real Property Tax 
Receipt Municipal Treasurer's Office 
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Five (5) copies of Special Power of Attorney 
(If processed by a representative) 

Law Office 

Five (5) sets of plans prepared, signed and 
sealed over the printed names of the duly 
licensed and registered professional 
(Architectural or Structural Plan) 

Licensed Architect/ Civil Engineer 

Five (5) copies of updated Professional Tax 
Receipt and Professional Regulations 
Commission Identification Card of the 
Designing Professional on all signatory 
Engineers/ Architect to the Application 
Forms and Plans 

Licensed Architect/ Civil Engineer 

Five (5) copies Bill of Materials/ Cost 
Estimates (Signed and sealed by the 
designer) 

Licensed Architect/ Civil Engineer 

Five (5) copies of Zoning Clearance Sketch 
Plan of Lot showing Lot Boundaries 

Municipal Assessors' Office/ Land Owner 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, get 
checklist of 
requirements and 
Fencing Permit 
Form and submit 
complete required 
documents. 

1.1. Give the Logbook 
and provide pen to the 
client                                         
1.2. Give Checklist of 
Requirements and 
Fencing Permit Form  

1.3. Receive the 
documents and 
check compliance 
to requirements 

None 1 hour 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer I 

 

1.4. Evaluate the 
submitted 
documents and 
Assess the fees 
and charges 

Assessment 
of  fees 

computed 
based on the 

National 
Building 

Code of the 
Philippines 
Presidential 
Decree 1096 

(see table 
below) 

1 hour 
Municipal Engineer/ 

Building Official 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 
Treasurer’s Office 
for the Payment 
of Fees and 
Charges and 
secure the Official 
Receipt and 
submit Official 
Receipt to 
Municipal 

2.1. Prepare and 
issue Payment Slip 
to the client 

None 15 mins. 
Municipal Engineer/ 

Building Official 
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Engineering 
Office/ Office of 
the Building 
Official for 
issuance of 
Fencing Permit 
Number  

 

2.2. Accept the 
payment based on 
the Payment Slip 
and issue Official 
Receipt 

As per 
Payment 

Slip 
15 mins. 

Municipal 
Treasurer’s Office 

Staff 

 

2.3. Receipt of 
Official Receipt and 
assign Fencing 
Permit Number 

None 10 mins. 
Municipal Engineer/ 

Building Official 

 
2.4. Enter Official 
Receipt Number in 
designated forms 

None 20 mins. 
MEO / OBO Staff 

Engineer I 

3. Received 2 
copies of 
approved Fencing 
Permit documents 

3.1. Approved the 
Fencing Permit 
Application 

None 20 mins. 
Municipal Engineer/ 

Building Official 

 

3.2. Segregate and 
release the fencing 
permit documents 
to the applicant/ 
owner 

None 30 mins. 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer I 

TOTAL  
3 hours, 
and 50 

minutes 
 

 

8.B. ISSUANCE OF FENCING PERMIT (Complex) 

Service Name: Issuance of Fencing Permit 

Description of the 
Service: 

This permit is issued to authorize individuals, contractors, or 
organizations to conduct excavation works within the jurisdiction of the 
municipality. This permit covers activities such as trenching, digging, or 
boring for the installation of utilities, drainage systems, driveways, or other 
infrastructure-related projects. Excavations involving structural works or 
affecting public property require an Excavation and Ground Preparation 
Permit. 

Office or Division: Municipal Engineering Office (MEO) 

Classification: Complex 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Lot Owners or their authorized representatives, Contractors or 
Developers hired to execute the project, Architects or Engineers acting 
on behalf of the owner, Government Agencies initiating public 
infrastructure projects, Business Owners constructing or modifying 
commercial establishments 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Five (5) copies of Duly Accomplished Fencing 
Permit Form 

Applicant 

Five (5) copies of Title of Property (Transfer 
Certificate of Title)/ Notarized Copy of Contract 
of Sale/ Absolute Deed of Sale/ Contract of 
Lease/ Affidavit of Consent (If the applicant is 
not registered owner of the lot)  

Municipal Assessors' Office/ Land Owner/ Law 
Office 

Five (5) copies of Tax Declaration Municipal Assessors' Office 

Five (5) copies of Current Real Property Tax 
Receipt Municipal Treasurer's Office 

Five (5) copies of Special Power of Attorney (If 
processed by a representative) 

Law Office 

Five (5) sets of plans prepared, signed and 
sealed over the printed names of the duly 
licensed and registered professional 
(Architectural or Structural Plan) 

Licensed Architect/ Civil Engineer 

Five (5) copies of updated Professional Tax 
Receipt and Professional Regulations 
Commission Identification Card of the Designing 
Professional on all signatory Engineers/ 
Architect to the Application Forms and Plans 

Licensed Architect/ Civil Engineer 

Five (5) copies Bill of Materials/ Cost Estimates 
(Signed and sealed by the designer) 

Licensed Architect/ Civil Engineer 

Five (5) copies of Zoning Clearance Sketch Plan 
of Lot showing Lot Boundaries 

Municipal Assessors' Office/ Land Owner 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, get 
checklist of 
requirements and 
Fencing Permit 
Form and submit 
complete required 
documents. 

1.1. Give the Logbook 
and provide pen to the 
client                                         
1.2. Give Checklist of 
Requirements and 
Fencing Permit Form  

1.3. Receive the 
documents and 
check compliance 
to requirements 

None 2 hours 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer I 

 
1.4. Conduct site 
inspection 

None 3 days 

Municipal Engineer/ 
Building Official 

Engineer I 
Planning Officer II 

Administrative Aide 
V 

 

1.5. Evaluate the 
submitted 
documents and 
Assess the fees 
and charges 

Assessment 
of  fees 

computed 
based on the 

National 
Building 

Code of the 
Philippines 
Presidential 
Decree 1096 

2 days, 2 
hours 

Municipal Engineer/ 
Building Official 
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(see table 
below) 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 
Treasurer’s Office 
for the Payment 
of Fees and 
Charges and 
secure the Official 
Receipt and 
submit Official 
Receipt to 
Municipal 
Engineering 
Office/ Office of 
the Building 
Official for 
issuance of 
Fencing Permit 
Number  

2.1. Prepare and 
issue Payment Slip 
to the client 

None 15 mins. 
Municipal Engineer/ 

Building Official 

 

2.2. Accept the 
payment based on 
the Payment Slip 
and issue Official 
Receipt 

As per 
Payment 

Slip 
15 mins. 

Municipal 
Treasurer’s Office 

Staff 

 

2.3. Receipt of 
Official Receipt and 
assign Fencing 
Permit Number 

None 10 mins. 
Municipal Engineer/ 

Building Official 

 
2.4. Enter Official 
Receipt Number in 
designated forms 

None 20 mins. 
MEO / OBO Staff 

Engineer I 

3. Received 2 
copies of 
approved Fencing 
Permit documents 

3.1. Approved the 
Fencing Permit 
Application 

None 20 mins. 
Municipal Engineer/ 

Building Official 

 

3.2. Segregate and 
release the fencing 
permit documents 
to the applicant/ 
owner 

None 1 hour 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer I 

TOTAL  

5 Working 
days, 4 

hours, and 
22 minutes 
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9.A. OBTAINING TECHNICAL ASSISTANCE (Complex) 

Service Name: Obtaining Technical Assistance 

Description of the 
Service: 

This service provides professional support to clients in preparing, 
reviewing, and implementing engineering project requirements. The 
assistance covers the preparation of Program of Works (POW), Detailed 
Engineering Designs (DED), cost estimates, and technical documentation 
necessary for project approval and execution. The service ensures 
compliance with engineering standards, accuracy in design and costing, 
and alignment with project objectives. This service ensures reliable 
technical expertise that strengthens project planning, ensures design 
integrity, and facilitates smooth execution of engineering works. 

Office or Division: Municipal Engineering Office (MEO) 

Classification: Complex 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: General public, Barangay officials, Municipal officials and employees, 
and other government agencies and private entities 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

One (1) copy of approved Letter Request of 
the needed assistance addressed to the 
Office of the Mayor 

Applicant 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSE
D TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, and 
submit approved 
letter request. 

1.1. Give the Logbook 
and provide pen to the 
client                                          

1.2. Receive the 
letter request 

None 15 mins. Municipal 
Engineering Office 

Staff 

 1.3. Evaluate the 
nature of the 
request and 
schedule the date 
of inspection/ 
investigation with 
the proponent 

None 30 mins. 

Municipal Engineer 
Engineer I 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 

 

1.4. Conduct site 
inspection/ 
investigation 

None 1 day 

Municipal Engineer 
Engineer I 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 

2. Wait for the 
needed 
documents to be 
done 

2.1. Prepare the 
needed documents 

None 3 days 

Engineer I 
Planning Officer II 

Administrative Aide 
V 

Admin. Officer III 

 2.2. Routing the 
documents for 
signatures 

None 2 days 
Municipal 

Engineering Office 
Staff 
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3. Receive the 
needed 
documents 

3.1. Log out and 
release the 
documents. 

None 15 mins. 
Municipal 

Engineering Office 
Staff 

TOTAL  
6 Working 

Days, and 1 
hour 

 

 

9.B. OBTAINING TECHNICAL ASSISTANCE (Highly Technical) 

Service Name: Obtaining Technical Assistance 

Description of the 
Service: 

This service provides professional support to clients in preparing, 
reviewing, and implementing engineering project requirements. The 
assistance covers the preparation of Program of Works (POW), Detailed 
Engineering Designs (DED), cost estimates, and technical documentation 
necessary for project approval and execution. The service ensures 
compliance with engineering standards, accuracy in design and costing, 
and alignment with project objectives. This service ensures reliable 
technical expertise that strengthens project planning, ensures design 
integrity, and facilitates smooth execution of engineering works. 

Office or Division: Municipal Engineering Office (MEO) 

Classification: Highly Technical 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: General public, Barangay officials, Municipal officials and employees, 
and other government agencies and private entities 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

One (1) copy of approved Letter Request of 
the needed assistance addressed to the 
Office of the Mayor 

Applicant 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, and 
submit approved 
letter request. 

1.1. Give the Logbook 
and provide pen to the 
client                                          

1.2. Receive the 
letter request 

None 15 mins. Municipal 
Engineering Office 

Staff 

 1.3. Evaluate the 
nature of the 
request and 
schedule the date 
of inspection/ 
investigation with 
the proponent 

None 1 hour 

Municipal Engineer 
Engineer I 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 

 

1.4. Conduct site 
inspection/ 
investigation 

None 5 days 

Municipal Engineer 
Engineer I 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 
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2. Wait for the 
needed 
documents to be 
done 

2.1. Prepare the 
needed documents 

None 12 days 

Engineer I 
Planning Officer II 

Administrative Aide 
V 

Admin. Officer III 

 2.2. Routing the 
documents for 
signatures 

None 2 days 
Municipal 

Engineering Office 
Staff 

3. Receive the 
needed 
documents 

3.1. Log out and 
release the 
documents. 

None 20 mins. 
Municipal 

Engineering Office 
Staff 

TOTAL  
19 Working 

Days, 1 hour, 
and 35 mins. 

 

 

10. OBTAINING ELECTRICAL WORKS SERVICES (ELECTRICAL TAPPING ON LGU 

ELECTRIFICATION LINES) 

Service Name: Obtaining Electrical Works Services (Electrical Tapping on LGU 
Electrification Lines) 

Description of the 
Service: 

This service provides technical support and execution of electrical works 
related to tapping into Local Government Unit (LGU) electrification lines. 
It ensures safe, compliant, and efficient connection of facilities or projects 
to existing power distribution systems. This includes electrification to 
municipal cemetery electrification lines and other public buildings that 
requires temporary use of electrical power and allowing certain works to 
be carried out prior to the completion of the project. 

Office or Division: Municipal Engineering Office (MEO) 

Classification: Simple 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: General public, Barangay officials, Municipal officials and employees, 
and other government agencies and private entities 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 None   

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, and 
state the service 
requested. 

1.1. Give the 
Logbook and 
provide pen to the 
client                                          

None 15 mins. Municipal 
Engineering Office 

Staff 

 1.2. Evaluate the 
nature of the 
request and 
schedule the date 
of inspection/ 
investigation with 
the proponent 

None 30 mins. 

Municipal Engineer 
Engineer I 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 
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 1.3. Conduct site 
inspection/ 
investigation  

None 3 hours Chief Electrician 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 
Treasurer’s Office 
for the Payment 
and secure the 
Official Receipt 
and submit 
Official Receipt to 
Municipal 
Engineering 
Office for proof of 
payment 

2.1. Prepare and 
issue Payment Slip 
to the client 

None 15 mins. 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer I 

 2.2. Accept the 
payment based on 
the Payment Slip 
and issue Official 
Receipt 

Electrificatio
n Fee- 

₱200.00 per 
day 

15 mins. 
Municipal 

Treasurer’s Office 
Staff 

 2.3. Receipt of 
Official Receipt and 
secure a copy of 
the official receipt 

None 15 mins. 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer I 

3. Wait for the 
schedule and 
guide the workers 

3.1. Set schedule for 
the service request 

3.2. Perform the job 
as requested 

None 1 day Chief Electrician 

TOTAL  

1 Working 
Days, 4 

hours and 
30 minutes 

 

 

11. OBTAINING WATER WORKS SERVICES (WATER TAPPING / RE-INSTALLATION / 

REPAIR - COMPLEX) 

Service Name: Obtaining Water Works Services (Water Tapping / Re-Installation / 
Repair) 

Description of the 
Service: 

Provision of technical assistance and execution of water works is 
undertaken, including tapping into existing water lines, re installation of 
service connections, and repair of damaged pipelines or fittings. Reliable 
and safe access to existing water supply is ensured for facilities, public 
buildings, and project sites requiring temporary or permanent 
connections. 

Office or Division: Municipal Engineering Office (MEO) 

Classification: Complex 

Type of Transaction: - G2C (for government service whose client is the transacting public) 
- G2B (for government service whose client is a business entity)  
G2G (for government service whose client is a government employee or 
another government agency) 
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Who may avail: General public, Barangay officials, Municipal officials and employees, 
and other government agencies and private entities 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

One (1) copy of approved Building Permit 
(For the General Public and Private Entities) 

Applicant 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, and 
state the service 
requested. 

1.1. Give the 
Logbook and 
provide pen to the 
client                                          

None 15 mins. Municipal 
Engineering Office 

Staff 

 1.2. Evaluate the 
nature of the 
request and 
schedule the date 
of inspection/ 
investigation with 
the proponent 

None 30 mins. 

Municipal Engineer 
Engineer I 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 

 1.3. Conduct site 
inspection/ 
investigation and 
prepare a list of 
materials to be 
purchased first 
before setting 
schedule of service 
request 

None 1 day 
Administrative Aide 

V 
Chief Plumber 

2. Receipt of 
Payment Slip and 
proceed to the 
Municipal 
Treasurer’s Office 
for the Payment 
and secure the 
Official Receipt 
and submit 
Official Receipt to 
Municipal 
Engineering 
Office for proof of 
payment 

2.1. Prepare and 
issue Payment Slip 
to the client 

None 15 mins. 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer I 

 2.2. Accept the 
payment based on 
the Payment Slip 
and issue Official 
Receipt 

Water 
Works 
Service 

Fee (see 
table 

below) 

15 mins. 
Municipal 

Treasurer’s Office 
Staff 

 2.3. Receipt of 
Official Receipt and 
secure a copy of 
the official receipt 

None 15 mins. 

Municipal 
Engineering Office/ 

Office of the 
Building Official 

Staff 
Engineer I 
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3. Wait for the 
schedule and 
guide the workers 

3.1. Set schedule for 
the service request 

3.2. Perform the job 
as requested 

None 5 days 
Administrative Aide 

V 
Chief Plumber 

TOTAL  

6 Working 
Days, 1 hour 

and 30 
minutes 

 

 

12.A. PREPARATION OF DETAILED ENGINEERING PLANS, PROGRAM OF WORKS AND 

COST ESTIMATES, AND TECHNICAL SPECIFICATIONS (BARANGAY FUNDED 

PROJECTS - COMPLEX) 

Service Name: Preparation of Detailed Engineering Plans, Program of Works and 
Cost Estimates, and Technical Specifications (Barangay Funded 
Projects) 

Description of the 
Service: 

This service is undertaken to ensure proper planning, budgeting, and 
compliance with engineering standards. These documents serve as the 
basis for project approval, funding allocation, and implementation of all 
barangay- funded infrastructure projects. 

Office or Division: Municipal Engineering Office (MEO) 

Classification: Complex 

Type of Transaction: G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Barangay Officials 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Budget Resolutions/Ordinances identifying 
projects under respective source of funds of 
the barangay 

Barangay Hall (Where the project is 
located) 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, and 
submit the 
required 
documents. 

1.1. Give the Logbook 
and provide pen to the 
client     
                                      
1.2. Receive the 
submitted documents 

None 15 mins. Municipal 
Engineering Office 

Staff 

 1.3. Evaluate the 
nature of the project 
and schedule the date 
of inspection/ 
investigation with the 
proponent 

None 30 mins. 

Municipal Engineer 
Engineer I 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 

 

1.4. Conduct site 
inspection/ 
investigation 

None 1 day 

Municipal Engineer 
Engineer I 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 

2. Wait for the 
Engineering Plans 
and Program of 

 
2.1. Prepare the 
needed documents 

None 3 days 
Engineer I 

Planning Officer II 
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Works and Cost 
Estimates to be 
done 

Administrative Aide 
V 

Admin. Officer III 

 2.2. Routing the 
documents for 
signatures 

None 2 days 
Municipal 

Engineering Office 
Staff 

3. Receive the 
needed 
documents 

3.1. Log out and 
release the 
documents. 

None 15 mins. 
Municipal 

Engineering Office 
Staff 

TOTAL  
6 Working 

Days, and 1 
hour 

 

 

12.B. PREPARATION OF DETAILED ENGINEERING PLANS, PROGRAM OF WORKS AND 

COST ESTIMATES, AND TECHNICAL SPECIFICATIONS (BARANGAY FUNDED 

PROJECTS – Highly Technical) 

Service Name: Preparation of Detailed Engineering Plans, Program of Works and 
Cost Estimates, and Technical Specifications (Barangay Funded 
Projects) 

Description of the 
Service: 

This service is undertaken to ensure proper planning, budgeting, and 
compliance with engineering standards. These documents serve as the 
basis for project approval, funding allocation, and implementation of all 
barangay- funded infrastructure projects. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: Highly Technical 

Type of Transaction: G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Barangay Officials 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Budget Resolutions/Ordinances identifying 
projects under respective source of funds of 
the barangay 

Barangay Hall (Where the project is 
located) 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, and 
submit the 
required 
documents. 

1.1. Give the Logbook 
and provide pen to the 
client                                          

1.2. Receive the 
submitted 
documents 

None 15 mins. Municipal 
Engineering Office 

Staff 

 1.3. Evaluate the 
nature of the 
request and 
schedule the date 
of inspection/ 
investigation with 
the proponent 

None 1 hour 

Municipal Engineer 
Engineer I 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 

 1.4. Conduct site 
inspection/ 
investigation 

None 5 days 
Municipal Engineer 

Engineer I 
Planning Officer II 
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Administrative Aide 
V 

Admin. Officer III 

2. Wait for the 
needed 
documents to be 
done 

2.1. Prepare the 
needed documents 

None 12 days 

Engineer I 
Planning Officer II 

Administrative Aide 
V 

Admin. Officer III 

 2.2. Routing the 
documents for 
signatures 

None 2 days 
Municipal 

Engineering Office 
Staff 

3. Receive the 
needed 
documents 

3.1. Log out and 
release the 
documents. 

None 20 mins. 
Municipal 

Engineering Office 
Staff 

TOTAL  
19 Working 

Days, 1 hour, 
and 35 mins. 

 

 

13. PREPARATION OF LABOR PAYROLL (LGU FUNDED PROJECTS IMPLEMENTED BY 

ADMINISTRATION) 

Service Name: Preparation Of Labor Payroll (LGU Funded Projects Implemented 
by Administration) 

Description of the 
Service: 

This service provides support to barangays and schools that do not have 
sufficient technical staff to prepare these documents. The service ensures 
that projects are properly planned, costed, executed, and documented in 
accordance with engineering standards and government requirements. 
This service further guarantees the compliance with government 
accounting and auditing rules. 

Office or Division: Municipal Engineering Office (MEO)/  
Office of the Building Official (OBO) 

Classification: Highly Technical 

Type of Transaction: G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: Barangay Officials 

 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Budget Resolutions/Ordinances identifying 
projects under respective source of funds of 
the barangay 

Barangay Hall (Where the project is 
located) 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Sign- in Client’s 
Logbook, and 
submit the 
required 
documents. 

1.1. Give the Logbook 
and provide pen to the 
client                                          

1.2. Receive the 
submitted 
documents 

None 15 mins. Municipal 
Engineering Office 

Staff 

 1.3. Evaluate the 
nature of the 
request and 

None 1 hour 
Municipal Engineer 

Engineer I 
Planning Officer II 
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schedule the date 
of inspection/ 
investigation with 
the proponent 

Administrative Aide 
V 

Admin. Officer III 

 

1.4. Conduct site 
inspection/ 
investigation 

None 5 days 

Municipal Engineer 
Engineer I 

Planning Officer II 
Administrative Aide 

V 
Admin. Officer III 

2. Wait for the 
needed 
documents to be 
done 

2.1. Prepare the 
needed documents 

None 12 days 

Engineer I 
Planning Officer II 

Administrative Aide 
V 

Admin. Officer III 

 2.2. Routing the 
documents for 
signatures 

None 2 days 
Municipal 

Engineering Office 
Staff 

3. Receive the 
needed 
documents 

3.1. Log out and 
release the 
documents. 

None 20 mins. 
Municipal 

Engineering Office 
Staff 

TOTAL  
19 Working 

Days, 1 hour, 
and 35 mins. 
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MUNICIPAL 
PLANNING AND 
DEVELOPMENT 
OFFICE (MPDO) 
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1. REQUEST FOR PLANNING DOCUMENTS 

Service Name: Request for Planning Documents 

Description of the 
Service: 

The request for Planning Documents service of the Municipal Planning 
& Development Office (MPDO) provides access to official planning-
related information and records maintained by the office. Clients, 
including government agencies, private institutions, researchers, 
students, and the general public, may request copies or extracts of 
available planning documents for reference, research, project 
development, and other legitimate purposes. 
 
These documents may include, but are not limited to: 
* Municipal and Barangay Maps (land use, zoning and thematic maps) 
* Population data and demographic profiles 
* Socio-economic statistics and development indicators 
* Demographic and statistical reports 
* Sections of the Comprehensive Land Use Plan (CLUP) and other 
municipal planning documents 
* Other relevant planning and development information available at the 
MPDO 
 
All requests are subject to the office's data availability, existing policies 
on public information access, and applicable fees for reproduction or 
printing, if necessary. 

Office or Division: Municipal Planning and Development Office (MPDO) 

Classification: SIMPLE 

Type of Transaction: G2C (for government service whose client is the transacting public) 
G2B (for government service whose client is a business entity) 
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: STUDENTS, RESEARCHERS, BUSINESSES, GOVERNMENT 
AGENCIES OR ANY STAKEHOLDER 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of request with purpose of research and 
list of data needed in compliance to the privacy 
data act, in case of sensitive data; and 

Client 

2. Email address for electronic sending Client 

CLIENT STEPS AGENCY  ACTIONS 
FEES 
TO BE 
PAID 

PROCESSE
D TIME 

PERSON 
RESPONSIBLE 

1. Present letter of 
request 

1.1 Check 
availability of 
requested 
data/documents; 
prepare order of 
payment when 
applicable 

None 10 minutes MPDO Staff 

2. Leave email 
address/sign client log 
book to acknowledge 
receipt of document/s 

2.1 Provide 
information/resear
ch data needed by 
client 

None 20 minutes MPDO Staff 

TOTAL  30 minutes  
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2. ISSUANCE OF LOCATIONAL CLEARANCE- RESIDENTIAL 

Service Name: Issuance of Locational Clearance- Residential 

Description of the 
Service: 

The issuance of Locational Clearance is a service provided by the 
Municipal Planning & Development Office (MPDO) to certify that a 
proposed project or development is compliant with the approved 
Comprehensive Land Use Plan (CLUP), Zoning Ordinance, and other 
applicable planning laws and regulations of the municipality. 
 
This clearance serves as an official document confirming that the 
proposed use of land, building, or structure is allowed within the 
designated zone and is consistent with the municipality’s development 
plans and policies. It is commonly required prior to the issuance of a 
Building Permit, Business Permit, or other regulatory approvals from the 
Local Government Unit (LGU). 
 
The Locational Clearance helps ensure that developments within the 
municipality are properly planned, regulated, and aligned with sustainable 
land use and orderly community development. Applications are subject to 
evaluation by the MPDO to verify conformity with existing zoning 
regulations and planning standards. 

Office or Division: Municipal Planning and Development Office (MPDO) 

Classification: SIMPLE 

Type of Transaction: G2C (for government service whose client is the transacting public) 

Who may avail: ALL 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly Accomplished and Notarized 
Locational Clearance Application Form 

Client 

2. Proof of Ownership: 
* Certified True Copy of Original/ Transfer 
Certificate of Title (OCT/ TCT) or Tax 
Declaration 
* If the applicant is not the registered low 
owner, please provide any of the following: 
(Deed of Sale, Affidavit of Consent, Contract 
of Lease or any other document to support 
proof of ownership) 

Client, Lot Owner 

3. Land Tax Clearance Municipal Treasurer's Office 

4. Location/Vicinity Map 
Licensed Geodetic Engineer/ Municipal 
Assessor's Office 

5. Site Development Plan Registered and Licensed Architect 

6. Bill of Materials and Cost Estimates Registered and Licensed Architect or Engineer 

7. Barangay Clearance Respective Punong Barangays 

CLIENT STEPS 
AGENCY  
ACTIONS 

FEES TO BE 
PAID 

PROCES
SED 
TIME 

PERSON 
RESPONSIBLE 

1. Secure 
application form 

1.1 Provide 
client with 
application form 
and list of 
requirements 

None 
2 

minutes 
Zoning Officer/ 

MPDO Staff 

2. Submit 
notarized application 

2.1 Check for 
completeness of 

None 
30 

minutes 
Zoning Officer/ 

MPDO Staff 
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form with other 
required documents 

the notarized 
application form 
and required 
documents; if 
complete, 
receive the 
documents and 
issue order of 
payment 

3. Pay the required 
fees 

3.1 Receive 
payment and 
issue Official 
Receipt 

₱100,000.00 & 
below =₱288.00; 

over 
₱100,000.00 to 

200,000.00 
=₱576.00; 

over 
₱200,000.00 
=₱720.00 + 

(1/10 of 1% in 
excess of 

₱200,000.00) 

5 
minutes 

Revenue collection 
officer of the 

Municipal Treasury 

  
Apartments/ 

Townhouses: 
  

  
₱500,000.00 & 

below= 
₱1,440.00 

  

  

Over 
₱500,000.00 to 2 

million= 
₱2,160.00 

  

  

over 2 million= 
₱3,600.00 + 

(1/10 of 1% of 
cost in excess of 

2 million) 

  

  Dormitories:   

  
2 million and 

below= 
₱3,600.00 

  

  

over 2 million= 
₱3,600.00 + 

(1/10 of 1% of 
cost in excess of 

2 million) 

  

4. Submit photocopy 
of Official Receipt 
and present with the 
original copy 

4.1 Prepare and 
sign locational 
clearance 

None 
5 

minutes 
Zoning Officer 

5. Sign client log 
book to acknowledge 
receipt of locational 
clearance 

5.1 Release 
approved 
Locational 
Clearance 

None 
2 

minutes 
Zoning Officer/ 

MPDO Staff 

TOTAL  
44 

minutes 
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3. ISSUANCE OF LOCATIONAL CLEARANCE- COMMERCIAL/ INDUSTRIAL/ AGRO-

INDUSTRIAL 

Service Name: Issuance of Locational Clearance- Commercial/ Industrial/ Agro-
Industrial 

Description of the 
Service: 

The issuance of Locational Clearance is a service provided by the 
Municipal Planning & Development Office (MPDO) to certify that a 
proposed project or development is compliant with the approved 
Comprehensive Land Use Plan (CLUP), Zoning Ordinance, and other 
applicable planning laws and regulations of the municipality. 
 
This clearance serves as an official document confirming that the 
proposed use of land, building, or structure is allowed within the 
designated zone and is consistent with the municipality’s development 
plans and policies. It is commonly required prior to the issuance of a 
Building Permit, Business Permit, or other regulatory approvals from the 
Local Government Unit (LGU). 
 
The Locational Clearance helps ensure that developments within the 
municipality are properly planned, regulated, and aligned with sustainable 
land use and orderly community development. Applications are subject to 
evaluation by the MPDO to verify conformity with existing zoning 
regulations and planning standards. 

Office or Division: Municipal Planning and Development Office (MPDO) 

Classification: COMPLEX 

Type of Transaction: G2C (for government service whose client is the transacting public) 
G2B (for government service whose client is a business entity) 
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: ALL 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly Accomplished and Notarized 
Locational Clearance Application Form 

Client 

2. Proof of Ownership: 
* Certified True Copy of Original/ Transfer 
Certificate of Title (OCT/ TCT) or Tax 
Declaration 
* If the applicant is not the registered low 
owner, please provide any of the following: 
(Deed of Sale, Affidavit of Consent, Contract 
of Lease or any other document to support 
proof of ownership) 

Client, Lot Owner 

3. Land Tax Clearance Municipal Treasurer's Office 

4. Location/Vicinity Map 
Licensed Geodetic Engineer/ Municipal 
Assessor's Office 

5. Site Development Plan Registered and Licensed Architect 

6. Bill of Materials and Cost Estimates 
Registered and Licensed Architect or 
Engineer 

7. Barangay Clearance Respective Punong Barangays 

8. PAMB Clearance/ Resolution- for projects 
wiithin Protected Areas (E-NIPAS) 

DENR-CENRO/PAMB 
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9. Environmental Compliance Certificate 
(ECC) or Certificate of Non-Coverage 
(CNC), whichever is applicable 

DENR-EMB 

10. Health Hazard Certificate, if applicable Local Sanitary Inspector/ RHU 

11. Other documents that are deemed 
necessary 

  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Secure 
application form 

1.1 Provide client 
with application 
form and list of 
requirements 

None 5 minutes 
Zoning Officer/ 

MPDO Staff 

2. Submit 
notarized 
application form 
with other 
required 
documents 

2.1 Check for 
completeness of 
the notarized 
application form 
and required 
documents; if 
complete, receive 
the documents and 
proceed to 
scheduling of 
inspection 

None 30 minutes 
Zoning Officer/ 

MPDO Staff 

 
2.2 Conduct project 
site inspection and 
verification 

None 1 day 
Zoning Officer/ 

MPDO Staff 

 
2.3 Issue order of 
payment 

None 5 minutes 
Zoning Officer/ 

MPDO Staff 

3. Pay the 
required fees 

3.1 Receive 
payment and issue 
Official Receipt 

Below 
₱100,000.00 
=₱1,440.00 

5 minutes 
Revenue collection 

officer of the 
Municipal Treasury 

  

Over 
₱100,000.00 

to 
₱500,000.00
= ₱2,160.00 

  

  

Over 
₱500,000.00 
to 1 million= 
₱2,880.00 

  

  

Over ₱1 
million to 2 

million= 
₱4,320.00 

  

  

over 2 
million= 

₱7,200.00 + 
(1/10 of 1% 
of cost in 

excess of 2 
million) 

  

4. Submit 
photocopy of 
Official Receipt 

4.1 Prepare and 
sign locational 
clearance 

None 5 minutes Zoning Officer 
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and present with 
the original copy 

5. Sign client log 
book to 
acknowledge 
receipt of 
locational 
clearance 

5.1 Release 
approved 
Locational 
Clearance 

None 2 minutes 
Zoning Officer/ 

MPDO Staff 

TOTAL  
1 day and 
52 minutes 

 

 

4. ISSUANCE OF LOCATIONAL CLEARANCE- INSTITUTIONAL 

Service Name: Issuance of Locational Clearance- Institutional 

Description of the 
Service: 

The issuance of Locational Clearance is a service provided by the 
Municipal Planning & Development Office (MPDO) to certify that a 
proposed project or development is compliant with the approved 
Comprehensive Land Use Plan (CLUP), Zoning Ordinance, and other 
applicable planning laws and regulations of the municipality. 
 
This clearance serves as an official document confirming that the 
proposed use of land, building, or structure is allowed within the 
designated zone and is consistent with the municipality’s development 
plans and policies. It is commonly required prior to the issuance of a 
Building Permit, Business Permit, or other regulatory approvals from the 
Local Government Unit (LGU). 
 
The Locational Clearance helps ensure that developments within the 
municipality are properly planned, regulated, and aligned with sustainable 
land use and orderly community development. Applications are subject to 
evaluation by the MPDO to verify conformity with existing zoning 
regulations and planning standards. 

Office or Division: Municipal Planning and Development Office (MPDO) 

Classification: COMPLEX 

Type of Transaction: G2C (for government service whose client is the transacting public) 
G2B (for government service whose client is a business entity) 
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: ALL 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly Accomplished and Notarized Locational 
Clearance Application Form 

Client 

2. Proof of Ownership: 
* Certified True Copy of Original/ Transfer 
Certificate of Title (OCT/ TCT) or Tax 
Declaration 
* If the applicant is not the registered low owner, 
please provide any of the following: 
(Deed of Sale, Affidavit of Consent, Contract of 
Lease or any other document to support proof of 
ownership) 

Client, Lot Owner 

3. Land Tax Clearance Municipal Treasurer's Office 
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4. Location/Vicinity Map 
Licensed Geodetic Engineer/ 
Municipal Assessor's Office 

5. Site Development Plan Registered and Licensed Architect 

6. Bill of Materials and Cost Estimates 
Registered and Licensed Architect or 
Engineer 

7. Barangay Clearance Respective Punong Barangays 

8. PAMB Clearance/ Resolution- for projects 
within Protected Areas (E-NIPAS) 

DENR-CENRO/PAMB 

9. Environmental Compliance Certificate (ECC) 
or Certificate of Non-Coverage (CNC), 
whichever is applicable 

DENR-EMB 

10. Health Hazard Certificate, if applicable Local Sanitary Inspector/ RHU 

11. Other documents that are deemed 
necessary 

  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 

PROCES
SED 
TIME 

PERSON 
RESPONSIBLE 

1. Secure application 

form 

1.1 Provide client with 

application form and list 

of requirements 

None 5 minutes 
Zoning Officer/ 

MPDO Staff 

2. Submit notarized 

application form with 

other required 

documents 

2.1 Check for 

completeness of the 

notarized application 

form and required 

documents; if complete, 

receive the documents 

and proceed to 

scheduling of inspection 

None 
30 

minutes 
Zoning Officer/ 

MPDO Staff 

 

2.2 Conduct project site 

inspection and 

verification 

None 1 day 
Zoning Officer/ 

MPDO Staff 

 
2.3 Issue order of 

payment 
None 5 minutes 

Zoning Officer/ 
MPDO Staff 

3. Pay the required fees 

3.1 Receive payment 

and issue Official 

Receipt 

2 million and 
below= 

₱2,880.00 
5 minutes 

Revenue 
collection officer 
of the Municipal 

Treasury 

  

over 2 million= 
₱2,880.00 + 

(1/10 of 1% of 
cost in excess 

of 2 million) 

  

4. Submit photocopy of 

Official Receipt and 

present with the original 

copy 

4.1 Prepare and sign 

locational clearance 
None 5 minutes Zoning Officer 

5. Sign client log book to 

acknowledge receipt of 

locational clearance 

5.1 Release approved 

Locational Clearance 
None 2 minutes 

Zoning Officer/ 
MPDO Staff 

TOTAL  
1 day 

and 52 
minutes 
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 5. ISSUANCE OF LOCATIONAL CLEARANCE- SPECIAL USE PROJECTS 

Service Name: Issuance of Locational Clearance- Special Use Projects 

Description of the 
Service: 

The issuance of Locational Clearance is a service provided by the 
Municipal Planning & Development Office (MPDO) to certify that a 
proposed project or development is compliant with the approved 
Comprehensive Land Use Plan (CLUP), Zoning Ordinance, and other 
applicable planning laws and regulations of the municipality. 
 
This clearance serves as an official document confirming that the 
proposed use of land, building, or structure is allowed within the 
designated zone and is consistent with the municipality's development 
plans and policies. It is commonly required prior to the issuance of a 
Building Permit, Business Permit, or other regulatory approvals from the 
Local Government Unit (LGU). 
 
The Locational Clearance helps ensure that developments within the 
municipality are properly planned, regulated, and aligned with sustainable 
land use and orderly community development. Applications are subject to 
evaluation by the MPDO to verify conformity with existing zoning 
regulations and planning standards. 
 
Special Use Projects are development projects that has a high potential 
environmental impact and hazardous effects. The following projects but 
not limited to are considered Special-Use Projects: Cockpits/ Sanitary 
Landfill/ Mining and Quarrying/ Manufacture of Explosives/ Nuclear, 
Radioactive Chemical and Biological Research Center/ Piggery and 
Poultry/ Power Generating Plant, Solar Farm/ Private Landing Strip, 
Airports, Heliports and Helipads/ Public Market/ Rice and Corn Mill/ Saw 
Mill/ Slaughterhouse/ Tourism and Agri-Tourism Site/ Cemeteries and 
Memorial Parks/ Radio Transmitting Stations/ Fuel Refilling Stations. 

Office or Division: Municipal Planning and Development Office (MPDO) 

Classification: HIGHLY TECHNICAL APPLICATIONS 

Type of Transaction: G2C (for government service whose client is the transacting public) 
G2B (for government service whose client is a business entity) 
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: ALL 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly Accomplished and Notarized 
Locational Clearance Application Form 

Client 

2. Proof of Ownership: 
* Certified True Copy of Original/ Transfer 
Certificate of Title (OCT/ TCT) or Tax 
Declaration 
* If the applicant is not the registered low 
owner, please provide any of the following: 
(Deed of Sale, Affidavit of Consent, Contract 
of Lease or any other document to support 
proof of ownership) 

Client, Lot Owner 

3. Land Tax Clearance Municipal Treasurer's Office 

4. Location/Vicinity Map 
Licensed Geodetic Engineer/ Municipal 
Assessor's Office 



 

167 
 

5. Site Development Plan 
Registered and Licensed Architect and 
Environmental Planner 

6. Bill of Materials and Cost Estimates 
Registered and Licensed Architect or 
Engineer 

7. Barangay Clearance Respective Punong Barangays 

8. PAMB Clearance/ Resolution- for projects 
within Protected Areas (E-NIPAS) 

DENR-CENRO/PAMB 

9. Environmental Compliance Certificate 
(ECC) or Certificate of Non-Coverage 
(CNC), whichever is applicable 

DENR-EMB 

10. Health Hazard Certificate, if applicable Local Sanitary Inspector/ RHU 

11. Other documents that are deemed 
necessary 

  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCES
SED TIME 

PERSON 
RESPONSIBLE 

1. Secure application 

form 

1.1 Provide client 
with application 
form and list of 
requirements 

None 5 minutes 
Zoning Officer/ 

MPDO Staff 

2. Submit notarized 

application form with 

other required 

documents 

2.1 Check for 
completeness of 
the notarized 
application form 
and required 
documents; if 
complete, receive 
the documents and 
proceed to 
scheduling of 
inspection 

None 1 hour 
Zoning Officer/ 

MPDO Staff 

 
2.2 Conduct project 
site inspection and 
verification 

None 1 day 
Zoning Officer/ 

MPDO Staff 

 
2.3 Issue order of 
payment 

None 5 minutes 
Zoning Officer/ 

MPDO Staff 

3. Pay the required 

fees 

3.1 Receive 
payment and issue 
Official Receipt 

2 million and 
below= 

₱7,200.00 
5 minutes 

Revenue collection 
officer of the 

Municipal Treasury 

  

over 2 million= 
₱7,200.00 + 

(1/10 of 1% of 
cost in excess 

of 2 million) 

  

4. Submit photocopy 

of Official Receipt 

and present with the 

original copy 

4.1 Prepare and 
sign locational 
clearance 

None 5 minutes Zoning Officer 

5. Sign client log 

book to acknowledge 

receipt of locational 

clearance 

5.1 Release 
approved 
Locational 
Clearance 

None 2 minutes 
Zoning Officer/ 

MPDO Staff 

TOTAL  

1 day, 
1hr. & 22 
minutes 

 



 

168 
 

6. ISSUANCE OF ZONING CERTIFICATION 

Service Name: Issuance of Zoning Certification 

Description of the 
Service: 

A Zoning certification is issued to confirm the designated land use 
classification of a specific property based on the approved 
Comprehensive Land Use Plan (CLUP) and Zoning Ordinance of the 
municipality. This certification is commonly required as a pre-requisite for 
applications such as building permits, land titling, request for zoning 
variance or exception, and Protected Area Management Board (PAMB) 
clearance. It may also be requested by clients who wish to verify the 
zoning classification of their property and determine the allowable uses 
or developments within the area. 

Office or Division: Municipal Planning and Development Office (MPDO) 

Classification: SIMPLE 

Type of Transaction: G2C (for government service whose client is the transacting public) 
G2B (for government service whose client is a business entity) 
G2G (for government service whose client is a government employee or 
another government agency) 

Who may avail: ALL 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certified True Copy of Original/ Transfer 
Certificate of Title (OCT/ TCT) or Tax 
Declaration 

Client, Lot Owner 

2. Location/Vicinity Map 
Licensed Geodetic Engineer/ Municipal 
Assessor's Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCES
SED TIME 

PERSON 
RESPONSIBLE 

1. Submit 
documentary 
requirements 

1.1 Review 
documents; if 
complete, receive 
documents and 
prepare order of 
payment 

None 2 minutes 
Zoning Officer/ 

MPDO Staff 

2. Pay the 
required fees 

2.1 Receive 
payment and issue 
Official Receipt 

Zoning 
Certificate 
₱100.00 

5 minutes 
Revenue Collection 
Officer of the Mun. 

Treasury 

3. Photocopy 
Official Receipt 
and present with 
the original copy 

3.1 Prepare and 
sign certification 

None 
20 

minutes 
Zoning Officer 

4. Sign client log 
book to 
acknowledge 
receipt of 
certification 

4.1 Release 
certification 

None 3 minutes Zoning Officer 

TOTAL  
30 

minutes 
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7. APPLICATION FOR VARIANCE OR EXCEPTION TO THE LOCAL ZONING BOARD OF 

APPEALS (LZBA) 

Service Name: Application for Variance or Exception to the Local Zoning Board Of 
Appeals (LZBA) 

Description of the 
Service: 

Application for Variance or Exception to the Local Zoning Board of 
Appeals (LZBA) is a service provided by the Municipal Planning and 
Development Office (MPDO) to property owners or project proponents 
whose proposed development does not conform to the existing zoning 
or land use classification of the area. 
 
This application allows the proponent to request relief from specific 
provisions of the zoning ordinance due to undue hardship caused by the 
unique physical conditions of the property, such as its topography, size, 
or shape, which are not self-created. 
 
The request is evaluated and endorsed to the Local Zoning Board of 
Appeals (LZBA) for proper review and decision, ensuring that the 
proposed project will not adversely affect the surrounding community 
and remains consistent with the intent of the municipal zoning 
regulations. 

Office or Division: Municipal Planning and Development Office (MPDO) 

Classification: HIGHLY TECHNICAL APPLICATIONS 

Type of Transaction: G2C (for government service whose client is the transacting public) 
G2B (for government service whose client is a business entity) 

Who may avail: * LAND OWNERS THAT EXPERIENCE UNDUE HARDSHIP DUE TO 
PHYSICAL CONDITIONS OF THEIR PROPERTY E.G. 
TOPOGRAPHY, SHAPE, ETC., WHICH IS NOT SELF-CREATED 
 
* PROJECT PROPONENTS WHOSE PROJECT SITES DOES NOT 
CONFORM WITH THE LAND USE CLASSIFICATION 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. Letter of Intent- State the brief description 
of the project: Name and Type of Project, 
Location, Lot area to develop 

Project Proponent 

B. Proof of Ownership: 
* Certified True Copy of Original/ Transfer 
Certificate of Title (OCT/ TCT) or Tax 
Declaration 
* If the applicant is not the registered low 
owner, please provide any of the following: 
(Deed of Sale, Affidavit of Consent, Contract 
of Lease or any other document to support 
proof of ownership) 

Project Proponent, Lot Owner 

C. Land Tax Clearance Municipal Treasurer's Office 

D. Lot Sketch Plan with Vicinity Map 
Licensed Geodetic Engineer/ Municipal 
Assessor's Office 

E. Zoning Certification 
Municipal Planning and Development 
Office 

F. Photograph of visible project sign posted 
at the project site indicating the name and 
nature of the proposed project (please note 
that the sign shall be maintained until the 

Project Proponent 
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board has rendered a decision on the 
application 

G. Notarized affidavit of no objection to the 
project by the owners of the properties 
immediately in front of and abutting the 
project site 

Project Proponent 

H. Public Hearing- held in the barangay 
where the proposed project is located 
(Public Hearing Minutes, Attendance and 
Photos during the hearing) 

Project Proponent/ Barangay Council 

I. Other documents that are deemed 
necessary 

  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 

documentary 

requirements 

1.1 Review 

documents; if 

complete, receive 

documents and issue 

order of payment 

None 30 minutes 
Zoning Officer/ 

MPDO Staff 

 

1.2 Receive payment 

and issue Official 

Receipt 

₱2,000.0
0 

5 minutes 
Revenue collection 

officer of the 
Municipal Treasury 

2. Submit photocopy 

of Official Receipt 

and present with the 

original copy 

2.1 Receive Official 

Receipt and forward 

the documents to the 

LZBA Secretariat for 

schedule of 

deliberation 

None 5 minutes Zoning Officer 

3. Attend LZBA 

meeting 

3.1 Document 

proceeding and render 

decision through a 

resolution, and 

endorse the same to 

the Sangguniang 

Bayan for approval 

None 
14 Calendar 

Days 
LZBA 

4. Wait for the 

Sangguniang Bayan 

feedback (Approve/ 

disapprove) 

4.1 Three (3) 

scheduled hearing and 

session 
None 

28 Calendar 
Days 

Sangguniang 
Bayan 

5. Sign client log 

book to acknowledge 

receipt of resolution 

5.1 Release resolution None 5 minutes 
Secretary to the 

Sangguniang 
Bayan 

TOTAL  
42 calendar 
days and 45 

minutes 
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8. PRELIMINARY APPROVAL OF SUBDIVISION PLAN 

Service Name: Preliminary Approval of Subdivision Plan 

Description of the 
Service: 

The Preliminary Approval of Subdivision Plan is issued to evaluate and 
confirm the initial compliance of a proposed subdivision project with the 
municipality’s Comprehensive Land Use Plan (CLUP), Zoning Ordinance, 
and applicable subdivision development standards. This process involves 
the technical review of the proposed layout, road network, open spaces, 
drainage system, and other planning components to ensure that the 
development is feasible, orderly, and aligned with local and national 
regulations. 
 
This approval serves as a pre-requisite for the issuance of a Development 
Permit under PD 957. Applicants who have satisfactorily complied with all 
documentary and regulatory requirements are endorsed fo the issuance 
of a Sangguniang Bayan Resolution, formally granting the preliminary 
approval. This ensures that the proposed subdivision is suitable for further 
development processing and regulatory compliance. 

Office or Division: Municipal Planning and Development Office (MPDO) 

Classification: HIGHLY TECHNICAL APPLICATIONS 

Type of Transaction: G2B (for government service whose client is a business entity) 

Who may avail: LOT OWNER, SUBDIVISION DEVELOPERS 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application Form 
Municipal Planning and Development 
Office 

2. Proof of Ownership: 
* Certified True Copy of Original/ Transfer 
Certificate of Title (OCT/ TCT) or Tax 
Declaration 
* If the applicant is not the registered low 
owner, please provide any of the following: 
(Deed of Sale, Affidavit of Consent, Contract 
of Lease or any other document to support 
proof of ownership) 

Project Proponent, Lot Owner 

3. Site Development Plan (Schematic Plan) 
at a scale ranging from 1:200 to 1:2000 mts 

Prepared, signed and sealed by any 
Registered and Licensed Architect, Civil 
Engineer or Geodetic Engineer and 
Environmental Planner 

4. Vicinity Map, Survey Plan as described in 
the TCT and Topographic Plan 

Prepared, signed and sealed by any 
Registered and Licensed Geodetic 
Engineer 

5. Land Tax Clearance Municipal Treasurer's Office 

6. Zoning Certification 
Municipal Planning and Development 
Office 

7. Right to use or Deed of Sale of right-of-
way for access road and other utilities, if 
applicable 

Project Proponent, Lot Owner 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
documentary 
requirements 

1.1 Check the 
completeness of 
documents; if 
complete, receive 

None 30 minutes 
Zoning Officer/ 

MPDO Staff 



 

172 
 

documents and 
proceed to 
scheduling of 
inspection 

 
1.2 Conduct project 
site inspection and 
verification 

None 1 day 
Zoning Officer/ 

MPDO Staff 

 
1.3 Issue order of 
payment 

None 5 minutes 
Zoning Officer/ 

MPDO Staff 

2. Pay the 
required fees 

2.1 Receive 
payment and issue 
Official Receipt 

Processi
ng Fee= 

P360/ ha. 
Inspectio
n Fee= 

P1,500/h
a. 

5 minutes 
Revenue collection 

officer of the 
Municipal Treasury 

3. Submit 
photocopy of 
Official Receipt 
and present with 
the original copy 

3.1 Receive Official 
Receipt and 
forward the 
documents to the 
Sangguniang 
Bayan Secretariat 
for schedule of 
reading and 
session 

None 5 minutes Zoning Officer 

4. Wait for the 
Sangguniang 
Bayan feedback 
(Approve/ 
disapprove) 

4.1 Three (3) 
scheduled hearing 
and session 

None 
28 Calendar 

Days 
Sangguniang 

Bayan 

5. Sign client log 
book to 
acknowledge 
receipt of 
resolution 

5.1 Release SB 
Resolution 

None 5 minutes 
Secretary to the 

Sangguniang 
Bayan 

TOTAL  
29 calendar 
days and 50 

minutes 
 

 

9. ISSUANCE OF DEVELOPMENT PERMIT UNDER PD 957 

Service Name: Issuance of Development Permit Under PD 957 

Description of the 
Service: 

The Development Permit issued under Presidential Decree No. 957 
authorizes a developer to undertake the development of a subdivision or 
housing project, subject to compliance with existing planning standards, 
zoning regulations, and other applicable laws. This permit ensures that 
the proposed project conforms to the approved Comprehensive Land 
Use Plan (CLUP), Zoning Ordinance, and subdivision development 
standards of the municipality. 
 
The issuance of a Development Permit is a pre-requisite for securing a 
License to Sell from the Department of Human Settlement and Urban 
Development (DHSUD). It allows the developer to proceed with site 
development and legally offer house-and-lot units or subdivision lots for 
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sale, provided all regulatory requirements are met. This process 
safeguards the welfare of buyers by ensuring that projects are properly 
planned, serviced, and compliant with national and local regulations. 

Office or Division: Municipal Planning and Development Office (MPDO) 

Classification: HIGHLY TECHNICAL APPLICATIONS 

Type of Transaction: G2B (for government service whose client is a business entity) 

Who may avail: LOT OWNER, SUBDIVISION DEVELOPERS 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. All documents required in the application 
for Preliminary Approval and Locational 
Clearance (in case combined PALC and DP 
application) 

Project Proponent, Lot Owner 

2. Civil and Sanitary Works Design- 
Engineering plans/construction drawings 
based on applicable engineering code and 
design criteria to include the following: 

  

2.A. Road Design/Plan (Geometric and 
Structural) 
 
2.A.1. Profile derived from existing 
topographic map showing the vertical 
control, designed grade, curve elements 
and all information needed for construction 
 
2.A.2. Typical roadway sections showing 
relative dimensions of pavement, sub-base 
and base preparation, curbs and gutters, 
sidewalks, shoulders benching and others 
 
2.A.3. Details of miscellaneous structures 
such as curb and gutter (barrier, mountable 
and drop), slope protection wall, riprapping 
and retaining wall 

Registered and Licensed Civil Engineer 

2.B. Storm drainage and sanitary sewer 
system: 
 
2.B.1. Profile showing the hydraulic 
gradients and properties of sanitary and 
storm drainage lines including structures in 
relation with the road grade line 
 
2.B.2. Details of sanitary and storm drainage 
lines and miscellaneous structures such as 
various types of manholes, catch basins, 
inlets (curb, gutter and drop), culverts and 
channel linings 

Registered and Licensed Sanitary 
Engineer or Civil Engineer 

2.C. Site Grading Plan with the finished 
contour lines superimposed on the existing 
ground the limits of earthwork embankment 
slopes, cut slopes, surface drainage, 
drainage outfalls and others 

Registered and Licensed Civil Engineer 
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3. Water system layout and details. Should 
a pump motor have a horsepower (HP) 
rating of 50HP or more, its pump rating and 
specifications shall be signed and sealed by 
a Professional Mechanical Engineer 

Registered and Licensed Sanitary 
Engineer or Civil Engineer, Professional 
Mechanical Engineer 

4. Environmental Compliance Certificate 
(ECC) or Certificate of Non-Coverage 
(CNC), whichever is applicable 

DENR-EMB 

5. Certified true copy of DAR Conversion 
Order, when applicable 

DAR 

6. Project description for projects having an 
area of 1 hectare and above to include the 
following: 

Project Proponent, Lot Owner 

6.A. Project profile indicating the cost of raw 
land and its development (total project cost), 
amortization schedule, sources of financing 
cash flow, architectural plan, if any, and 
work program; 
 
6.B. Audited Financial Statement for the last 
3 preceding years; 
 
6.C. Income Tax Return for the last 3 
preceding years; 
 
6.D. Certificate of Registration from 
Securities and Exchange Commission 
(SEC); 
 
6.E. Articles of Incorporation or Partnership; 
 
6.F. Corporation by-laws and all 
implementing amendments; 
 
6.G. For new corporations (3 years and 
below), statement of capitalization and 
sources of income and cash flow to support 
work program 

 

7. Plans, specifications, bill of materials and 
cost estimates 

Registered and Licensed Professionals 

8. Application for permit to drill, if applicable National Water Resources Board (NWRB) 

9. Traffic Impact Assessment (TIA) for 
subdivision projects 30 hectares and above 

Project Proponent, Lot Owner, Consultant 

10. List of names of duly licensed 
professionals who signed and sealed the 
plans and other similar documents in 
connection application filed indicating the 
following information: 

Registered and Licensed Professionals 

10.A. Surname, First Name, Middle Name, 
Maiden Name (in case of married women 
professional); 
 
10.B. Professional License Number, date of 
issue and expiration of its validity; 
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10.C. Professional Tax Receipt and date of 
issue; 
 
10.D. Taxpayer's Identification Number 
(TIN) 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCES
SED TIME 

PERSON 
RESPONSIBLE 

1. Submit 
documentary 
requirements 

1.1 Check 
documents; if 
complete, receive 
documents 

None 
30 

minutes 
Zoning Officer/ 

MPDO Staff 

  

1.2 Review and 
evaluate 
documents, and 
issue order of 
payment 

None 
5 working 

days 
Zoning Officer 

  
1.3 Receive 
payment and issue 
Official Receipt 

Processing 
Fee= P2,880/ 

ha. 
Additional Fee 
on Floor Area 

of Housing 
Component= 
P3.00/ sqm. 
Inspection 

Fee= 
P1,500/ha. 

5 minutes 
Revenue collection 

officer of the 
Municipal Treasury 

2. Submit 
photocopy of 
Official Receipt 
and present with 
the original copy 

2.1 Receive Official 
Receipt and 
prepare the 
Development 
Permit and submit 
to the Municipal 
Mayor's Office for 
signing 

None 
10 

minutes 
Zoning Officer 

3. Sign client log 
book to 
acknowledge 
receipt of 
Development 
Permit 

3.1 Issue and 
Release 
Development 
Permit 

None 5 minutes Municipal Mayor 

TOTAL  

5 working 
days and 

50 
minutes 
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10. REQUEST FOR INSPECTION REPORT FOR PROTECTED AREA MANAGEMENT 

BOARD (PAMB) ENDORSEMENT 

Service Name: Request for Inspection Report for Protected Area Management 
Board (PAMB) Endorsement 

Description of the 
Service: 

This service involves the issuance of an Inspection Report required for 
projects seeking endorsement to the Protected Area Management Board 
– Chocolate Hills Natural Monument (PAMB-CHNM). The report is a 
prerequisite for securing a Sangguniang Bayan Resolution endorsing the 
proposed project. It includes the findings of a site inspection conducted 
by the Municipal Planning and Development Office, along with the 
evaluation and recommendation of the Zoning Officer regarding the 
project’s compliance with applicable land use policies, zoning regulations, 
and environmental considerations. 

Office or Division: Municipal Planning and Development Office (MPDO) 

Classification: HIGHLY TECHNICAL APPLICATIONS 

Type of Transaction: G2C (for government service whose client is the transacting public) 
G2B (for government service whose client is a business entity) 

Who may avail: PROJECT PROPONENT WHOSE PROPERTY IS LOCATED INSIDE 
THE PROTECTED AREA (E-NIPAS) 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Intent Project Proponent, Client 

2. Proof of Ownership: 
* Certified True Copy of Original/ Transfer 
Certificate of Title (OCT/ TCT) or Tax 
Declaration 
* If the applicant is not the registered low 
owner, please provide any of the following: 
(Deed of Sale, Affidavit of Consent, Contract 
of Lease or any other document to support 
proof of ownership) 

Project Proponent, Lot Owner 

3. Barangay Resolution endorsing the 
project 

Respective Punong Barangay/ Barangay 
Council 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
documentary 
requirements 

1.1 Check the 

completeness of 

documents; if complete, 

receive documents and 

proceed to scheduling of 

inspection 

None 10 minutes 
Zoning Officer/ 

MPDO Staff 

 
1.2 Conduct project site 

inspection and verification None 1 day 
Zoning Officer/ 

MPDO Staff 

 

1.3 Submit Inspection 

Report and 

recommendation to the 

Sangguniang Bayan 

None 5 minutes Zoning Officer 

TOTAL  
1 day & 15 

minutes 
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OFFICE OF THE 
MUNICIPAL 

ACCOUNTANT 
(OMA) 
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1. PROCESSING AND APPROVAL OF VOUCHERS 

Service Name: Processing and Approval of Vouchers 

Description of the 
Service: 

Preparation and Pre-Audit of all disbursements including checking the 
propriety of claims and completeness of documentary requirements 
relating to: 
● Payroll and other personal services 
● Purchases of goods or services 
● Reimbursement of expenses 
● Utilities 
● Cash advance 
● Remittances 
● Infrastructure Projects 
● Other MOOE 
● Financial Assistance 
● Other Claims 

Office or Division: Office of the Municipal Accountant 

Classification: Complex 

Type of Transaction: G2C – Government to Citizens 
G2B – Government to Business 
G2G – Government to Government 

Who may avail: Suppliers, Contractors, Municipal Personnel, NGAs, and 
other individuals who have claims with the Municipal Government 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Availability of Funds issued by 
the Municipal Treasurer 
 

Treasurer’s Office 

2. Existence of lawful and sufficient allotment 
duly obligated as certified by Municipal Budget 
Officer 
 

Budget Office 

3. Sufficient and relevant documents to 
establish validity of claim and legality of 
transaction in conformity with laws, rules and 
regulations 

To be provided by the client’s designated office 

4. Approval of expenditure by Head of Office 
or his authorized representative 

To be provided by the client’s designated office 

5. Other documents may be required 
depending on the nature of the transaction 

Depends on the nature of transaction pursuant 
with COA Circular 2012-001 dated June 14, 2012 
and its subsequent issuances 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

 
1. Submit 

disbursement 
voucher (DV) 
and supporting 
documents (For 
claims not 
subject to COA 
pre-audit only): 
 

 

 
 
 
 
 
Record in the logbook None 10 minutes 

 
FRANCISCA M. 
BUDIONGAN 

Data Controller 
 

ELISA T. BUAYA 
Data Controller 

 
KEEN JULIENNE 

B. JUMAO-AS 
Data Controller 
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Gen Fund & SEF 
claim: 
Submit the 
disbursement 
voucher together 
with Obligation 
Request 
(OBR)/CAFOA 
already signed by 
the Requisitioning 
Officer, Municipal 
Budget Officer 
(MBO) & other 
concern personnel 
and the required 
supporting 
documents. 
Trust Fund claim: 
Submit the 
disbursement 
voucher together 
with Obligation 
Request 
(OBR)/FURS already 
signed by the 
Requisitioning 
Officer and the 
required supporting 
documents 

2. Pre-audit of 
claims  

 
The accounting staff 
in-charge checks 
whether the DV is 
supported by 
complete 
documentation and 
is accurate as to the 
amount of the claim 
 

 
 
Accounting staff in 
charge checks DVs for 
complete supporting 
documentation and 
accurate amounts. 

None 

3 hours per 
claim for 
complex 

transaction  
and 

2 hours per 
claim for simple 

transaction 
 

RUDORA U. 
MALARAN 

Management and 
Audit Analyst I 

3. Verification of 
claims  

 
The accounting staff 
in charge verifies the 
completeness of 
supporting 
documents for 
disbursement 
vouchers 

 
Verify the 
completeness of 
supporting documents 
of disbursement 
vouchers. 

None 

 
3 hours per 

claim for 
complex 

transaction  
and 

2 hours per 
claim for simple 

transaction 
 

 
RECHILDA O. 

GALLOGO, CPA 
Administrative 

Officer IV  
Accountant II 

 

4. Final Review 
and certification 
on claims   

  

 
 
 

None 

3 hours per 
claim for 
complex 

transaction 

DEXTER S. CHAN, 
CPA 

Municipal 
Accountant 
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The Accountant or 
the next in 
rank shall review the 
accuracy and 
completeness of 
supporting 
documents and affix 
his/her signature in 
Box C of the DV 

Final review and 
approval of 
disbursement vouchers 

and 
2 hours per 

claim for simple 
transaction 

 
RECHILDA O. 

GALLOGO, CPA 
Administrative 

Officer IV  
Accountant II 

 

5. Recording and 
pre-numbering 
of DV 

 
The 

accounting staff in 
charge records the 
claim in the voucher 
logbook and pre-
numbers the DV. 

 
 
 
 
Records the claim in 
the voucher logbook 
and pre- numbers the 
DV. 

None 
10 minutes per 

claim 

 
FRANCISCA M. 
BUDIONGAN 

Data Controller 
 

ELISA T. BUAYA 
Data Controller 

 
KEEN JULIENNE 

B. JUMAO-AS 
Data Controller 

 

6. Forwards the DV 
to the Municipal 
Treasurer’s 
Office (MTO)  

 
Accounting 

staff in-charge 
forwards the DV to 
the Municipal 
Treasurer’s Office.   

 
 
 
 
 
Releasing of approved 
disbursement vouchers 

None 
15 minutes 

 

 
FRANCISCA M. 
BUDIONGAN 

Data Controller 
 

ELISA T. BUAYA 
Data Controller 

 
KEEN JULIENNE 

B. JUMAO-AS 
Data Controller 

 

TOTAL  
9 hrs. & 45 

minutes 
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MUNICIPAL 
BUDGET OFFICE 

(MBO) 
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1. ANNUAL BUDGET PREPARATION AND SUBMISSION 

Service Name: Annual Budget Preparation and Submission 

Description of the 
Service: 

 

Office or Division: Municipal Budget Office 

Classification: Highly Technical 

Type of Transaction: G2G – Government to Government 

Who may avail: LGU Department Heads, NGAs personnel assigned, and Civil Society 
Organization (CSO's) 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Local Budget Preparation Form 1 Municipal Budget Office/Municipal 
Treasurer/Municipal Accountant 

2. Local Budget Preparation Form 2 Municipal Budget office/All LGU department 
Heads 

3. Local Budget Preparation Form 3 Municipal Budget office/All LGU department 
Heads 

4. Local Budget Preparation Form 4 Municipal Budget office/All LGU department 
Heads 

5. Local Budget Preparation Form 5 Municipal Budget Office 

6. Local Budget Preparation Form 6 Municipal Budget Office 

7. Local Budget Preparation Form 7 Municipal Budget Office 

8. Project Procurement Management Plan 
(PPMP) 

All LGU department Heads 

9. Work and Financial Plan All LGU department Heads 

10. Gender and Development Plan GAD Focal Point 

11.Local Disaster Risk Reduction 
Management 
Plan 

MDRRM Office 

12. Peace and Order Plan MLGOO/MPOC 

13. Municipal Nutrition Action Plan 2022 Mun. Health Office 

14. List of PPAs for Senior Citizens and 
Person 
with Disabilities 

MSWD Office 

15. List of PPAs for the Local Council for the 
Protection of Children 

MSWD Office 

16. List of PPAs to Combat Acquired Immune 
Deficiency Syndrome (AIDS)  

Mun. Health Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Issuance of 
Budget Call of LCE  

1.1. Disseminate the 
Budget Call 
memorandum  
 

None  
1 day 

Municipal Budget 
Officer 

2. Conduct Budget 
Forum/LFC Meeting 

2.1. Discuss 
income/financial 
matters for the 
preparation of the 
Annual Budget  

None  
1 day 

Local Finance 
Committee 

3. Prepare and 
submit Budget 
Proposals from the 

3.1. Receive budget 
proposals, Prepare 
and Ready the 

None  
 
 

Department 
Heads 
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concern offices to 
the Municipal Budget 
Officer 

availability of different 
LBP Form and provide 
technical assistance 
 

10 days 

4. Conduct budget 
hearing 

4.1 Consolidate and 
review the budget 
proposals from the 
concern offices for 
Budget Hearing 
 

None  
 

10 days 

LCE/SB 
members/Vice-

Mayor/Department 
Heads/NGOs 

 

5. Budget 
preparation 

5.1. Prepare the Local 
Expenditures 
program (LEP) and 
Budget Expenditures 
and Sources of 
Financing (BESF) 
 

None  
 
 

18 days 

Municipal 
Budget 
Officer 

 

 5.2. Finalization of all 
local budget 
preparation form to 
support the Executive 
Budget  
 

None  
 

5 days 

LCE/Municipal 
Budget 
Officer 

 

 5.3. Prepare LCE 
Budget Message  
 

None  
5 days 

LCE/Municipal 
Budget 
Officer 

 

 5.4. Submission of 
Executive Budget to 
the Sangguniang 
Bayan  
 

  
1 day 

LCE/Municipal 
Budget 
Officer 

 

TOTAL  51 days  

 

2. REVIEW OF BARANGAY ANNUAL/SUPPLEMENTAL BUDGET 

Service Name: Review of Barangay Annual/Supplemental Budget 

Description of the 
Service: 

 

Office or Division: Municipal Budget Office 

Classification: Highly Technical 

Type of Transaction: G2G - Government to Government 

Who may avail: Barangay Officials 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Transmittal Letter Barangay Government concerned 

2. Appropriation Ordinance Barangay Government concerned 

3. Brgy Budget Pre Forms Barangay Government concerned 

4. Annual Investment Plan Barangay Government concerned 

5. BDC Resolution (AIP) Barangay Government concerned 

6. Brgy Council Resolution(AIP) Barangay Government concerned 
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7. Financial Plan (GAD,LCPC, Senior 
Citizens & PWDs, 5% Calamity Fund & 
20% Development Fund) 

Barangay Government concerned 

8. SK Annual Budget Barangay Government concerned 

9. Barangay SK Budget  Barangay Government concerned 

10. Barangay SK Budget (Transmittal 
letter) 

Barangay Government concerned 

11. ABYIP -SK SK Barangay Government concerned 

12. SK Resolution SK Barangay Government concerned 

13. SK Annual Budget SK Barangay Government concerned 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1.  
Submit the Barangay 
Annual Budget 

1.1. Receive and 
Review the Barangay 
Annual Budget and If 
there are some 
correction, return the 
Barangay Annual 
Budget to the LIGA ng 
mga Barangay for the 
necessary adjustments 
but If no corrections, 
formulate results of the 
review 

none 3 days Dulce A. Anino-
Lauron                  

Municipal Budget 
Officer/ Maria 

Katherine Joy O. 
Baracao                            

Budget Officer I/                      
Richelle L. Pacapac                    

Admin Aide III 
 

 1.2. Submit the 
Barangay Annual 
Budget with the result 
of the review to the 
Sangguniang bayan for 
approval 

none 5 days before 
session 

Jessica O. Caitom                     
Data Controller II/                                
Elhjay E. Lagunda                    
Data Controller III              

 

 1.3. Record and 
release the approved 

Barangay Annual 
Budget 

 

none 15 minutes   Elhjay E. Lagunda                    
Data Controller III/                 
Jessica O. Caitom                              
Data Controller II             

2.  
Submit the Barangay 
Supplemental 
Budget 

2.1.  
Receive and review 
the Barangay 
Supplemental Budget 
and If there are some 
corrections, return the 
Barangay 
Supplemental Budget 
to the barangay for the 
necessary adjustments 
but If no corrections, 
prepare/sign the 
results of the review 

none 3 days Dulce A. Anino-
Lauron                  

Municipal Budget 
Officer/                         

Maria Katherine 
Joy O. Baracao                            
Budget Officer I/                     

Richelle L. Pacapac                   
Admin Aide III 

 2.2.  
Submit the Barangay 

SK Supplemental 
Budget with the result 

of the review to the 

none 5 days before 
session 

  Elhjay E. Lagunda                    
Data Controller III/                 
Jessica O. Caitom                              
Data Controller II             
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Sangguniang Bayan 
for approval 

 2.3.  
Record and release 
the approved 
Barangay SK 
Supplemental Budget 

none 5 minutes Elhjay E. Lagunda              
Data Controller III                       
Jessica O. Caitom                   
Data Controller II/                

Richelle L. Pacapac                  
Admin Aide III          

 

TOTAL  
16 days & 20 

minutes 
 

 

3. ISSUANCE OF OBLIGATION REQUEST 

Service Name: Issuance of Obligation Request 

Description of the 
Service: 

 

Office or Division: Municipal Budget Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: LGU officials/Employees/Job Orders/Contract of Service 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. Salaries & Wages, other personnel 
benefits 

  

1. Approved Payroll Office of the Municipal Mayor 

2. Daily time record Office of the Mun. Human Resource 
Management & Devt Officer 

3. Accomplishment Report Office of the Mun. Human Resource 
Management & Devt Officer 

4. CAFOA signed by the department head 
concern 

Department head/Office concern 

B. Payment of Supplies, Materials, 
equipment & other disbursement 

  

1. Disbursement Voucher/Petty Cash 
Voucher 

Office of the Municipal 
Accountant/Office as end-users/GSO/Municipal 
Treasurer's Office/Mayor's Office 

2. Approved Purchase Request Mayor's Office 

3. Approved Purchase Order Mayor's Office 

4. Request for Quotation BAC Secretariat 

5. Approved PPMP/APP Concern office/BAC Secretariat 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSE
D TIME 

PERSON 
RESPONSIBLE 

1. If the transaction 
is conducted through 
bidding 

1.1.  
Preparation of the 
disbursement voucher 
and consolidation of 
the supporting 
documents 

 
 

none 

 
 

1 day 

Maria Katherine 
Joy O. Baracao 
Budget Officer 

I/Elhjay E. Lagunda              
Data Controller III/                

Richelle L. Pacapac                 
Admin Aide III               

 1.2.   
 

 
 

Elhjay E. Lagunda              
Data Controller III/                
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Forward the 
disbursement voucher 
to the concern end 
user/office for 
signature of the 
CAFOA 

none 30 minutes Jessica Caitom 
Data Controller II             

2. Submit 
Certification on 
Appropriations, 
and Obligation of 
Allotment 
(CAFOA) 

2.1. Receive the 
CAFOA from different 
offices with the 
supporting documents 

 

 
 

none 

 
 

5 minutes 

  Elhjay E. Lagunda                    
Data Controller III/                 
Jessica O. Caitom                              
Data Controller II             

 

 2.2.  
Obligation of CAFOA 
from different offices 

 
none 

 
1 day 

Elhjay E. Lagunda              
Data Controller III/                

Richelle L. Pacapac                 
Admin Aide III               

 2.3. Certify the CAFOA 
 

none 30 minutes Dulce A. Anino-
Lauron                        

Municipal Budget 
Officer/                                

Maria Katherine 
Joy O. Baracao                         
Budget Officer I 

3.  
Receive the 
documents and sign 
in the logbook 

3.1.  
Record and release 
the CAFOA 

 
none 

 
15 minutes 

  Elhjay E. Lagunda                    
Data Controller III/                 
Jessica O. Caitom                              
Data Controller II             

TOTAL  
2 days, 1 hr 

& 20 minutes 
 

 

4. INITIAL OF PURCHASE REQUEST (PR) AS TO AVAILABILITY OF APPROPRIATION 

Service Name: Initial of Purchase Request (PR) as to Availability of Appropriation 

Description of the 
Service: 

 

Office or Division: Municipal Budget Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: LGU – Department Heads / Different Offices 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 Purchase Request signed by the end-user 
and Municipal Treasurer 

 Concerned Office 

Approved APP/PPMP Concerned Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCES
SED TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
Purchase 
Request 

1.1.  
Receive the Purchase 
Request and verify 
whether it conform with 
the program of works 
and the Annual 

 
 
 
 

none 

 
 
 
 

15 
minutes 

Jessica O. Caitom                  
Data Controller II/                            
Elhjay Lagunda              

Data Controller III/                     
Dulce A. Anino-

Lauron                                
Municipal Budget 



 

187 
 

Procurement Plan and 
others 

Officer                           
Maria Katherine 
Joy O. Baracao                         
Budget Officer 

I/Richelle Pacapac 
Admin Aide III 

 1.2.  
Initial the Purchase 
Request 

 
 

none 

 
 

5 minutes 

Dulce A. Anino-
Lauron                  

Municipal Budget 
Officer/                                  

Maria Katherine 
Joy O. Baracao                            
Budget Officer I 

2. Receive the 
Purchase 
Request 

2.2.  
Record and release 
the Purchase Request 

 
none 

 
5 minutes 

Elhjay E. Lagunda                        
Data Controller 
III/Jessica O. 
Caitom Data 
Controller II 

TOTAL  
25 

minutes 
 

 

5. SIGNATURE OF ACTIVITY DESIGN AS TO AVAILABILITY OF APPROPRIATION 

Service Name: Signature of Activity Design as to Availability of Appropriation 

Description of the 
Service: 

 

Office or Division: Municipal Budget Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government  

Who may avail: LGU Department Heads/ Different Offices 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 Activity Design signed by the end-user  Concerned Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
Activity Design 

1.1. Receive and 
sign the Activity 
Design 

none 15 minutes Jessica O. Caitom                      
Data Controller II/                                
Elhjay E. Lagunda                   
Data Controller III/                  

Dulce A. Anino-
Lauron                      

Municipal Budget 
Officer/                          

Maria Katherine 
Joy O. Baracao                          
Budget Officer I 

2. Receive the 
Activity Design 

2.1. Record and 
release the Activity 
Design 

 
none 

  
5 minutes 

Richelle L. Pacapac                   
Administrative Aide 

III/Elhjay E. 
Lagunda                             

Data Controller III 

TOTAL  20 minutes  
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6. SIGNATURE OF PROGRAM OF WORKS (POW) AS TO AVAILABILITY OF 

APPROPRIATION 

Service Name: Signature of Program of Works (POW) as to Availability of 
Appropriation 

Description of the 
Service: 

 

Office or Division: Municipal Budget Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: LGU Department Heads/ Different Offices 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 POW signed by the end-user Concerned Office  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
POW (Program of 
Works) 

1.1 Receive and 
Sign the POW 

 
 
 

none 

 
 
 

15 minutes 

Jessica O. Caitom                    
Data Controller II/                                
Elhjay E. Lagunda                
Data Controller III/                  

Dulce A. Anino-
Lauron                      

Municipal Budget 
Officer/                          

Maria Katherine 
Joy O. Baracao                            
Budget Officer I 

TOTAL  20 minutes  
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GENERAL  
SERVICES OFFICE 

(GSO) 
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1. ISSUANCE OF GAS/FUEL SLIPS AND TRIP TICKETS TO MUNICIPAL DRIVERS AND 

OTHER DEPARTMENTS REQUESTING FOR FUEL 

Service Name: Issuance of Gas/Fuel Slips and Trip Tickets to Municipal Drivers 
and other Departments Requesting for Fuel. 

Description of the 
Service: 

This refers to the GAS Slip Issuance for Official Purpose. 

Office or Division: Municipal General Service Office 

Classification: Simple 

Type of Transaction: G2G- Governement yo Government 

Who may avail: Office of the Mayor, Engineering Office, RHU, Municipal Agriculture 
Office, MDRRMO, MGSO and Municipal Drivers. 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Requisition Slip for Organic Offices with  
Fuel Request signed by the Head 

End – User Unit Concerned  

2. Trip Ticket duly signed by the  
Administrator or the MGSO 

Office of the Municipal Administrator, 
MGSO 

CLIENT STEPS AGENCY  ACTIONS 
FEES 
TO BE 
PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Present the  

Requisition Slip 

for  

Fuel Request or  

the Trip Ticket to  

the Department 

1. Receive the RIS for  Fuel 

or the Trip Ticket and record 

it on the log book  provide 

for FUEL/GAS Consumption 

NONE 5 Minutes Niño Rey Doliente 

2. Forward the RIS/Trip 

Ticket to the MGSO for  

checking on the kind of fuel,  

quantity and the destination 

of travel or the purpose of  

the End-User. 

 
 
 
 

NONE 

 
 
 
 

5 Minutes 

Ana Karmela 
Limbago  

3. Issue the corresponding  

quantity of fuel requested  

according to the agency 

policy. 

 

 
 
 

NONE 

 
 
 

5 Minutes 
Niño Rey Doliente 

4. Advise the driver  

upon return from  

the travel to return  

the slip signed by  

the Gas Station to  

the receiving  

personnel for  

payment purposes. 

 
 
 

NONE 

 
 
 

5 Minutes 
 LEO GIL RUBIA 

            TOTAL  20 minutes  
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2. PROCUREMENT PROCESS 

Service Name: PROCUREMENT PROCESS  

Description of the 
Service: 

This refers to the procurement of Goods and Other Supplies and Regular 
Office Equipment as determined by the BAC without Bidding as set forth 
in R.A. 9184. 

Office or Division: Municipal General Service Office 

Classification: Simple 

Type of Transaction: G2G- Government to Government 

Who may avail: LGU Departments and National Agencies 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Purchase Request Form or Requisition  
Slip duly accomplished by the Requesting  
Office for the goods to be purchased. 

MGSO 

2. Duly signed PR/Requisition Slip by the  
Budget Office for the availability of funds. 

MGSO/ Budget Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

Submit the  
documents to  
the receiving  
personnel for  

record  
purposes. 

1. Receive the 
documents  
and have it signed by  
the Head. 
 

None  5 Minutes Mary Christ Eypil 

2. Transmit the document  
to the Budget Office for  
signature when funds  
are still available 

None  5 Minutes 
MA. ADELYN 

ACORDA/ 
MELIZA ESPINAL 

3. If funds are available  
complete the set of  
Procurement Papers 

None  5 Minutes 
MA. ADELYN 

ACORDA 

4. Transmit the Proc.  
Papers to the BAC to  
ascertain the mode of  
Procurement. 

None  5 Minutes 
LEO GIL Y. RUBIA/ 

MELIZA B. ESPINAL 

5. Prepare and Issue  
RFQ/Canvass forms  
with items listed for  
quoted price from three  
suppliers 

None  5 Minutes 
LEO GIL Y. RUBIA 

MELIZA B. ESPINAL 

6. Submit the  
RFQ’s/Canvass to the  
BAC for BAC  
Resolution to Award  
the contract to the  
winning supplier. 

None  5 Minutes 
MA. ADELYN 

ACORDA/ 
MELIZA B. ESPINAL 

7. Have the BAC  
Resolution completely  
signed by the BAC  
members before  
proceeding to the next  
step 

None  5 Minutes 

MARY CHRIST 
EYPIL/ 

ANA KARMELA 
LIMBAGO 

8. After confirming the  
award to the winning  
supplier furnish the  

None  5 Minutes 
LEO GIL Y. RUBIA/  

MELIZA B. ESPINAL 
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supplier with the  
Purchase Order to  
prepare the Goods for  
delivery. 

9. Receive the deliveries  
of Goods and Items  
from the supplier and  
check for the quantity,  
brand in PO and  
specification. 

 
 
 

None  

 
 
 

5 Minutes 

 
 
 

LEO GIL Y. RUBIA/ 
MELIZA B. ESPINAL 

10. Issue the requested  
and delivered items to  
the Requesting Office  
and have them sign in  
the space provided  
attesting that all items  
were received. 

None  5 Minutes 

MELIZA B. ESPINAL 
MA. ADELYN 

ACORDA 
ANA KARMELA 

LIMBAGO 

11. Prepare PAR, ICS for  
Equipment considered  
as Semi-Expendable  
and Properties of LGU. 

None  5 Minutes MELIZA B. ESPINAL 

12. Complete the  
Procurement Papers  
for payment purposes  
and transmit to the  
Budget Office. 

None  5 Minutes 
MA. ADELYN 

ACORDA 

TOTAL  1 hour  

 

3. PROPERTY CUSTODIAN SERVICES 

Service Name: Property Custodian Services 

Description of the 
Service: 

This refers to the issuance and transfer of equipment. Property Custodian 
Services (Issuance/Transfer of Equipment) 

Office or Division: Municipal General Service Office 

Classification: Simple 

Type of Transaction: G2G- Government To Government 

Who may avail: LGU Departments and National Agencies 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Property Acknowledgment Receipt (PAR) MGSO 

2. Inventory Custodian Slip (ICS) MGSO 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1.Submit the  
documents to  
the receiving  
personnel for  

record  
purposes. 

1.1 Verification: Check 
the completeness and 
accuracy of the 
PAR/ICS Receiving 
Clerk (MGSO) 

NONE 5 Minutes 
LEO GIL Y. RUBIA 

MELIZA B. 
ESPINAL 

1.2 Approval and 
Recording: Sign the 
documents and update 
the property registry 

NONE 5 Minutes LEO GIL Y. RUBIA 
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Supply Officer / GSO 
Head 

2. Receive the 
equipment/property 

2.1 Transfer of 
Property: Physical 
turnover of the 
equipment to the 
requesting office 

NONE 10 Minutes 
LEO Y. RUBIA 

MELIZA B. 
ESPINAL 

TOTAL  20 minutes  
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1. PROVISION OF LIMITED CASH ASSISTANCE AICS (AID TO INDIVIDUAL OR FAMILIES 

IN CRISIS SITUATIONS) 

Service Name: Provision of Limited Cash Assistance AICS (Aid to Individual or 
Families in Crisis Situations) 

Description of the 
Service: 

This service refers to residents who needs financial help for 
Medications, Hospital Bills, Death Certificates, Food Assistance, & 
Transportation Allowance.  

Office or Division: Municipal Social Welfare and Development Office – Department 
Office 

Classification: COMPLEX 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Bona fide Residents of Municipality of Carmen and Neighboring towns 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

HOSPITALIZATION ASSISTANCE 
REQUIREMENTS 

 

Certificate of Barangay Indigency/Residency Barangay Hall 

Medical Records (e.g. Medical Abstract, Billing) 
@ 1 month of validity from issuance by physician 

Hospital 

MEDICAL ASSISTANCE REQUIREMENTS  

Certificate of Barangay Indigency/Residency Barangay Hall 

Medical Documents (e.g Prescriptions, anti-rabies 
schedule, etc.) @ 1 month validity from issuance 
by physician/authorized medical practioner 

Hospital or any authorized medical 
clinics/animal bite centers 

DEATH & BURIAL ASSISTANCE  

Certificate of Barangay Residency and Indigency 
by the claimant 

Barangay Hall 

Registered Death Certificate @ 1 month validity 
from issuance by LCR 

Municipal Hall/City Hall 

Certification from Barangay Captain where 
deceased last resided that he/she stayed with 
claimant (surviving spouse, parent/s, child/ren or 
with person responsible taking care of him/her at 
least 6 months period. 

Barangay Hall 

TRANSPORTATION/ FARE ASSISTANCE  

Documents justifying for the need to travel due to 
an emergency of an immediate family 
member/family member or relative and/or being a 
victim/s survivor/s of gender-based violence 
cases. 

Municipal Social Welfare Development Office 
(MSWDO) 

Certificate of Barangay Indigency/Residency Barangay Hall 

FOOD ASSISTANCE  

Certificate of Barangay Indigency/Residency Barangay Hall 

Social Worker’s Assessment/Findings Municipal Social Welfare Development Office 
(MSWDO) 

LABORATORY TESTS  

Laboratory Request from signed by physician @ 
1 month validity from issuance  

Hospital/Any Authorized Medical Clinics 

Certificate of Barangay Indigency/Residency  Barangay Hall 

PSYCHOLOGICAL 
EVALUATION/PSYCHIATRIC TREATMENT 

 

Certificate of Barangay Indigency/Residency  Barangay Hall 
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Recommendation from MHO or Medical 
Practitioner that client needs psychological 
evaluation/psychiatric treatment due to cases of 
being gender-related issues or being a PWD @ 1 
month validity from the issuance 

RHU/HOSPITAL 

MAN-MADE DISASTERS (armed conflicts, fire 
and other related occurrence) 

 

Certificate of Barangay Indigency/Residency  Barangay Hall 

Assessment of extent of damage issued by 
MEO/MDRRMO 

Municipal Engineering Office (MEO) or 
Municipal Disaster Risk Reduction 
Management Office (MDRRMO) 

Assessment of Social Worker and pictures to 
justify if partially/totally damaged 

Municipal Social Welfare Development Office 
(MSWDO) 

In case of fire, certification from the BFP  Bureau of Fire Protection (BFP) 

NATURAL DISASTER (floods, landslides, 
Earth Quake, etc.) 

 

Certificate of Barangay Indigency/Residency  Barangay Hall 

Assessment of extent of damage issued by 
MEO/MDRRMO 

Municipal Engineering Office (MEO) or 
Municipal Disaster Risk Reduction 
Management Office (MDRRMO) 

Assessment of Social Worker and pictures to 
justify if partially/totally damaged 

Municipal Social Welfare Development Office 
(MSWDO) 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCES
SED TIME 

PERSON 
RESPONSIBLE 

1. The client should 
prepare the 
necessary document 
needed for 
emergency cash 
assistance 

1. Conduct interview 
using the General 
Intake Sheet (GIS) 

None 15 Minutes 
MSWDO 

MSWDO STAFF 

2. Receive Cash 
Assistance 

2.  Preparation and 

Approval of the case 

summary, certificate of 

eligibility, OBR, DV and 

Documents 

2.1 Signed OBRs, DVs, 

etc 

2.2 Submission for 

Processing 

2.3 Approved OBRs, DVs, 
etc. 

None 

 

 

None 

 

1 day 

 

 

5-7 days 

 

MSWDO 

MSWD STAFF 

Mayor’s Office 

Municipal Budget 

Office 

Office of Municipal 

Accounting 

Municipal Treasurers 
Office 

 
Releasing of Cash 
Checks 

None 5 minutes 
Municipal Treasurer’s 

Office (Disbursing 
Officer) 

TOTAL  
8 days & 

20 minutes 
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2. ISSUANCE OF REFERRALS TO OTHER AGENCIES 

Service Name: Issuance of Referrals to other Agencies 

Description of the 
Service: 

This service refers to residents who needs financial help for 
Medications, Hospital Bills, Death Certificates, Food Assistance, & 
Transportation Allowance. 

Office or Division: Municipal Social Welfare and Development Office – Department 
Office 

Classification: COMPLEX 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Bona fide Residents of Municipality of Carmen and Neighboring towns 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
HOSPITALIZATION ASSISTANCE 
REQUIREMENTS 

 

Certificate of Barangay Indigency/Residency Barangay Hall 

Medical Records (e.g. Medical Abstract, 
Billing) @ 1 month of validity from issuance by 
physician 

Hospital 

MEDICAL ASSISTANCE REQUIREMENTS  
Certificate of Barangay Indigency/Residency Barangay Hall 

Medical Documents (e.g Prescriptions, anti-
rabies schedule, etc.) @ 1 month validity from 
issuance by physician/authorized medical 
practioner 

Hospital or any authorized medical 
clinics/animal bite centers 

DEATH & BURIAL ASSISTANCE  

Certificate of Barangay Residency and 
Indigency by the claimant 

Barangay Hall 

Registered Death Certificate @ 1 month 
validity from issuance by LCR 

Municipal Hall/City Hall 

Certification from Barangay Captain where 
deceased last resided that he/she stayed with 
claimant (surviving spouse, parent/s, child/ren 
or with person responsible taking care of 
him/her at least 6 months period. 

Barangay Hall 

TRANSPORTATION/ FARE ASSISTANCE  

Documents justifying for the need to travel due 
to an emergency of an immediate family 
member/family member or relative and/or 
being a victim/s survivor/s of gender-based 
violence cases. 

Municipal Social Welfare Development 
Office (MSWDO) 

Certificate of Barangay Indigency/Residency Barangay Hall 
FOOD ASSISTANCE  

Certificate of Barangay Indigency/Residency Barangay Hall 

Social Worker’s Assessment/Findings Municipal Social Welfare Development 
Office (MSWDO) 
 

LABORATORY TESTS  

Laboratory Request from signed by physician 
@ 1 month validity from issuance  

Hospital/Any Authorized Medical Clinics 

Certificate of Barangay Indigency/Residency  Barangay Hall 

PSYCHOLOGICAL 
EVALUATION/PSYCHIATRIC TREATMENT 

 

Certificate of Barangay Indigency/Residency  Barangay Hall 
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Recommendation from MHO or Medical 
Practitioner that client needs psychological 
evaluation/psychiatric treatment due to cases 
of being gender-related issues or being a 
PWD @ 1 month validity from the issuance 

RHU/HOSPITAL 

MAN-MADE DISASTERS (armed conflicts, 
fire and other related occurrence) 

 

Certificate of Barangay Indigency/Residency  Barangay Hall 

Assessment of extent of damage issued by 
MEO/MDRRMO 

Municipal Engineering Office (MEO) or 
Municipal Disaster Risk Reduction 
Management Office (MDRRMO) 

Assessment of Social Worker and pictures to 
justify if partially/totally damaged 

Municipal Social Welfare Development 
Office (MSWDO) 

In case of fire, certification from the BFP  Bureau of Fire Protection (BFP) 
NATURAL DISASTER (floods, landslides, 
Earth Quake, etc.) 

 

Certificate of Barangay Indigency/Residency  Barangay Hall 

Assessment of extent of damage issued by 
MEO/MDRRMO 

Municipal Engineering Office (MEO) or 
Municipal Disaster Risk Reduction 
Management Office (MDRRMO) 

Assessment of Social Worker and pictures to 
justify if partially/totally damaged 

Municipal Social Welfare Development 
Office (MSWDO) 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. The client will 
fill-up the General 
Intake Sheet 
(GIS) bringing 
along their 
documents for 
assistance  

1.1. Interview and 

encode the case 

summary 

 

1.2. Schedule for home 
visit (if needed) 

None 

20 minutes 

 

Half Day 

MSWDO STAFF 

 

MSWDO/SWO 

2. Case Summary 
reviewed and 
received 

2.1. Signed Case 
Summary by the Social 
Worker 

None 5 minutes MSWDO/SWO 

3. Counseling/ 
Advise Giving 

3.1. Case 
Management 

None 
Depends on 

the severity of 
the case 

MSWDO 

TOTAL  
4 hrs & 25 

mins or more 
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3. ASSISTING WOMEN/CHILDREN IN DIFFICULT CIRCUMSTANCES (R.A 9262, R.A 9344, 

etc) 

Service Name: Assisting Women/Children in Difficult Circumstances (R.A 9262, R.A 

9344, etc) 

Description of the 
Service: 

This service refers to residents who are victims of R.A 9262, R.A 9344, 
etc). 

Office or Division: Municipal Social Welfare and Development Office – Department 
Office 

Classification: COMPLEX 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Bona fide Residents of Municipality of Carmen and Neighboring towns 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Approach office 
staff and inquire 
regarding 
assistance 
needed.  

1.1. Establishing 

rapport, Social Worker 

interviews client and 

assess his/her needs 

for assistance 

1.2. Counseling/Advice 

giving is provided, if 

needed. 

1.3. Referral to Women 

and Children’s 

Protection Division 

(WCPD) for 

Documentation 

(Blotter) or filling of a 

case, if needed1 

1.4. For gender-related 

cases, refer client for 

medico-legal 

examination or 

psychological 

evaluation, if needed 

1.5. For CICL, Social 

Worker and WCPU 

establish if case needs 

discernment or 

diversion program. 

1.6. Assist on filing of a 

case 

None 

 

 

 

 

 

Depending 

on the 

severity of 

the case 

 

 

 

 

 

 

 

 

 

 

 

 

 

MSWDO 

WCPU 
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1.7. Conduct 

counseling sessions 

2. If victim-
survivors needs 
temporary shelter 

2.1. Assist and/or 
facilitate for temporary 
shelter, then refer for 
custody 

None 

If client 
needs 
special 

protection, 
depending 

on the 
availability 
of facility 

referred to 

MSWDO 

3. If victim-
survivor/s does 
not need a 
temporary shelter 

3.1. Case 
Management is 
conducted by Social 
Worker to determine 
further interventions 
needed by the victim-
survivor/s. 
 
3.2. Attend court 
hearings, if needed 

None 

Depending 
on the 

severity of 
the case 

MSWDO 

TOTAL  

Depending 
on the 

severity of 
the case 

 

 

4. ISSUANCE OF SOLO PARENT IDENTIFICATION CARD 

Service Name: Issuance of Solo Parent Identification Card 

Description of the 
Service: 

This service refers to residents who are Solo Parents in the Municipality 
of Carmen. 

Office or Division: Municipal Social Welfare and Development Office – Department 
Office 

Classification: COMPLEX 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Bona fide Residents of Municipality of Carmen 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

SOLO PARENT REQUIREMENTS  

2pcs 1x1 ID Picture  
PWD Office Application Form 

Certificate of Attendance 

CONSEQUENCES OF RAPE  

Birth Certificate/s of Child or Children PSA Office 

Complaint Affidavit-WCPD Philippine National Police 

Medical Record on the Incident of Rape Hospital or RHU 

Sworn Affidavit declaring that the solo parent 
has the sole parental care and support of the 
child or children at the time of the execution 
of affidavit: Provided, that the for purposes of 
subsequent SPIC and booklet, only the 
sworn affidavit shall be submitted every year. 

Public Attorney’s Office (PAO) or Private 
Attorney 
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Affidavit or Certification of the Barangay 
official attesting that the solo parent is a 
resident of the barangay and that the 
children is/are under the parental care and 
support of the solo parent 

Barangay Hall 

DEATH OF SPOUSE  

Birth Certificate/s of Child or Children PSA Office / LCR 

Marriage Certificate or Barangay Certificate 
of Co-habitation 

PSA Office / LCR 

Sworn affidavit declaring that the solo parent 
is not co-habiting with a partner or co-parent, 
and has the sole parental care and support 
of the child or children 

Public Attorney’s Office (PAO) or Private 
Attorney 

Affidavit of the barangay official attesting that 
the solo parent is a resident of the barangay 
and that the child or children is/are under the 
parental care and support of the solo parent 

Barangay Hall 

ON ACCOUNT OF PHYSICAL AND MENTAL 
INCAPACITY OF THE SPOUSE 

 

Birth Certificate/s of Child or Children PSA Office / LCR 

Marriage Certificate or Barangay Certificate 
of Co-habitation 

PSA Office / LCR 

Medical records, medical abstract, or a 
certificate of confinement from the National 
Center for Mental Health or any medical 
hospital or facility confinement of the 
incapacitated spouse should have been 
issued not more than three (3) months before 
the submission, or a valid PWD ID 

Hospital/Mental Health Facility 

Sworn affidavit declaring that the solo parent 
is not co-habiting with a partner or co-parent, 
and has the sole parental care and support 
of the child or children 

Public Attorney’s Office (PAO) or Private 
Attorney 

Affidavit of the barangay official attesting that 
the solo parent is a resident of the barangay 
and that the child or children is/are under the 
parental care and support of the solo parent 

Barangay Hall 

ON ACCOUNT OF LEGAL OR DE FACTO 
SEPARATION OF SPOUSE 

 

Birth Certificate/s of Child or Children PSA Office / LCR 

Marriage Certificate or Barangay Certificate 
of Co-habitation 

PSA Office / LCR 

Judicial decree of legal separation of the 
spouses or. In the case of de facto 
separation, an affidavit of two (2) dis-
interested persons attesting to the fact of 
separation of the spouses 

Regional Trial Court (RTC) / PAO 

Sworn affidavit declaring that the solo parent 
is not co-habiting with a partner or co-parent, 
and has the sole parental care and support 
of the child or children 

Public Attorney’s Office (PAO) or Private 
Attorney 

Affidavit of the barangay official attesting that 
the solo parent is a resident of the barangay 

Barangay Hall 
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and that the child or children is/are under the 
parental care and support of the solo parent 

ON ACCOUNT OF ABANDONMENT OF THE 
SPOUSE 

 

Birth Certificate/s of Child or Children PSA Office / LCR 

Marriage Certificate or Affidavit of the solo 
parent 

PSA Office / LCR / PAO 

Affidavit of two (2) dis-interested persons 
attesting to the fact of abandonment of the 
spouse 

Public Attorney’s Office (PAO) or Private 
Attorney 

Police or Barangay record of the fact of 
abandonment 

PNP/Barangay Hall 

Sworn affidavit declaring that the solo parent 
is not co-habiting with a partner or co-parent, 
and has the sole parental care and support 
of the child or children 

PAO / Private Attorney’s Office 

Affidavit of the barangay official attesting that 
the solo parent is a resident of the barangay 
and that the child or children is/are under the 
parental care and support of the solo parent 

Barangay Hall 

UNMARRIED MOTHER OR FATHER  

Birth Certificate/s of Child or Children PSA Office / LCR 

Certificate of No Marriage (CENOMAR) PSA Office 

Sworn affidavit declaring that the solo parent 
is not co-habiting with a partner or co-parent, 
and has the sole parental care and support 
of the child or children 

Public Attorney’s Office (PAO) or Private 
Attorney 

Affidavit of the barangay official attesting that 
the solo parent is a resident of the barangay 
and that the child or children is/are under the 
parental care and support of the solo parent 

Barangay Hall 

LEGAL GUARDIAN OR ADOPTIVE OR 
FOSTER PARENT 

 

Birth Certificate/s of Child or Children PSA Office / LCR 

Proof of guardianship, such as the decision 
granting legal guardianship issued by a 
court; proof of adoption, such as the decree 
of adoption issued by a court, or order of 
Adoption issued by the DSWD or National 
Authority on Child Care (NACC); proof of 
foster care such as the Foster Parent 
License issued by the DSWD or NACC 

RTC/DSWD/NACC 

Sworn affidavit declaring that the solo parent 
is not co-habiting with a partner or co-parent, 
and has the sole parental care and support 
of the child or children 

PAO / Private Attorney’s Office 

Affidavit of the barangay official attesting that 
the solo parent is a resident of the barangay 
and that the child or children is/are under the 
parental care and support of the solo parent 

Barangay Hall 

FOR ANY RELATIVE WITHIN THE FOURTH 
(4TH) CIVIL DEGREE OF CONSAGUINITY OR 
AFFINITY OF THE PARENT OR LEGAL 
GUARDIAN 
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Birth Certificate/s of Child or Children PSA Office / LCR 

Death certificate, certificate of incapacity, or 
judicial declaration of absence or 
presumptive death of the parents or legal 
guardian; police or barangay records 
evidencing that fact of disappearance or 
absence of the parent or legal guardian for at 
least six (6) months 

LCR/Court/Barangay 

Proof of relationship of the relative to the 
parent or legal guardian such as birth 
certificate, marriage certificate, family 
records, or other similar or analogous proof 
of relationship 

PSA/LCR 

Sworn affidavit declaring that the solo parent 
is not co-habiting with a partner or co-parent, 
and has the sole parental care and support 
of the child or children 

PAO / Private Attorney’s Office 

Affidavit of the barangay official attesting that 
the solo parent is a resident of the barangay 
and that the child or children is/are under the 
parental care and support of the solo parent 

Barangay Hall 

PREGNANT WOMAN  

Medical Records of her pregnancy RHU/Hospital 

Sworn affidavit declaring that the solo parent 
is not co-habiting with a partner or co-parent, 
and has the sole parental care and support 
of the child or children 

PAO / Private Attorney’s Office 

Affidavit of the barangay official attesting that 
the solo parent is a resident of the barangay 

Barangay Hall 

SOLO PARENT AVAILING SUBSIDY AND 
DISCOUNTS 

 

Affidavit of no employment PAO 

Income Tax Return (ITR) or similar tax 
returns 

BIR 

SCS issued by the MSWD MSWDO 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Approach office 

staff regarding the 

program  

Comply Solo Parents’ ID 
Requirements according 
to category 

None 20 minutes 
Designate Solo 
Parent Focal 

2. ID Issuance and 

recording 
Interview the Solo 
Parent 

None 10 minutes MSWDO 

 For Mayor’s Signature None 20 minutes Municipal Mayor 

TOTAL  50 minutes  
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5. PRE-MARRIAGE ORIENTATION AND COUNSELING (PMOC) 

Service Name: Pre-Marriage Orientation and Counseling (PMOC) 

Description of the 
Service: 

This service refers to the couple residents of the Municipality of Carmen 
and Neighboring Towns. 

Office or Division: Municipal Social Welfare and Development Office – Department 
Office 

Classification: COMPLEX 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Bona fide Residents of Municipality of Carmen and Neighboring towns 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

CENOMAR/each Pair   
PSA Valid IDs  

Appearance of Couple 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 
PROCES
SED TIME 

PERSON 
RESPONSIBLE 

1. Inquire for 
PMOC schedule  

Provide schedule and 
Marriage Expectation 
Inventory (MEI) Form 
to be filled-up by the 
couples. 

None 
15 

minutes 

MSWDO 

MSWD STAFF 

2. Attend 
scheduled PMOC 

Conduct PMOC 
Sessions 

None 4 hours PMOC Team 

3. Pay for PMOC 
sessions at 
Municipal 
Treasurer’s Office 

Issue PMOC 
Certificate 

Php 500.00 5 minutes PMOC Team 

TOTAL  
4 hrs & 20 

mins 
 

 

6. CHILD DEVELOPMENT SERVICE PROGRAM 

Service Name: Child Development Service Program 

Description of the 
Service: 

This service refers to the residents of the Municipality of Carmen. 

Office or Division: Municipal Social Welfare and Development Office – Department 
Office 

Classification: COMPLEX 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Bona fide Residents of Municipality of Carmen  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Identify enrolled children per barangay  

Master list  

Appearance of Couple  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Conduct daily 
session (Mon-Fri)  

Feeding  

Technical Assistance 
None 8 hours DCW 1 
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Supervision CHILD 
DEVELOPMENT 

WORKERS 

2. Conduct 
Feeding 

Facilitate distribution of 
goods or supplies per 
child development 
centers 

None 4 hours DCW 1 

3. Weight 
Monitoring 

Conduct weighing None 4 hours 

DCW 1  
Child Development 

Workers 
Barangay Health 

Workers 

4. Monitor 
Children 

Use the ECCD 
Monitoring Checklist 

None 4 months 
Child Development 

Workers 

TOTAL  
4 months & 

16 hours 
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PERSONS WITH 
DISABILITY (PWD) 

OFFICE 
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1. ISSUANCE OF A PERSONS WITH DISABILITY IDENTIFICATION CARD 

Service Name: Issuance of Persons With Disability Identification Card 

Description of the 
Service: 

This service refers to residents who are Persons with Disability in the 
Municipality of Carmen  

Office or Division: Persons With Disability Office (PWDO) 

Classification: COMPLEX 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Bona fide Residents of Municipality of Carmen 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Medical Certification signed by the physician 
to establish the type of disability 

                                          
RHU/HOSPITAL/Physician 

2pcs 1x1 Picture (latest)  

1 whole body picture  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Inquire to apply 
for an PWD ID 

1.1. Administer 

interview and assist in 

filling up the form 

1.2. Register online at 

website 

1.3. Review and 
approved for DOH 
PRPWD registry online 

None 10 minutes PWD STAFF 

2. Application 
form endorsed to 
Mayor’s Office  

2.1. Application Form 

signed by the 

Municipal Mayor 

2.2 Facilitate on the 
issuance of the ID 
using the details on the 
application form 

None 

 

 

None 

 

 

20 minutes 

 

PWD STAFF 

 

Mayor’s Office Stuff 

3. Application form 
with physical ID 
will be endorsed 
to the PWD 
Office 
 

3.1. Applicant’s form 
encoded to the DOH 
Registry database  

None 5 minutes PWD STAFF 

TOTAL  35 minutes  
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2. ISSUANCE OF A PERSONS WITH DISABILITY (PWD) PURCHASE BOOKLET 

Service Name: Issuance of A Persons With Disability (PWD) Purchase Booklet 

Description of the 
Service: 

This service refers to residents who are Persons with Disability in the 
Municipality of Carmen 

Office or Division: Persons With Disability Office (PWDO) 

Classification: COMPLEX 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Bona fide Residents of Municipality of Carmen 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 N/A   

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Approach an 
office staff and 
inquire to request 
for a PWD 
Purchase Booklet 

1.1. Request PWD ID 

1.2. Log and release 
Purchase Booklet 

None 5-10 minutes PWD STAFF 

TOTAL  10 minutes  
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OFFICE OF THE 
SENIOR CITIZEN 
AFFAIR (OSCA) 
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1. ISSUANCE OF A SENIOR CITIZEN (OSCA) IDENTIFICATION CARD 

Service Name: Issuance of a Senior Citizen (OSCA) Identification Card 

Description of the 
Service: 

This service refers to residents who are Senior Citizens in the 
Municipality of Carmen. 

Office or Division: OFFICE OF THE SENIOR CITIZEN (OSCA) 

Classification: COMPLEX 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Bona fide Residents of Municipality of Carmen 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate of Live Birth of Senior Citizen PSA / LCR 

Baptismal Certificate (If negative result from PSA) Church 

2pcs 1x1 ID Picture Client 

1 Photocopy of National ID PhilSys 

CLIENT STEPS AGENCY  ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. The client inquires 
on how to secure a 
Senior Citizens ID 

1.1. The OSCA Staff 
reviews the document/s 
presented by the client. 
 
1.2. Fill up the ID Form 
 
1.3. Reviewed and 
Approved form for 
issuance of ID to be 
endorsed to Mayor’s 
Office 

None 5 minutes OSCA STAFF 

2. Endorse the 
application form to 
Mayor’s Office Staff 

2.1. Facilitate on the 
issuance of the ID using 
biometrics with details 

None 

 

 

None 

 

5-10 minutes  

 
Mayor’s Office Staff 

3. Return the 
Application Form to 
OSCA Office 

3.1. Interview the 
applicant for him/her to be 
included on the barangay 
master list and facilitate 
senior citizen applicant for 
Social Pension Program 
and PhilHealth, if qualified 
citizen applicant for Social 
Pension Program and 
PhilHealth, if qualified 
 

None 20 minutes OSCA Staff 

TOTAL  40 minutes  

2. FRONTLINE SERVICE: APPLICATION FOR OCTAGENARIANS AND NONAGENARIANS 

(any two (2) of the following documents which determines the age of the applicant) 
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Service Name: Application for Octagenarians and Nonagenarians  

Description of the 
Service: 

This service refers to residents who are Senior Citizens in the 
Municipality of Carmen. 

Office or Division: OFFICE OF THE SENIOR CITIZEN (OSCA) 

Classification: COMPLEX 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Bona fide Residents of Municipality of Carmen or a Filipino Citizen living 
overseas  

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate of Live Birth of the Senior Citizen Philippine Statistic Authority 

Photocopy of National ID Card provided that 
the original copy must be presented 

PhilSys 

Photocopy of Valid Philippine Passport 
provided that the original must be presented 

DFA 

Original Certificate of Late Registration of 
Birth  

PSA 

Photocopy of SC’s ID duly issued by the 
OSCA / equivalent ID for those residing 
abroad provided that the original copy must 
be presented 

OSCA 

Photocopy of Philippine Government Issued 
IDs (eg. LTO, GSIS, SSS, PRC, POSTAL 
ID, COMELEC ID showing Filipino 
citizenship and year of birth) 

National Agencies 

Original Birth Certificate of the Eldest Child PSA 

Original Certificate of Marriage PSA 

Original School records/employment 
records of the applicant reflecting the date of 
and citizenship 

School 

Original Certificate of Membership from 
retirement and pension insurance systems, 
whether public/private (ex. SSS, GSIS, 
PVAO, AFPMBAI, PNPRBS, etc.) 

National Agencies 

Original Baptismal Certificate or any church, 
showing the date of birth of the applicant as 
certified by the parish priest/head of 
religious denominations 

Church 

For Ips (Indigenous People) without PSA 
issued Birth Certificates, an original 
certification/similar document duly issued by 
the national Commission on Indigenous 
People (NCIP) attesting the age or 
circumstances of the celebrant 

NCIP 

1 piece 2 x 2 Picture (Latest)  

1 copy of Whole-Body Picture of the 
Applicant 

 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSE
D TIME 

PERSON 
RESPONSIBLE 

1. The applicant / 
authorized person 
will endorse the 

1.1. Check the 

requirements 

submitted and verify if 

None 20 minutes OSCA Staff 
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requirements to 
OSCA  

the documents are 

valid as a support 

document for the 

applicant’s application 

form. 

1.2. Interview the 
applicant/authorized 
person for other details 
needed from the 
application form 

2.OSCA Staff 
process 
documents for 
Mayor’s signature 

2.1. Application Form 
endorsed to the 
Mayor’s Office for 
Signature 

None 10 minutes Municipal Mayor 

 

2.2. Signed Application 
forms will be submitted 
to National 
Commission of Senior 
Citizens  

None 

1 -5 days (if 
submitted to 

Cebu via 
Ferry or thru 

courier 
services)  

 
 

OSCA Staff 

3.Realease of 
stipend 

3.1. NCSC schedules 
the quarterly release of 
qualified applicants 
 
3.2. OSCA facilitates 
on information 
dissemination to 
beneficiaries  

None 
Depends on 
the schedule 

of NCSC 

NCSC personnel 
 
 
 

OSCA Staff 

TOTAL  
1-5 days & 
30 minutes 

 

 
3. ISSUANCE OF A SENIOR CITIZEN (OSCA) GROCERY BOOKLET 

Service Name: Issuance of a Senior Citizen (OSCA) Grocery Booklet 

Description of the 
Service: 

This service refers to residents who are Senior Citizens in the 
Municipality of Carmen. 

Office or Division: OFFICE OF THE SENIOR CITIZEN (OSCA) 

Classification: COMPLEX 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Bona fide Residents of Municipality of Carmen 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

N/A  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Senior Citizen / 
authorized 
representative 
requests for a 
grocery booklet  

1.1 OSCA Staff 

requests for an ID 

1.2.Grocery booklet 
issued to senior citizen 
/ authorized 
representative which 
OSCA staff records in 
the logbook  

None 10 minutes OSCA Staff 

TOTAL  10 minutes  
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CARMEN BOHOL 
PRIMARY CARE 

FACILITY formerly 
known as RHU-Bohol 
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1. GENERAL CONSULTATION/OUT-PATIENT CONSULTATION SERVICES 

Service Name: General Consultation/out-Patient Consultation Services 

Description of the 
Service: 

Out-Patient Medical Consultation is conducted daily Monday to Friday, 
8:00 AM– 5:00 PM. Carmen Bohol Primary Care Facility caters mostly to 
pediatric and adult patients, as well as pregnant women. Minor 
Emergency Cases are also attended, such as accidental cuts, wounds, 
burns, difficulty in breathing, and loss of consciousness. 
 
All patients are seen and managed by the physician-on-duty, either by 
the Municipal Health Officer, the Medical Officer or the DOH-Deployed 
Rural Health Physician/Doctor to the Barrio. Cases for consultation are 
usually within the general scope of Pediatrics, Adult Medicine, 
Obstetrics, Family Health and Minor Surgery. Patients requiring further 
diagnostics or specialized care are referred to higher health facilities. 

Office or Division: Out-Patient Department - Municipal Health Office 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: All 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID (government issued, employment, 
school, barangay certification) 

As the case applies 

Medical Records, Laboratory Results, 
Prescription of Medicines, if any 

Previous Attending Physician 

OPD/ NON- URGENT CASE  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

Client is for 
Medical 
Consultation in 
the Out-Patient 
Clinic 

1. Proceed to 
Admission 
Section 

● Interview 
patient's personal 
information 
(name, age, 
address and 
chief complaint) 
Assess urgency of 
consult 

None 3 minutes Nurse/Midwife on 
Duty 

 a) Patient without 
Record 

● Creation of 
Patient's Record 

● Determine patient's 
major problems and 
concerns 
 

None 5 minutes Nurse/Midwife on 
Duty 

 Verifying in 
PhilHealth 
Profile/Lock In 
Status 

If with  
PhilHealt
h & 
locked in 
the 
facility: 

 

3 minutes 

Nurse/Midwife on 
Duty 
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None 

 
If not 

locked in 
the 

facility: 
P100 

 b) Patient with 
Record 

● Retrieve Patient's 
Record 

● Determine patient's 
major problems 
and concerns 
 

None 3 minutes Nurse/Midwife on 
Duty 

2. Vital Signs 2. Proceed to 
Vital Signs 
Station 
● Child - 

weight 
and 
tempera
ture 

● Adult - blood 
pressure, 
body 
temperature  

● Pregnant - 
weight, 
blood 
pressure, 
Age of 
Gestation 
(AOG), Last 
Menstrual 
Period, 
Expected 
Date of 
Confinement 
(EDC), GP 
Score 
 

 
None 

 
5 minutes 

Nurse/Midwife on 
Duty  

EMERGENCY 
CASE 

EMERGENCY 
CASES : 
 
 (minor cuts, wounds, 
burns, difficulty in 
breathing, loss of 
consciousness): 
 

Provide immediate 
medical or nursing 
intervention such 

 
None 

 
10 minutes 
 
 
 
 
 
 

3 minutes 

 
Doctor/Nurse/Midwi

fe on Duty 
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as wound dressing 
and injection with 
ATS (Anti-Tetanus 
Serum) if needed 
nebulization or 
oxygen therapy for 
difficulty in 
breathing, 

PRIORITY LANE c) Patient with 
Disability, 
Pregnant 
Women and 
Senior Citizen 

 
Assist patient to 
Priority Lane, 
follow procedure as 
above. 

 
None 

 
2 minutes 

 
Nurse/Midwife on 

Duty 

3.Consultation 3. Proceed to 
Consultation 
Area 
● Review of medical 

history 
● Physical 

examination 
● Referral to 

undergo 
laboratory tests 
or diagnostic 
procedure if 
necessary 

● Diagnosis, 
treatment and 
health 
education  

● Prescription of 
medicine 

 

 
None 
 

 

 
7 minutes Physician, 

Medical 
Technologist 

4. Release of 
Medicines 

4. Proceed to 
Dispensary for 
Medicines 
● The pharmacist in 

charge will check if 
the prescribed 
medicines are 
available 

● If so, provide or 
give 
instructions 
regarding dose, 
frequency and 
duration of 
medication  

● If not, advice 
patient to 

 
None 

 
5 minutes 

 
Pharmacist or 

Pharmacy Assistant 
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purchase the 
medicine in any 
drugstore 
 

5. Recording 5. Record 
Management 
Recording of Daily 
Consults in 
Patients' Logbook 

None 2 minutes Medical Clerk 

TOTAL    

 

2. MATERNAL AND CHILD HEALTH PROGRAM 

Service Name: Maternal and Child Health Program 

Description of the 
Service: 

The Maternal and Child Health Program takes care of pregnant mothers 
and her baby until she gives birth and monitors the growth of the child 
until 5 years old. 

Office or Division: Municipal Health Office 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: Women of Reproductive Age, Children age 5 and below 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID (government issued, employment, 
school, barangay certification) 

As the case applies 

Medical Records, Laboratory Results, 
Prescription for Medicines 

Previous Attending Physician 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

Client is a 
Pregnant 
Woman for 
Prenatal Consult 
in RHU or 
Barangay Health 
Station 

1. Pre-natal 
Consult 
(RHU, 
Barangay 
Health 
Station) 

● Interview 
patient's 
personal 
information 
(name, age, 
address and 
chief compliant) 

● History Taking, 
Last Menstrual 
Period (LMP), 
Expected Date 
of Confinement 
(EDC), Age of 
Gestation 
(AOG). 

● Take Vital Signs: 
blood pressure 

 
 
None  

 

 
 

20 minutes 

 
 
Nurse/ Midwife/ 
BHW 
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(BP), temperature, 
respiratory rate, 
pulse rate, weight, 
height, Body Mass 
Index (BMI) 

● Measure the 
fundic height 
(FH), note fetal 
heart tones 
(FHT) through 
Doppler, perform 
Leopold’s 
Maneuvers, 

● Prepare Birth Plan 
● Prescribe patient 

appropriate 
vitamins, advise 
on self-care, 
healthy diet and 
precautions during 
pregnancy  

● Schedule 
vaccination and 
follow- up check up 

 

2. Client is a 
Pregnant Woman 
about to Give 
Birth 

2. Pregnant 
Woman proceeds 
to Admission 
Section 

● Interview 
patient's personal 
information (name, 
age, address and 
chief compliant) 
● Assess urgency of 

consultation 

History Taking, Last 
Menstrual Period 
(LMP), Expected 
Date of 
Confinement 
(EDC), Age of 
Gestation (AOG). 
 
 

 
None  

 
5 minutes 

 
 

 

 
Nurse/ Midwife 
 

 

 a. Proceed to 
Maternal Care 
Room 

Take Vital Signs: 
blood pressure 
(BP), temperature, 
respiratory rate, 
pulse rate, weight, 
height, Body Mass 
Index (BMI) 

 
 

None 

 
 

5 minutes 

 
 
Nurse/ Midwife 
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 b. Patient brought to 
Delivery Room (DR) 

Measure the fundic 
height (FH), note 
fetal heart tones 
(FHT) through 
Doppler, perform 
Leopold’s 
Maneuvers, Do 
internal 
examination (IE) 

 
 
None 
 
 
 

 

 
 
10 minutes 
 
 

 

 
 
Nurse/ Midwife 
 
 
 

 

3. Client is a 
Pregnant 
Woman who 
requires Referral 
to a Hospital 

3. Patient NOT FOR 
NORMAL 

DELIVERY in 
Primary Birthing 
Facility: 
● If not yet in active 

labor, patient is 
advised to seek 
prenatal consult 
with an 
obstetrician in a 
larger health 
facility 

● If in active labor but 
not imminent 
delivery, facilitate 
referral to Hospital. 
Transfer 
immediately via 
ambulance.  

● If imminent 
delivery, alert 
Basic Emergency 
Obstetric and 
Newborn Care 
(BEmONC) Team. 
Prepare for 
delivery,  
ambulance on 
standby 
 

 

 
None 
 
 
 
None 
 

 

 
 

5 minutes 
 
(Travel time 
depends on 
distance to 
Hospital) 
 

1 hour 

 
 
Nurse/ Midwife 

 

4. Client is a 
Pregnant Woman 
about to Give 
Birth in the Rural 
Health Unit 

4. Patient for 
NORMAL 
DELIVERY in 
Primary Birthing 
Facility: 

 
a. Patient is not yet 

in active labor 
(0-3cm 
dilatation) 

• Patient will not yet 
be admitted. 
Patient is advised 

 
 
 
 
 
 
None 
 
 
 
 
 
 

 
 
 
 
 
10 Minutes 

(Monitor 
cervical 
dilatations 
every 4 hours 
and monitor 
vital signs 
hourly) 

 
 
 
 
 
 
Nurse/ Midwife 
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to go home but 
return if with signs 
of active labor. 

b. Patient is in 
Active Labor 
(>=4cm cervical 
dilatation) 

• Patient is admitted 
and monitored in 
Labor Room (LR) 

• Monitor BP, 
temperature, 
respiratory rate, 
pulse rate, fetal 
heart tone, 
cervical dilatation 
and fetal descent 

 
c. Patient is Fully 
Dilated (10cm) 

• Patient is 
transferred to 
Delivery Room 
(DR) Assist the 
patient in Normal 
Spontaneous 
Delivery (NSD), 
Essential 
Intrapartum and 
Newborn Care 
(EINC) 

 

 
 
 
 

 

 
 
 

1hour 

 
 

Nurse/ Midwife 
 

 

5. Client has 
Given birth in 
the Rural Health 
Unit 

a. After delivery: 
Stable, no 
complications 

● Mother and child 
are transferred to 
Recovery Room 

● Vital Signs are 
monitored 

 
b. After delivery: 
Mother or child is 
unstable, with 
complications 

● Manage 
situation 
according to 
Basic 
Emergency 
Obstetric and 
Newborn Care 
(BEmONC) 

If 
PhilHealt
h 
member 
in the 
facility: 
NONE  
 
If not 
PhilHealt
h 
member 
in the 
facility: 
4,800 
(Delivery 
in 
Newborn 
Screenin
g ) 
 

 
10 minutes 
 
(Travel     time 
depends on 
distance to 
Hospital) 
 

 

 
 
Nurse / Midwife 
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Manual 

• If situation 
persists, 
facilitate 
referral to 
Hospital  

• Transfer 
patient to 
Hospital via 
ambulance 

c. Normal 
Postpartum: 
Mother and child 
stay at Recovery 
Room for 24 hours 
before discharge 

● Advise on 
breastfeeding, 
postpartum and 
newborn care, 
Newborn 
Screening, 
Family 
Planning, EPI, 
postpartum 
follow- up and 
well-baby 
check-up 

● Mother and 
child are 
discharged 
after 24 hours 

 

 
 
 
 

 

TOTAL  
120 minutes 

per client 
 

 

3. NUTRITION PROGRAM AND EXPANDED PROGRAM ON IMMUNIZATION (EPI) 

Service Name: Nutrition Program and Expanded Program on Immunization (EPI) 

Description of the 
Service: 

The Nutrition Program aims to improve the survival of infants and young 
children by improving their nutritional status, growth and development 
through optimal feeding. In addition, the Expanded Program on 
Vaccination (EPI) prevents common childhood illnesses and their 
subsequent complications through routine vaccination. 

Office or Division: Nutrition Office - Municipal Health Office 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: Children 0-59 months, Children 5 years and older 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Birth Certificate Municipal Civil Registrar 

Medical Records, Vaccination Records Hospital of Birth, Pediatrician 
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CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCES
SED TIME 

PERSON 
RESPONSIBLE 

Client is a 
Malnourished 
Child age 0-59 
months 

• Malnourished 
Children (0-59 
months) 

● Assess weight and 
height of the child 

● Physical 
Appearance: 
Observe muscle 
depletion, light 
colored hair and 
pallor (extreme 
weakness) 
 

● Refer to the Rural 
Health Unit for 
deworming and other 
medical intervention 

● Feed the child with 
nutrient dense 
food (high 
Carbohydrate and 
Protein content) to 
replenish lost 
energy and protein 

● Monitor child's 
growth (after the 
standard number of 
days to rehabilitate 
a Malnourished 
Child) 

● Monthly 
monitoring of 
weight, height 
and alertness  

Educate the parents 
through proper 
counseling 

 
 
None 

None 

None 

None 

 
None 
 

None 

 
 
5 minutes 

 
 
2 minutes 
 
 
10 
minutes 
 
10 
minutes 
 
 
3 minutes 
 

20 
minutes 

 
Barangay Nutrition 
Scholar 
 
 
Nutrition Staff 
 
Physician 
 
Barangay Nutrition 
Scholar 
 
Nutritionist 
Dietitian 
 
Nutritionist Dietitian 

Client is 
Malnourished 
Child age 5 
years or older 

2. Malnourished 
Children (5 years 
old and older) 
Malnourished 
Children 
(Preschooler) 
Refer to the Rural 
Health Unit for proper 
intervention 

 
 
 

None 

 

 
10 

minutes 

 

 
Nutritionist Dietitian 

3. Client is 
recommend ed 
for Nutrition 
Counselling 

3. Nutrition 
Counselling 
(Mothers’ 
Class) 
● Nutrition 

Education for 
the mothers of 

 
 

None 

 
 

30 
minutes 

 
 
Nutritionist Dietitian 
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malnourished 
preschoolers  

Counselling for 
pregnant and lactating 
mothers 

4. Client is a child 
for 

Immunization 
against 

Vaccine- 
Preventable 

Diseases 

4. Expanded 
Program on 
Immunization 
(EPI) 
• Interview 

child's 
information 
(name, age, 
address) 

● Review child's 
records (Hospital 
Discharge if newborn, 
Baby Book, 
Vaccination Record) 

● Vital Signs - 
weight and 
temperature 

● Administer age-
appropriate 
vaccine 

● Advise parent on 
child care, expected 
outcome of 
vaccination  

Schedule next 
vaccination 

 
None 
 
None  
 
None 
 
None 
None 
 

None 

 
5 minutes 
 
5 minutes 
 
5 minutes 
 
5 minutes 
5 minutes 
 
2 minutes 

 
 
Barangay Health 
Worker 
Midwife 
 
Barangay Health 
Worker 
Midwife 
Midwife 
 
Midwife 

 

TOTAL  
        50 
minutes 
per client 

 

4. FAMILY PLANNING AND REPRODUCTIVE HEALTH SERVICE 

Service Name: Family Planning and Reproductive Health Service 

Description of the 
Service: 

This program helps couples and individuals of reproductive age achieve 
their desired family size within the context of responsible parenthood and 
improve their reproductive health. Target clients and acceptors can avail 
of free family planning commodities. 

Office or Division: Municipal Health Office 

Classification: Simple 

Type of Transaction: Government to Client 

Who may avail: Couples and Individuals of Reproductive Age 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID (government issued, employment, 
school, barangay certification) 

As the case applies 

Application for Marriage License Municipal Civil Registrar 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 
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Adult Couple 
about to be 
Married 

1. Pre-Marital 
Counseling 

● Interview 
patient's 
personal 
information 
● Discussion of 

related topics: 

− Information 
and 
Counseling 
on Marriage 
and 
Relationship 

− Maternal and 

Child Health 

− Family 
Planning 
and its 
Types 
(Natural, 
Artificial, 
Permanen
t) 

− Responsible 

Parenthood 

− Home 

Management 

Issuance of Pre-
Marriage Certificate 

 

None 
10 minutes  

1 hour 
 
 
 
 
 
 

5 minutes 

 

Family Planning 
Coordinator 

2. Female client 
of Reproductive 
Age/Male client 
for Vasectomy 

2. Family Planning 
● Introduction of 
different types of 
Family Planning 
Methods 
● Discussion of 
advantages and 
effects of Family 
Planning 
● Motivating 
patient to engage in 
Family Planning 
and allowing her to 
select which 
method suits her 

Provision of Family 
Planning Method 
selected by client 
for subsequent 
supply of 
commodity 

 
None 30 minutes 

 
10 minutes 
 

5 minutes 

 
Family Planning 

Coordinator 

TOTAL  
120 minutes 

per client 
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5. ISSUANCE OF MEDICAL CERTIFICATE 

Service Name: Issuance of Medical Certificate 

Description of the 
Service: 

The Carmen Bohol Primary Care Facility releases Medical Certificates 
for the following purposes: (1) Excuse for absence from work/school, (2) 
Fit to Work, (3) Fit to Participate in School Activities, (4) Medico-Legal, 
(5) Attachment for issuance of Person With Disability (PWD) ID, (6) 
Attachment to Request for Financial Assistance and for other legally-
sanctioned uses. 

Office or Division: Out-Patient Department - Municipal Health Office 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: Residents only 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID (government issued, employment, 
school, barangay certification) 

As the case applies 

Medical Records, Laboratory Results, 
Prescription of Medicines 

Previous Attending Physician 

Chest X-Ray PA Result (for Fit to Work / Fit to 
Participate in Activities) 

Government or Private Diagnostic Facility 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

Client with No 
Previous Medical 
Consultation 
needs a Medical 
Certificate (Fit to 
Work/ Fit for 
Enrollment) 

1. Medical Certificate 
Interview patient's 
personal 
information (name, 
age, address) 

 
None 

 
3 minutes 

 

 
Nurse / Midwife on 

Duty 

 a. Proceed to 
Consultation Area 

● Refer to 
Municipal Health 
Officer/Medical 
Officer for 
assessment if 
patient is 
physically fit  

Request for Chest 
X-ray. Once with 
normal chest x-ray 
results, physician 
approves issuance 
of Medical 
Certificate. 

 
None 
 

 

 
5 minutes 
 
 
5 minutes 

 
Municipal Health 
Officer/ Medical 
Officer 

Municipal Health 
Officer/ Medical 

Officer 

 b. Proceed to the 
Treasury Office 

Instruct patient to 
pay the Medical 
Certificate Fee at 
the Miscellaneous 
Window of the 
Treasury Office 

 
P150.00 

 

 
10 minutes 
 

 

 
Treasury Clerk 
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 c. Proceed to the 
Releasing Area 

Release of Medical 
Certificate 

None 2 minutes Medical Clerk 

2. Client with 
Earlier 
Consultation 
needs a Medical 
Certificate 
(Excuse for 
Absence from 
Work / School) 

2. Medical 
Certificate 
for 
Consulted 
Patients 
● Retrieve 
patient's 
Consultation 
History 

a. Proceed to the 
Treasury Office 

Instruct patient to 
pay the Medical 
Certificate Fee at 
the Miscellaneous 
Window of the 
Treasury Office 

 
None 
 
 
 
P150.00 

 
3 minutes 
 
 
 

10 minutes 

 
Nurse/ Midwife on 
Duty 
 

Treasury Clerk 

 b. Proceed to 
the Releasing 
Area  

Release of Medical 
Certificate with 
Medical Diagnosis 

 2 minutes Medical Clerk 

TOTAL  40 minutes  

 

6. ISSUANCE OF SANITARY PERMIT, HEALTH CARD AND OTHER CERTIFICATES FROM 

THE SANITATION OFFICE 

Service Name: Issuance of Sanitary Permit, Health Card and Other Certificates 
from the Sanitation Office 

Description of the 
Service: 

To ensure public safety, the Sanitary Permit is issued by the Office 

of the Rural Sanitary Inspector to a local business establishment after 

it has complied will all the prescribed health standards. In addition, the 

Health Card is issued to employees of a food establishment once they 

have undergone routine laboratory tests / diagnostics and are cleared 

of any transmissible disease. 

Office or Division: Sanitation Office  - Municipal Health Office 

Classification: Simple 

Type of Transaction: Government to Business, Government to Citizen 

Who may avail: Residents only 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Laboratory Tests (CBC, urinalysis, fecalysis, 
sputum exam, Hepatitis B) 

Carmen Bohol Primary Care Facility Laboratory 

Chest X-Ray, PA Government or Private Diagnostic Facility 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 
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1. Client is a Food 
Handler & Non-food 
Handler 

1. Food Handlers 
& Non Food 
Handler 

 a. Proceed to 
the Rural 
Sanitary 
Inspector 
Office 

● Request for 
laboratory tests: 

urinalysi
s, fecalysis, 
chest x-ray 

(if 
needed), 
Hepatitis B 
Screening 

Assess results and 
personal hygiene of 
food handlers 

CBC: 

P250.00 

Platelet: 

P250.00 

Urinalysis

: P75.00 

Fecalysis
: P75.00 

 
 
 
5 minutes 
 
 

5 minutes 

 

 

Medical 

Technologist 

Physician, Rural 
Sanitary Inspector 

 b. On-site Inspection 
• Inspect the 

working place 
or business 
establishment 
of food & non-
food handlers 
and industrial 
establishments, 
particularly: 

water supply 
food storage 
waste 
disposal  

comfort room 

 
Sputum 
Exam: 
P75.00 
 
Hepa B 
Test: 

P180.00 

 
25 minutes 

 
Rural Sanitary 

Inspector 

2. Client owns a 
Sari-sari Store/ 
Bakery/ Eatery/ 
Cafeteria 

2. Sari-sari Stores / 
Bakeries / Eateries/ 
Cafeteria, Resto 
Bar 

● Check the 
site of 
business 
establishm
ent if safe 
for both 
employee
s and 
customers 

Assess waste 
disposals and 
cleanliness of 
building 

 
 

None 

 
 
20 minutes 
 

15 minutes 

 
 

Rural Sanitary 
Inspector 

3. Client owns a 
Piggery/ Poultry 

3. Piggery/Poultry 
● Inspect of site, 

waste 

 
None 
 

20 minutes 
 

 
Rural Sanitary 

Inspector 
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disposal, 
irrigation of 
discharges, 
water supply 
and 
environment 
safety 

● Count the total 
number of 
pigs/poultry 

Issuance of 
Sanitary Permit 
once requirements 
are completed 

 
 
P200.00 

 
 

5 minutes 
 

 

Clients owns a 
water refilling 
stations 

4. Onsite inspection 
Check the required 
documents for the 
insurance of 
sanitary pursuit and 
Health certificate  

 
     None 

 
10 minutes 

 
 

RSI 

5. Release of 
Inspection Report 

Issuance of 
Inspection Report 

P200.00  
15 minutes 

 
Rural Sanitary 

Inspector 

TOTAL  
35 minutes 
per client 

 

 

7. TB DIRECTLY OBSERVED THERAPY (TB-DOTS) 

Service Name: TB Directly Observed Therapy (TB-DOTS) 

Description of the 
Service: 

As an accredited Directly Observed Treatment, Short-Course (DOTS) 
facility, TB diagnostic and treatment services are part of the basic 
integrated health services provided by the Rural Health Unit. Here, 
patients receive TB services free of charge. 

Office or Division: DOTS Office - Municipal Health Office 

Classification: Simple 

Type of Transaction: Government to Client 

Who may avail: All 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID (government issued, employment, 
school, barangay certification) 

As the case applies 

Medical Records, Prescription of Medicines Previous Attending Physician 

Chest X-Ray PA Result Government or Private Diagnostic Facility 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1-3. Client 
presents signs 
and symptoms: 
cough> 2 weeks  
- Weight loss 
- Night sweats  

1. Proceed to 
the Admission 
Section 
● Interview 
patient's personal 
information (name, 
age, address and 

 
None 
 
 
 

 

 
3 minutes 
 
 
 
 

 
Nurse/ Midwife on 
Duty 
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Fucos for 
2 weeks cough, 
(+/-), seeking 
Medical 
Consultation in 
the Out- Patient 
Clinic 

chief compliant) 
Determine patient's 
major problems and 
concerns 

 
 

 

 
2. Proceed to Vital 

Signs Station 
Child – 
height,weight and 
02 Sat, RR  
temperature Adult - 
blood pressure, 
temperature, 
weight, height 02 
Sat, RR 

None 5 minutes Nurse / Midwife on 
Duty 

 
3. Proceed to the 
Consultation Area 

● Review of 
Medical History 

● Physical 
assessm
ent and 
examina
tion 

● Referral to 
undergo 
sputum 
examination 
and other 
laboratory / 
diagnostic 
tests, if 
necessary 

● Initial 
Impression, 
treatment and 
health 
education  

Prescription of 
Medicine 

 
None  

None  

None 

None 

 
5 minutes 
5 minutes 
 
10-30 minutes 
 
 

5-10 minutes 

 
Physician 
 
 
Medical 
Technologist 
 

Physician 

4. Client 
submitted 
sputum sample 
for 
DSSM/GeneXpert 

4. Patient with 
Sputum Result 
(DSSM / Xpert) 
MTB/ RIF  

• Physician 
correlates 
sputum 
results with 
clinical 
presentation 
for proper 

 
 

None 

 
 

3 minutes 

 
 

Physician 
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management 
Physician requests 
for further 
diagnostics as 
needed 

 a. Presumptive TB 
patient with (+) 
DSSM/Xpert)MTB/ 
RIF 

• TB 
Coordinator 
registers 
patient to 
National 
Tuberculosis 
Program 
(NTP) and 
properly 
instructs the 
patient 
regarding TB - 
Directly 
Observed 
Treatment 
Short Course 
(TB-DOTS) 

TB Coordinator 
supervises patient 
compliance to drug 
intake 

 
 
None 

 
 
 
 
 
 

None 

 
 
30 minutes  

 
 
 
 
 
 

2 minutes 

 
 
TB Coordinator 

 
 
 

TB 
Coordinator 

 b. Presumptive 
TB patient with 
(-) 
DSSM/GeneXpe
rt) 

● Patient is 
requested to 
undergo Chest X-
ray 

 
b.1. Presumptiv

e TB patient 
with (-) 
DSSM/Xpert, 
MTB/ RIF (-) 
x-ray 

• Physician 
evaluates 
patient for 
further 
management 
or refers 
patient to 
Pulmonologis

 
 
Fee set 
by X-ray 
Facility 
 
 
 

None 

 
 
3 minutes 

 
 
 
 
 

5 minutes 

 
 
Physician 

 
 
 
 
 

Physician 
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t / TB 
Diagnostic 
Committee 
(TBDC) and 
manages 
patient in 
accordance 
with their 
assessment 
and 
recommendat
ion 

 

5. Patient 
previously 
diagnosed with 
TB and treated 
with TB-DOTS 
medications 

5. Patient 
previously 
diagnosed with 
TB and treated 
with TB- DOTS 
medications 
● Physician 

evaluates 
patient for 
initial 
management 

● Patient is 
referred to  
XPERT,MTB/
RIF for 
sputum 
examination 

● Patient returns 
to physician 
with 
XPERT,MTB/RI
F results 

● Physician 
provides patient 
further 
management or 
refers patient to 
Pulmonologist / 
TBDC  

Physician manages 
patient in 
accordance with 
assessment and 
recommendation 

 

None  

None 

None 

None 

 
None 

 
 

3 minutes 
 
5 minutes 
 
2 minutes 
 
5 minutes 
 
 

5 minutes 

 
 
Physician 
 
Medical 
Technologist 
 
 
Physician 
 
 

Physician 

TOTAL  
55 minutes 
per client 
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8. DENTAL SERVICES 

Service Name: Dental Services 

Description of the 
Service: 

The Dental Clinic is located right beside the Laboratory Room of 
Carmen Bohol Primary Care Facility. Dental services are available on 
Tuesdays, Thursdays and Friday, from 8:00 AM–5:00 PM in the person 
of Dr. Yvonne Lofranco, a visiting DOH-deployed dentist on contract. 
Among the services offered in the Dental Clinic are tooth extraction, 
tooth filling, gum treatment and dental check-up. 

Office or Division: Dental Clinic - Municipal Health Office 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: All 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID (government issued, employment, 
school, barangay certification) 

As the case applies 

Dental Records, Prescription of Medicines, if 
any 

Previous Attending Dentist 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

Client is for 
Dental 
Consultation 

1. Proceed to 
Dental Room for 
Assessment 
● Interview 

patient's 
personal 
information 
(name, age, 
address)  
Take patient's vital 
signs 

 
P100.00 

 
5 minutes 

 
Dental Aide 

 1.a. Tooth Extraction  
(Adults / Senior 
Citizen) 

● Oral examination 
● Instruct patient 

to get 
anesthesia and 
needle from the 
Releasing Area, 
sign the logbook 
and return to the 
Dental Room 

● If patient is not 
for tooth 
extraction, 
he/she is 
instructed to 
go back after 
3-5 days 

● Prescription of 
medicine 
 

 
P300.00 

 
20 minutes 

 
Municipal/ 

Visiting Dentist 
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For more than 2 
anesthesia + 100/ 
anesthesia 

 

1.b. Tooth Filling 1.b. Permanent 
Filling (Pregnant 
Mothers) 

● Oral examination 
● Perform 

permanent tooth 
filling 

● Advice 
patient for 
follow up 
check up  

Health education 

 
 

None 

 
 

20 minutes 

 
 
Municipal/ 

Visiting Dentist 

 2.b. Temporary 
Filling (Pre- 
schoolers, other 
Adults) 
● Provision of 
toothbrush & 
toothpaste for 
pre-schoolers 
● Perform temporary 

tooth filling 
● Advice 
patient for 
follow up 
check up 

Health education 

 
 

None 

 
 

20 minutes 

 
 
Municipal/ 

Visiting Dentist 

1.c. Gum 
Treatment 

 

c. Gum Treatment 
(Pregnant Mothers) 
 
- Cleaning/ 

prophylaxis 
 
- Temporary filling 

per Tooth 
 
 
- Flouride 

Application  
 
Permanent/ 
composite filling 
 

-  Anterior 
 -  Posterior/molar 

• Oral 
examination 

• Provision of 
oral 
prophylaxis, 
calcium 

None 

P350.00 

P 300.00 

P200.00 

 

P500.00 

P350.00 

 
P100.00 

20 minutes 

30 min - 1hour 

30 min. - 1hour 

5-10 min. 

 

 

30 min. 

30min. -1hour 

5 minutes 
 

Municipal/ 
Visiting Dentist 

Dentist 
 
Dentist 
 
Dentist 
 
 
 
 
Dentist 
 
Dentist 
 
Dentist 
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lactate and 
ascorbic acid 

Health education 

TOTAL  
25 minutes per 

client 
 

 

9. MANAGEMENT OF NOTIFIABLE INFECTIOUS DISEASE AND VECTOR-BORNE 

DISEASES 

Service Name: Management of Notifiable Infectious Disease and Vector-Borne 
Diseases 

Description of the 
Service: 

According to the 2020 Revised Implementing Rules and Regulation 
(IRR) of Republic Act No. 11332 known as the Mandatory Reporting of 
Notifiable Diseases and Health Events of Public Health Concern Act, 
priority diseases such as COVID-19, measles, dengue and other 
identified reportable diseases are targeted for surveillance to prevent 
them from spreading to the general public. 

Office or Division: Municipal Epidemiologic Surveillance Unit - Municipal Health Office 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: All 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID (government issued, employment, 
school, barangay certification) 

As the case applies 

Medical Records, Laboratory Results, 
Prescription for Medicines 

Previous Attending Physician 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Reported 
Case of 
Notifiable 
Disease 

 
Dengue 
Measles 
Rabies 
HFMD  

Monkey Pox 

1. INFECTIOUS 
DISEASES 

(COVID-19, Measles, 
etc.) 

● Verification of 
positive case. 
Coordinate with 
the Department 
of Health 
(DOH), 
Provincial 
Health Office 
(PHO), hospital 
staff if recently 
confined 

● Interview 
patient and 
family. 
Review 
Medical 
Records, 
laboratory 
results, 
prescriptions 

 
 
None 
 

None 

None 

None 

None 

None 

None 
 
 

 
 
10 minutes 
 
 
 
10 minutes 
 
 
20 minutes 
 
5 minutes 
 
 
15 minutes 
 
 
15 minutes 
 
 
 
20 minutes 
 

 
 
Disease 
surveillance 
coordinator 
(DSC)/ 
Physician, 
MESU 
Coordinator 
Contact 
Tracers/MESU  
Medical 
Technologist/DS
C 
Physician 
 
 
Contact Tracers 
 
 
Physician/DSC 
MESU 
Coordinator 
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● Conduct 
Contact Tracing 
(if applicable, 
e.g. COVID-19, 
rabies). 

● Perform 
laboratory 
procedures 
as necessary 
(COVID-19 
rapid test, 
RT-PCR 
swab test) 

● Manage 
symptomatic 
patients 
accordingly 
or refer to 
larger 
hospital as 
necessary 

● Instruct patient, 
family and 
traced contacts 
of patient about 
protocols on 
isolation, 
quarantine and 
observation (for 
rabies cases, 
observation of 
animal, if still 
alive) 

● Coordinate 
with 
concerned 
agencies 
(LGU, DILG, 
PNP, 
barangay 
officials) 
regarding 
monitoring, 
disinfection, 
information 
dissemination, 
set-up of 
restricted 
areas 

● Report 
actions 
done 
and 
regularly 
update 

 
None 

None 

 
 
10 minutes 
 
15 minutes 

 
Contact Tracers 

Barangay 
Epidemiology & 
Surveillance Unit 
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DOH, 
PHO 

Strictly monitor 
patient and contacts 

2. Reported Case 
of Vector- 
Borne Disease 
 
 

2. VECTOR-BORNE 
DISEASES 
(Dengue) 

● Verification of 
positive case. 
Coordinate with 
the Department 
of Health 
(DOH), 
Provincial 
Health Office 
(PHO), hospital 
staff if recently 
confined 

● Interview 
patient and 
family. 
Review 
Medical 
Records, 
laboratory 
results, 
prescriptions  

● Manage 
symptomatic 
patients 
accordingly 
or refer to 
larger 
hospital as 
necessary 

 

 
 
None 
 
 
 
None  
 
 

None 

 
 
5 minutes 
 
 
 
10 minutes 
 
 

10 minutes 

 
 
MESU 
Coordinator 
 
 
Physician  
 
 
Physician 

 ● Conduct field 
inspection for 
possible 
vector 
breeding sites 
(drainage 
canals, 
sewers, water 
containers, 
etc.) 

Coordinate with 
concerned 
agencies (LGU, 
DILG, PNP, 
barangay officials) 
regarding barangay 
clean-up drive, 
fogging/ misting, 
administration of 

None 
 

 
None 

30 minutes 

 
 
20 minutes 

Sanitary 
Inspector/Deng
ue Coord. 
Physician 

Sanitary 
Inspector/ 

Dengue Coord./ 
DSC 
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larvicide, 
information 
dissemination 

 ● Report 
actions 
done and 
regularly 
update 
DOH, 
PHO 

Follow-up 
concerned areas to 
ensure preventive 
measure are 
implemented and 
sustained 

None  
 

None 

10 minutes 
 

20 minutes 

MESU 
Coordinator 
Rural Sanitary 

Inspector 

TOTAL  
120 minutes 

per client 
 

 

10. PATIENT TRANSPORT/ AMBULANCE SERVICES 

Service Name: Patient Transport/ Ambulance Services 

Description of the 
Service: 

Requests for emergency patient transport services for those requiring 
immediate medical attention in higher facilities shall be accommodated 
provided that the requesting party has complied with the following 
conditions: 
 

a. There are no patients in RHU or anywhere within its jurisdiction 

requiring immediate ambulance conduction at the time of the 

request. In such cases, priority is given to RHU. Requests 

from other health institutions may still be accommodated at a 

later time upon coordination with the RHU physician-on-

duty/team leader of the duty team. 

 

b. Prior to patient’s transport, proper referral to the receiving 

hospital via phone call/e- Referral system must be done first 

by the referring / requesting health institution. 

 
c. Prior to patient’s transport, written Referral Form shall be 

prepared stating therein the following pertinent information: 

• Clinical Impression / Diagnosis of Patient 

• Current Status of Patient (e.g. stable, with oxygen 

support via nasal cannula, intubated, unconscious) 

• Reason for Referral (e.g. for blood transfusion, admission to 
ICU, for surgery) 

 
d. All financial responsibilities of the patient must first be settled 

with the health institution, discharge papers, referral forms and 

medical prescriptions should also be accomplished. The 

ambulance driver will then pick up the patient after the hospital 
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bills are settled and the necessary documents are complete. 

 

e. For cases wherein the patient is unstable or in critical condition, a 

nurse employed by the referring / requesting health institution 

where the patient is presently confined must accompany the 

patient during the transport. 

 

Office or Division: Municipal Health Office 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: Residents only 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID (government issued, employment, 
school, barangay certification) 

As the case applies 

Referral to Receiving Hospital (call made through 
mobile phone or landline) for Hospital-to-Hospital 
Transfer 

Hospital where patient is currently admitted 

Medical Records, Laboratory Results, 
Prescription of Medicines for Home-to-Hospital 
Transfer 

Previous Attending Physician 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCES
SED 
TIME 

PERSON 
RESPONSIBLE 

Referral of 
Pregnant Patient 
from RHU to 
Hospital 

1. Pregnant Patient 
admitted in Rural 
Health Unit 

● Patient is 
assessed to 
determine need 
for referral to 
larger hospital 

● Prepare Referral 
Form 
Patient is referred 
to Hospital via 
Phone 
(landline/mobile 
phone) 

● Manage patient 
as advised by 
Obstetrician-on-
Duty in receiving 
Hospital (insert 
IV line, 
administer 
medications, 
laboratory 
procedures) 

● Refer patient via 
ambulance 
 

 
None 
 

None  
 

None 

 

None 

 

 

 
 

10 
minutes 
 
 
5 
minutes 

 
 
10 
minutes  
 
 
15 
minutes 

 

 
BEMONC Team 
On Duty 

 
BEMONC Team On 

Duty 
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(Travel time depends 
on distance to hospital) 

2. Referral of 
Pregnant Patient 
from barangay 
to RHU or 
Hospital 

2. Pregnant Patient 
in labor in remote 
barangay, no 
means of 
transportation 

● Patient's relative 
may approach 
midwife/barang
ay official for 
help 

● Midwife/barang
ay official 
contacts RHU 
phone, 
requesting 
pick-up of 
patient 

● Physician 
assesses situation 

● Ambulance is 
dispatched to 
pick up patient in 
barangay  

Patient is brought to 
RHU or Hospital 
depending on 
physician's initial 
assessment or actual 
patient evaluation of 
the nurse/midwife on- 
board the ambulance 

 
 
 

None 

None 

 
None 
None 

 
None 

 
 
15 
minutes 
 
10 
minutes 
 
5 
minutes 
15 
minutes 
 

Travel 
time 

depends 
on 

distance 
to 

hospital 

 
 
 

Midwife / 
Barangay Official 

 
 
BEMONC Team On 

Duty 

3. Referral of 
Emergency 
Cases 

3. Emergency Cases 
encountered in RHU 
Out-Patient Clinic 

● Physician/
Nurse 
provides 
emergency 
care 

If condition persists, 
patient is referred to 
Hospital 

 

 
None  

None 

 
10 
minutes 
 

Travel 
time 

depends 
on 

distance 
to 

hospital 

 
Physician/ Nurse 
Ambulance Driver 

TOTAL  

40 
minutes 

per 
client 
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11. PHILHEALTH SERVICES 

Service Name: PHILHEALTH Services 

Description of the 
Service: 

The Rural Health Unit is an Accredited Service Provider for PhilHealth’s 
Out-Patient Benefit Package, TB-DOTS Package, Maternity Care 
Package, and Newborn Care Package. RHU is also a Department of 
Health (DOH) Certified Animal Bite Treatment Center (ABTC). 
Through funds from the Local Government Unit, indigent residents with 
urgent medical needs (imminent child delivery) or chronic illnesses 
(cancer, chronic kidney disease on hemodialysis) are also enlisted and 
provided PhilHealth benefits (LGU-Sponsored Membership). 

Office or Division: Municipal Health Office 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: Residents only 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID (government issued, employment, 
school, barangay certification) 

As the case applies 

Birth Certificate, Marriage Certificate Philippine Statistics Authority 

Member’s Data Record (MDR) PhilHealth Office 

Certificate of Indigency Barangay Captain 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

Client is for 
Medical 

Consultation in 
the Out- Patient 

Clinic 

1. Out-Patient 
Benefit 

● Proceed to 
Admission 
Section 

● Provision of 
MDR/PhilHealth 
ID 

● Interview 
patient's 
information 
(name, age, 
address)  

Confirmation of the 
member in the 
updated Masterlist 

Consultat
ion fee: 
P100.00 

 
Medical 
Certificat
e: 
P150.00 

 

 
2 minutes 
5 minutes 
3 minutes 

 
3 minutes 

 
Nurse/ Midwife 
 

PhilHealth 
Coordinator 

2. Client is a 
Woman about to 
Give Birth 

2. Maternal/ Child 
Care Package 
(MCP) Benefit 

● Proceed to 
Admission 
Section 

● Interview 
pregnant 
patient about 
to give birth 

● Provide 
informat
ion 
about 

Non- 
PHIC 
 
Deliver
y fee 
P3,000
.00 
 
NBS fee 
P1,800.0

0 

 
2 minutes 
5 minutes 
 
5 minutes 
 
3 minutes 

15 minutes 

 
Nurse/ Midwife 
 
 
 
 

PhilHealt h 
Coordinat or 
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PhilHea
lth 
Benefit 

● Secure patient's 
requirements  

Provide forms and 
assist patient on 
how to fill-up the 
forms 

3. Client is for 
treatment under 
TB DOTS 

3. TB-DOTS 
● Follow Client 

Steps for TB-
DOTS 

● For PhilHealth 
patient 
undergoing 
treatment 
under TB- 
DOTS, TB 
Coordinator 
will provide 
information on 
PhilHealth 
Benefit  

Secure patient's 
requirements 

 
None 
 
 

None 

 
20 minutes 
 

 
10 minutes 

 
TB-DOTS 
Coordinator 
 

PhilHealth 
Coordinator 

4. Client has been 
bitten 
by an animal 
(dog, cat, etc) 

4. Animal Bite 
Treatment 
Center (ABTC) 
Follow Client Steps 
for Consultation 
● ABTC 

Coordinator 
administers 
vaccines (anti-
tetanus, anti-
rabies vaccine, 
immunoglobulin
) depending on
 cate
gory of animal 
bite as 
assessed by 
physician 

● For PhilHealth 
patient with 
Category III 
bite, ABTC 
Coordinator will 
provide 
information 
about 
PhilHhealth 
benefit and 
secure patient's 

 
 
None 

 
 
 
None 
 
 
 

None 

 
 

20 minutes  

 

5 minutes 

 
 
 

2 minutes 

 
 
ABTC 
Coordinator 
 
ABTC 
Coordinator 
 
 
ABTC 

Coordinator 
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requirements  
Schedule 
succeeding doses 
based on ABTC 
Guidelines 

5. Client is an 
Indigent eligible 
for PhilHealth 
Enrollment 

• Enrollment to 
PhilHealth 
(LGU 
Sponsored 
Members) for 
LGU 
Sponsored 
Membership 

● Proceed to 
PhilHealth Office 

● Present 
requirements 

● Interview 
patient's 
information 
(name, age, 
address)  

Provide forms, 
assist client on how 
to fill-up PMRF 

 
 
 

None 

 
 
 

10 minutes 

 
 
 

PhilHealth 
Coordinator 

6. Client is for 
Enlistment and 
will receive 
PhilHealth ID and 
MDR 

6. Enlistment 
Distribution of IDs 
and MDRs to LGU 
and NHTs 
members 

 
None 

12 minutes PhilHealth 
Coordinator 

TOTAL  
30 minutes 
per client 
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1. COLLEGE LIBRARY 

1. A. ISSUANCE OF COLLEGE LIBRARY ID 

Service Name: Issuance of College Library ID 

Description of the 
Service: 

This service refers to the library ID to bona fide clients of CMC entitling 
them to borrow books from the library. 

Office or Division: Carmen Municipal College – College Library 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Students and Employees 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

  Validated College Library ID  Secure from the College Library 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 1 piece of 
1x1 ID recent picture 
(Colored or Black n 
White background) 

1.1 Validate and 
laminated of library ID 

None 10 minutes Librarian/ Library 
Staff 

2. Claim the Library 
ID and sign at the 
logbook 

 None 5 minutes  

TOTAL  15 minutes  

 

1. B. BORROWING OF BOOKS FOR HOME USE 

Service Name: Borrowing of Books for Home Use 

Description of the 
Service: 

This service refers to the lending of books to take home. 

Office or Division: Carmen Municipal College – College Library 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Students and Employees 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Validated College Library ID Secure from the College Library 

Book Card Secure from the College Library 

CLIENT STEPS 
AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Present the books to the 
counter area that you wish to 
borrow with your library ID 

1.1 Check the book 
card of the book 

None 2 minutes Librarian/ Library 
Staff 

2. Accomplish the needed 
information found in the book 
card 

2.1 Stamp and write 
the due date 

None 2 minutes  

3. Claim the book borrowed 3.1 Attached the book 
card to the library ID 
of the borrower 

None 1 minute  

TOTAL  5 minutes  
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1.C. RETURNING OF BOOKS BORROWED FOR HOME USE 

Service Name: Returning of Books for Home Use 

Description of the 
Service: 

This service refers to the return of borrowed books to the library. 

Office or Division: Carmen Municipal College – College Library 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Students and Employees 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Validated College Library ID Secure from the College Library 

Book Card Secure from the College Library 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
borrowed books at 
the counter area 

1.1 Inspects the 
returned books 

None 1 minute Librarian/ Library 
Staff 

 1.2 Pulls out the Book 
Card with the Library 
ID from the file 

None 1 minute  

2. Claim the Library 
ID 

2.1 Attached the book 
card to the book 
pocket found at back of 
the book 

None 1 minute  

TOTAL  3 minutes  

 

1.D. BORROWING OF BOOKS/PERIODICAL MATERIALS FOR IN-HOUSE (OVER THE 

COUNTER) OR PHOTOCOPY 

Service Name: Borrowing of Books/Periodical Materials for In-House (Over the 
Counter) or Photocopy 

Description of the 
Service: 

This service refers to the lending of periodical materials for library use or 
photocopy. 

Office or Division: Carmen Municipal College – College Library 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Students and Employees 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Validated College Library ID Secure from the Library 

Book Card Secure from the Library 

Borrowed Periodical/ Resources Secure from the Library 

Periodical Log Sheet Secure from the Library 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Present the books 
/periodical materials 
to the counter area t 

1.1 Fills-in the form 
provided for the 
borrowing 

None 5 minutes Librarian/ Library 
Staff 

(for Reserved, GRef, 
etc.)  
 

2.1. Interfiles the book 
card and the library ID 
of the borrower’s 

None 9 minutes  
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2. Leave your Library 
ID at the counter 
with the book card 
and claim the 
materials you wish to 
borrowed 

3. Claim the Library 
ID 

3.1 Indicates in the 
forms that the 
materials have been 
returned 

None 1 minute  

TOTAL  15 minutes  

 

1.E. RETURNING OF BOOKS / PERIODICAL MATERIALS BORROWED FOR IN-HOUSE 

(OVER THE COUNTER) OR PHOTOCOPY 

Service Name: Returning of Books / Periodical Materials Borrowed for In-House 
(Over the Counter) or Photocopy 

Description of the 
Service: 

This service refers to the return of periodicals and other resources 
materials for library use or photocopy. 

Office or Division: Carmen Municipal College – College Library 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Students and Employees 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Validated College Library ID Secure from the Library 

Book Card Secure from the Library 

Borrowed Periodical/ Resources Secure from the Library 

Periodical Log Sheet Secure from the Library 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Returns the 
borrowed item 

1.1 Inspects the 
borrowed item 

None 2 minutes Librarian/ Library 
Staff 

 1.2 (For Reserved, 
GRef.) 1.2 Pulls out 
cards from the file and 
returns the borrower’s 
ID 
 
(for Periodical 
materials) Indicates in 
the forms that the 
materials have been 
returned) 

 
 
 

None 

 
 
 

1 minute 

 

2. Claim the Library 
ID 

2.1 Returns the item 
on the shelf/proper 
places 

None 2 minutes  

TOTAL  5 minutes  
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1.F. E-Library Services 

Service Name: E-Library Services 

Description of the 
Service: 

This service refers to providing access to online and digital resources 
such research, e-books, etc. 

Office or Division: Carmen Municipal College – College Library 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Students and Employees 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Validated College Library ID Secure from the Library 

E-library User’s Sheet Secure from the Library 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
validated library ID 
and logs into the e-
library user’s sheet 

1.1 Check the client’s 
ID 

None 2 minutes Librarian/ Library 
Staff 

2. Proceed to the 
computer station and 
performs the activity 
 
A maximum of 1 
hour is given to the 
client if there are 
other users 

2.1 Assists the 
user/client 

None 2 minutes  

3. Logs Out     

TOTAL  4 minutes  

 

1.G. REFERENCE AND INFORMATION ASSISTANCE 

Service Name: REFERENCE AND INFORMATION ASSISTANCE 

Description of the 
Service: 

This service refers to providing information materials necessary for 
research activities. 

Office or Division: Carmen Municipal College – College Library 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Students and Employees 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Research Query Log Secure from the Library 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Directional, 
Search and Ready 
Reference Requests 
assistance on the 
availability of 
resources or location 
of the materials to 
use or borrow 

1.1 Directional, Search 
and Ready Reference  
 
1.2. Conducts 
reference interviews 

None 3 minutes Librarian/Library 
Staff 
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2. Check the 
library holdings 

2.1 Identifies the call 
number of the books 

None 2 minutes  

3. Check the books 
on the shelf 

3.1 Directs the client to 
the resources available 

None 5 minutes  

TOTAL  10 minutes  

 

1.H. UTILIZATION OF THE MULTIMEDIA HALL/ CENTER 

Service Name: Utilization of the Multimedia Hall/ Center 

Description of the 
Service: 

This service allows the clientele to use the multimedia for educational 
instruction purposes. 

Office or Division: Carmen Municipal College – College Library 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Students and Employees 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Filled up the Multimedia Request Form Secure from the Library 

Library User’s Reservation Sheet Secure from the Library 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Ask about the 
available schedule 

1.1 Check the 
available schedule 

None 10 minutes Librarian/Library 
Staff 

 1.2 Interview the client 
regarding the activity 
and release the 
multimedia request 
form 

   

2. Receives the 
requisition form to 
use the multimedia 

2.1 Logs in the 
multimedia room sheet 

None 5 minutes  

3. Submits the form 
duly signed by the 
concerned authority 

3.1 Receives form and 
file 

None 3 minutes  

4. Submits the 
Library users 
reservation form 
after the session 

4.1 Receives form and 
file 

None 2 minutes  

TOTAL  20 minutes  

 

2. COLLEGE CLINIC 

2.A. PHYSICAL EXAMINATION DURING ENROLLMENT  

Service Name: Physical Examination During Enrollment 

Description of the 
Service: 

This service refers to the health assessment of the students. 

Office or Division: Carmen Municipal College – Clinic 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Incoming First Year Students, Transferees and Returnees/Old Students 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Client submits 
himself/herself for 
the Physical 
Examination. 

1.1 Greets the client 
and asks to log in on 
the Daily Treatment 
Record. 

None 5 Minutes  Provided by the 
Nurse/ Clinic Staff 

2.Fill out the Clinic 
Form, Client’s 
Consent Form and 
Consent to Access 
Clinic and Student 
Data for Research -
presents laboratory 
results 

2.1 Encourage the 
client to sit comfortably 
and ask him/her to fill 
up personal 
information and for the 
laboratory results. 

None 30 minutes  Provided by the 
Nurse/ Clinic Staff 

3.Client submits self 
for medical 
evaluation. 

3.1 Take the vital signs 
and evaluates the 
client’s history with the 
laboratory results. (to 
be finalized) 

None 20 minutes  Provided by the 
Nurse/ Clinic Staff 

 3.2 Provide medical 
intervention or refer to 
an appropriate health 
care facility if needed. 

None 30 minutes  Provided by the 
Medical Officer/ 

Nurse/ Clinic Staff 

4.Fill out the 
Customer Feedback 
Form 

4.1 Provide Customer 
Feedback Form 

None 5 minutes  Provided by the 
Nurse/ Clinic Staff 

TOTAL  
1 Hour and 30 

Minutes 
 

 

2.B MEDICAL CONSULTATION 

Service Name: Medical Consultation 

Description of the 
Service: 

This service refers to the examination of the client by the health care 
providers. 

Office or Division: Carmen Municipal College – Clinic 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Students, Faculty and Employees 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Client submits 
himself/herself for 
the Physical 
Examination. 

1.1 Greets the client 
and asks to log in on 
the Daily Treatment 
Record. 

None 5 Minutes  Provided by the 
Nurse/ Clinic Staff 
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 1.2 Encourage the 
client to sit comfortably 
while retrieving the 
health record. 

None 5 Minutes Provided by the 
Nurse/ Clinic Staff 

2.Client gives his/her 
chief complaint. 

2.1 Take the vital signs 
and and record on the 
health form. 

None 10 minutes  Provided by the 
Nurse/ Clinic Staff 

3.Client submits for 
medical evaluation. 

3.1 Examine the client 
and make preliminary 
assessment 

None 15 minutes  Provided by the 
Medical Officer/ 

Nurse/ Clinic Staff 

 3.2 Provide 
appropriate medical 
interventions 

None 15 minutes  Provided by the 
Medical Officer/ 

Nurse/ Clinic Staff 

 3.3 Refer a client to a 
Medical Specialist or a 
Medical Facility if 
needed. 

None 5 minutes  Provided by the 
Medical Officer/ 

Nurse/ Clinic Staff 

4.Fill out the 
Customer Feedback 
Form 

4.1 Provide Customer 
Feedback Form 

None 5 minutes  Provided by the 
Nurse/ Clinic Staff 

TOTAL  1 Hour   

 

2.C DENTAL CONSULTATION  

Service Name: Dental Consultation 

Description of the 
Service: 

This service refers to a diagnostic, preventive, or corrective procedure by 
the dentist. 

Office or Division: Carmen Municipal College – Clinic 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Students, Faculty and Employees 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Client submits 
himself/herself for 
the Dental 
Examination. 

1.1 Greets the client 
and asks to log in on 
the Daily Treatment 
Record. 

None 5 Minutes  Provided by the 
Nurse/ Clinic Staff 

 1.2 Encourage the 
client to sit comfortably 
while retrieving the 
health record. 

None 5 Minutes Provided by the 
Nurse/ Clinic Staff 

2.Client gives his/her 
chief complaint. 

2.1 Take the vital signs 
and and record on the 
health form. 

None 10 minutes  Provided by the 
Nurse/ Clinic Staff 

3.Proceed to the 
Waiting Area 

3.1 Forward the 
completed record to 
the dentist and advise 

None 15 minutes  Provided by the 
Nurse/ Clinic Staff 
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client to wait until 
name is called. 

4.Client submits for 
dental procedure. 

4.1 Provide 
appropriate dental 
interventions 

None 30 minutes  Provided by the 
Medical Officer/ 

Nurse/ Clinic Staff 

 4.2 Discharge with 
medications and 
instructions 

None 10 minutes  Provided by the 
Medical Officer/ 

Nurse/ Clinic Staff 

5.Fill out the 
Customer Feedback 
Form 

5.1 Provide Customer 
Feedback Form 

None 5 minutes  Provided by the 
Nurse/ Clinic Staff 

TOTAL  
1 Hour and 20 

Minutes 
 

 

2.D PHYSICAL EXAMINATION FOR ALCU AND OTHER ATHLETIC EVENTS 

Service Name: Physical examination for ALCU and other athletic events 

Description of the 
Service: 

This service refers to a Physical Examination to the student athletes for 
ALCU and other athletic events. 

Office or Division: Carmen Municipal College – Clinic 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Student Athletes 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 List of Athletes for Physical Examination  Student’s Affairs Office 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Sports Coordinator 
submits list of athletes 
2 weeks prior to the 
physical examination. 

1.1 Schedule student for 
physical examination 

None 5 Minutes   

2. Athlete submits 
himself/herself for the 
Physical Examination. 

2.1 Greets the client and 
asks to log in on the 
Daily Treatment Record. 

None 5 Minutes Provided by the 
Nurse/ Clinic Staff 

 2.2 Let an athlete 
answers the form on 
health history 

None 15 minutes  Provided by the 
Nurse/ Clinic Staff 

 2.3 Retrieve the health 
record of the athlete 

None 5 minutes  Provided by the 
Nurse/ Clinic Staff 

 2.4 Take the vital signs 
and record on the health 
form. 

None 10 minutes  Provided by the 
Nurse/ Clinic Staff 

 2.5 Refer an athlete to 
medical officer for 
evaluation 

None 5 minutes  Provided by the 
Medical Officer/ 

Nurse/ Clinic Staff 

3.Client presents 
medical certificate. 

3.1 Examine the client 
and sign the medical 
certificate 

None 30 minutes  Provided by the 
Medical Officer/ 

Nurse/ Clinic Staff 

4.Fill out the Customer 
Feedback Form 

4.1 Provide Customer 
Feedback Form 

None 5 minutes  Provided by the 
Nurse/ Clinic Staff 

TOTAL  
1 Hour and 20 

Minutes 
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2.E PHYSICAL EXAMINATION FOR OJT/IMMERSION 

Service Name: Physical examination for OJT/Immersion 

Description of the 
Service: 

This service refers to a Physical Examination to the students for 
OJT/Immersion. 

Office or Division: Carmen Municipal College – Clinic 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Students 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

List of students for OJT/Immersion.  Provided by the OJT Coordinator  

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Teacher/Adviser 
submits list of 
OJT/immersion 2 
weeks prior to the 
physical 
examination. 

1.1 Schedule student 
for physical 
examination 

None 5 Minutes   

2. Client submits 
himself/herself for 
the Physical 
Examination. 

2.1 Greets the client 
and asks to log in on 
the Daily Treatment 
Record. 

None 5 Minutes Provided by the 
Nurse/ Clinic Staff 

 2.2 Let the client 
answers the form on 
health history 

None 15 minutes  Provided by the 
Nurse/ Clinic Staff 

 2.3 Retrieve the health 
record of the client 

None 5 minutes  Provided by the 
Nurse/ Clinic Staff 

 2.4 Take the vital signs 
and record on the 
health form with the 
laboratory results 
required by the affiliate 
agency. 

None 10 minutes  Provided by the 
Nurse/ Clinic Staff 

 2.5 Refer the client to 
medical officer for 
evaluation 

None 5 minutes  Provided by the 
Medical Officer/ 

Nurse/ Clinic Staff 

3.Client presents 
medical certificate. 

3.1 Examine the client 
and sign the medical 
certificate 

None 5 minutes  Provided by the 
Medical Officer/ 

Nurse/ Clinic Staff 

4.Fill out the 
Customer Feedback 
Form 

4.1 Provide Customer 
Feedback Form 

None  Provided by the 
Nurse/ Clinic Staff 

TOTAL  
1 Hour and 20 

Minutes 
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3. GENDER AND DEVELOPMENT OFFICE 

3.A FILING OF COMPLAINTS AGAINST SEXUAL HARASSMENT IN THE INSTITUTION 

Service Name: Filing of Complaints against Sexual Harassment in the Institution 

Description of the 
Service: 

This service refers to the formal process by which any student, faculty 
member, employee, or third party may report or lodge a complaint 
regarding incidents of sexual harassment occurring within the institution. 

Office or Division: Carmen Municipal College – Gender and Development 

Classification: Highly Technical 

Type of Transaction: G2C (Government to Citizen), G2E (Government to Employee) 

Who may avail: Students, Teaching and Non-Teaching Personnel, Contractual, Job 
Order Personnel, Guests, or Visitors of the Institution 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Complainant Form  
2. Supporting Documents (screenshots, 
photos, messages, witness statements, etc.) 
3. Proof of school affiliation 
4. Notarized Affidavit (if required in later 
stages) 

1. GAD Office / CODI  
2. Complainant  
 
3. School Registrar/HR Office  
4. Any public notary 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Fill-out Complainant 
Form/Submit 
Complaint 

1.1 Receive and record 
complaint; assist 
complainant in 
completing form 

None 30 Minutes – 1 
Hour 

GAD Focal Person/ 
Head of HEI 

 1.2 Conduct interview 
and ensure 
confidentiality 

None 30 Minutes – 1 
Hour 

GAD Focal Person/ 
Head of HEI 

 1.3 Serve written notice 
to respondent within 5 
days 

None Within five (5) 
days from 

receipt of report 

CODI 

2. Respondent to 
submit a notarized 
response and serves 
copy to the 
complainant 

2.1 Verifies the 
completeness of the 
response 

None 30 minutes Respondent/CODI 

 2.2 Conduct 
investigation, hearings 
and evidence gathering 

None Within 10 
working days 

CODI 

 2.3 CODI submits 
findings and 
recommendation to 
Disciplinary Authority 

None 30 days from 
receipt of the 

CODI 
Investigation 
Report and 

Recommendatio
n 

CODI/Disciplinary 
Authority 

3.Filing of Motion for 
Reconsideration by the 
Complained Party 
(Optional) 

3.1Conduct further 
evaluation or clarificatory 
hearing if necessary. 

None Respondent may 
file motion within 

15 days; 
authority decides 

within 30 days 

Disciplinary Authority 

TOTAL  
90 days and 2 
hours and 30 

minutes 
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4. OFFICE OF THE GUIDANCE AND COUNSELING SERVICES 

4.A COUNSELING SERVICES 

Service Name: Counseling Services 

Description of the 
Service: 

Counseling is the core of Guidance Services, focusing on a person’s 
emotional and mental well-being, which affects their educational, spiritual, 
and social life. The services include individual and group counseling. 

Office or Division: Carmen Municipal College – Office of Guidance and Counseling 
Services 

Classification: Complex 

Type of Transaction: G2C – Government to Citizen 

Who may avail: CMC Students and Personnel 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. The client 
requests counseling 
services through any 
of the following:  
• Walk-in visit to the 
Guidance Office  
• Referral from 
faculty, staff, or 
peers  
• Submission of a 
written request or an 
appointment slip 

1.1 The Guidance Staff 
receives and 
acknowledges the 
client’s request for 
counseling. 

None 10-15 Minutes Guidance Staff, 
Guidance 
Counselor 

 1.2 The Guidance Staff 
will assess the nature 
and urgency of the 
concern. 

None 10–30 minutes 
(depending on 

urgency) 

Guidance Staff, 
Guidance 
Counselor 

2. The Client attends 
the counseling 
session. 

2.1 The Guidance 
Counselor will conduct 
the counseling 
session. 

None 30–60 minutes 
per session 

Guidance 
Counselor 

 2.2 The Guidance 
Counselor will 
document the 
counseling session. 

None 10–15 minutes Guidance 
Counselor 

3. The Client 
completes the post-
counseling 
evaluation or 
feedback form. 
Client attends follow-
up sessions (if 
required) or complies 
with referrals for 
further assistance. 

3.1 The Guidance Staff 
will collect and 
evaluate client 
feedback. 

None 5 Minutes Guidance Staff 

4. The client attends 
follow-up sessions (if 

4.1 The Guidance 
Counselor will conduct 

None Within 1–3 
days after 

Guidance 
Counselor / 
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required) or complies 
with referrals for 
further assistance. 

follow-up counseling or 
coordination with 
relevant 
offices/agencies to 
ensure the client’s 
well-being and 
progress. 

referral or as 
scheduled 

Referral Partner 
(e.g., RHU, DSWD, 

Psychologist) 

TOTAL  
1-3 days, 2 
hours and 5 

minutes 
 

 

4.B COUNSELING FOR STUDENTS WITH FAILING GRADES 

Service Name: Counseling for Students with Failing Grades 

Description of the 
Service: 

This service refers to the students with failing grades. 

Office or Division: Carmen Municipal College – Office of Guidance and Counseling 
Services 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Those students who have failing grades 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

List of Students with failing grades/Referrals  Secured from the faculty and other authorized 
personnel  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. The client will report 
to the Guidance and 
Counseling Office 

1.1 The Guidance 
Counselor will coordinate 
with the faculty to identify 
students with failing 
grades. 

None 10 Minutes Guidance Staff, 
Guidance Counselor 

 1.2. The students are 
called by the Counselor 

 Depending on 
the students' 

free time 

Guidance Staff 

2. The client will be 
given the counseling 
process/report of the 
counseling process 

2.1 The Guidance 
Counselor conducts a 
counseling session and 
end of the session 

None 45 mins /1 hour Guidance Counselor 

3. The client will go 
back to the classroom. 

3.1. The Guidance 
Counselor will take note 
of the details 

None 10 Minutes Guidance Counselor 

 3.2 Forms to be filled out 
by the Guidance 
Counselor 

None 15 Minutes Guidance Counselor 

 3.3. Follow-up 
counseling if there is a 
need to evaluate client 
feedback. 

None 45 mins /1 hour Guidance Counselor 

 3.4 Referrals/intervention 
when needed 

None 45 mins /1 hour Guidance Counselor 

TOTAL  
3 hours and 35 

minutes 
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4.C EXIT INTERVIEW SERVICES 

Service Name: Exit Interview Services 

Description of the 
Service: 

This service will help the graduating to assess their experiences, the 
strengths and weaknesses of the educational program, the services and 
facilities of Carmen Municipal College, and to plan for their future career 
and their dreams in life. 

Office or Division: Carmen Municipal College – Office of Guidance and Counseling 
Services 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: 4th year/graduating students/or those students who will transfer 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Withdrawal form from Office of the Registrar  Secured form from the Office of Registrar 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. The client will fill 
out the form. 

1.1 The Guidance Staff 
will give the exit 
evaluation form to the 
client. 

None 5 Minutes Guidance Staff 

2. The client will be 
giving the forms to 
the Counselor. 

2.1 The Guidance Staff 
will receive the exit 
forms and refer the 
client to the Guidance 
Counselor for an 
interview. 

 10 Minutes Client 

3. The client will 
respond to the 
interview honestly 
and truthfully. 

2.1 The Guidance 
Counselor conducts a 
counseling session 
and end of the session 

None 5 Minutes Client 

3. The client will go 
back to the 
classroom. 

3.1. The Guidance 
Counselor will conduct 
an exit interview. 

None 25 Minutes Client, Guidance 
Staff 

 3.2 The Guidance Staff 
signs and collects the 
exit forms. 

None 5 Minutes Guidance 
Counselor, Client 

 3.3. The Guidance 
Staff will give 
confirmation slips to 
the student for 
clearance. 

None 5 Minutes Guidance Staff 

TOTAL  55 minutes  
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4.D INTERVIEW PROCESS FOR NEW STUDENTS (FRESHMEN AND TRANSFEREES) 

Service Name: Interview Process for New Students (Freshmen and Transferees) 

Description of the 
Service: 

This service refers to the enrollment process for first-time college 
students. 

Office or Division: Carmen Municipal College – Office of Guidance and Counseling 
Services 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All eligible CMC applicants 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• 2x2 ID picture  

• 1 Long Brown Envelope  

• Enrollment Form issued by the Office of 
Registrar  

Secured form from the Office of the Registrar 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Client fills out the 
Enrollment Form 
given by the Office of 
the Registrar upon 
enrollment. 

1.1 The office staff 
gives the Individual 
Inventory Form to the 
client and lets the 
client fill it out. 

None 15 Minutes Guidance Staff 

2. After completely 
filling out the form, 
the client then 
submits the form to 
the interviewer. 

2.1. The interviewer 
gathers the form 
before the interview. 

 5 Minutes Guidance Staff / 
Guidance 

Counselor / 
Assigned 

Interviewer 

3. Interview Proper 3.1. The guidance 
staff/guidance 
counselor conducts an 
initial student interview. 
The client may be 
assigned to an 
interviewer depending 
on the volume of 
enrollees. 

None 30 Minutes Guidance Staff / 
Guidance 

Counselor / 
Assigned 

Interviewer 

4. After the interview, 
the client proceeds 
to the Office of the 
Guidance Counselor 
to return the finished 
Individual Form 

4.1. The guidance 
staff/guidance 
counselor receives and 
checks the 
completeness of the 
form. Keep the form 
and put it out in a safe 
and secure 
cabinet/steel cabinets. 

None 5 Minutes Guidance Staff / 
Guidance 
Counselor 

5. The client then 
proceeds to the 
Office of the 
Program Head. 

5.1. The Guidance 
Staff then refers the 
client to the Office of 
the Program Head. 

None 15 Minutes Guidance Staff / 
Guidance 

Counselor / 
Assigned 

Interviewer 

TOTAL  
1 hour and 10 

minutes 
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4.E REFERRALS/SPECIAL CASES 

Service Name: Referrals/Special Cases 

Description of the 
Service: 

This service refers to the students with special cases and referrals 

Office or Division: Carmen Municipal College – Office of Guidance and Counseling 
Services 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: CMC students with special case problems and/or referrals 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

List of Students with Special Cases/Referrals  Secured from the faculty and other authorized 
personnel 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

 The teacher will fill out 
the referral form, 
indicating that the 
client is to be given 
counseling at the 
office. 

None 10 Minutes Teacher, Guidance 
Counselor 

 The Guidance Center 
will receive and accept 
the referral form. 

None 5 Minutes Guidance 
Counselor, Teacher 

 The Guidance Center 
will note the referred 
client 

None 5 Minutes Guidance Staff  

 The Guidance Staff will 
call the referred 
student through the 
call slip 

None 15 Minutes Guidance Staff  

The client will go to 
the Guidance Center 
and wait for 
permission to 
proceed. 

The Guidance Staff will 
refer the client to the 
Guidance Counselor 

None 15 Minutes Guidance Staff and 
Client 

The client undergoes 
a counseling session 

The Guidance 
Counselor will conduct 
an initial Interview and 
proper counseling. 

None 45 mins /1 hour Guidance 
Counselor 

 The Guidance 
Counselors makes 
counseling or 
consultation notes and 
file the 
forms/documents. 

None 15 Minutes Guidance 
Counselor 

 The Guidance 
Counselor will submit 
to the office of the 
Program Head for 
approval 

None 15 Minutes Guidance 
Counselor 
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 Making follow-up by 
the teacher-counselor 
conference 

None 45 mins /1 hour Guidance 
Counselor 

Signing of the 
Guidance Services 
form by the client 

Keeping the Guidance 
forms in the individual 
file 

None 10 Minutes Guidance 
Counselor 

 Parents conference if 
there's a need 

None 45 mins /1 hour Parents, Guidance 
Counselor, Teacher 

 Referring the students 
to a Clinical 
Psychologist if 
necessary 

None 30 Minutes Guidance 
Counselor, 

Psychologist 

 Referrals/intervention 
when needed Makes 
appropriate referrals to 
other professionals if 
needed 

None 45 mins /1 hour Guidance 
Counselor 

TOTAL  6 Hours  

 

4.F REGULAR WALK-IN COUNSELING 

Service Name: Regular Walk-in Counseling 

Description of the 
Service: 

To provide individual and group counseling to the helpee/counselee, 
either walk-in or referred, who seeks assistance on matters affecting their 
educational, emotional, spiritual, and social well-being. 

Office or Division: Carmen Municipal College – Office of Guidance and Counseling 
Services 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: CMC Students and Personnel 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Inquire with the 
Guidance Staff about 
the availability of the 
Guidance Counselor 

1.1 The Guidance staff 
will check the 
availability of the 
Guidance Counselor 

None 10 Minutes Guidance Staff 

2. The client fills out 
the form and then 
waits for the 
permission to 
proceed 

1.2 The Guidance Staff 
asks the client to fill in 
the form. 

None 5 Minutes Guidance Staff 

3. Undergoes the 
counseling session 

2.1 Setting the 
appointment with the 
Guidance Counselor 

None 5 Minutes Guidance Staff  

 3.1 Conducts the 
counseling session 

None 45 mins /1 hour Guidance 
Counselor 

 3.2 Makes counseling 
or consultation notes 

None 15 Minutes Guidance 
Counselor 
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and files the 
forms/documents. 

 3.3Makes appropriate 
referrals to other 
professionals if needed 

None 15 Minutes Guidance 
Counselor, 

Psychologist 

TOTAL  
1 hour and 50 

minutes 
 

 

5. OFFICE OF THE PROGRAM HEAD 

5.A ACADEMIC ADVISING 

Service Name: Academic Advising 

Description of the 
Service: 

This service refers to students who need academic advising. 

Office or Division: Carmen Municipal College – Office of the Program Head 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Bona fide CMC Students 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. The client fills up 
the logbook with her 
name and time of 
arrival. 

1.1 The office staff 
checks the 
completeness of the 
information. 

None 15 Minutes Program Head Staff 

2. Client enters the 
office of the program 
head. 

2.1. The program head 
asks the student about 
his or her concerns 
and provides guidance 
or advice when 
necessary 

None 1 hour Program Head 

TOTAL  
1 hour and 15 

minutes 
 

 

5.B STUDENT READMISSION 

Service Name: Student Readmission 

Description of the 

Service: 

This service refers to students who have been absent from their classes 

for a specific amount of sessions 

Office or Division: Carmen Municipal College – Office of the Program Head 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Bona fide CMC Students 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSED 

TIME 

PERSON 

RESPONSIBLE 

1. The client fills up the 

logbook with her name 

and time of arrival. 

1.1 The office staff 

checks the completeness 

of the information. The 

office staff provides the 

student with the 

Readmission Form. 

None 15 Minutes Program Head Staff 

2. The client fills out 

the Readmission form 

by approaching the 

instructors of the 

courses that needs 

readmission. 

2.1. The Office staff 

checks the completeness 

of the Readmission 

Form. The staff then 

endorses the client to the 

Program Head. 

None 15 Minutes Program Head Staff 

3. The client proceeds 

to the Office of the 

Program Head 

3.1 The program Head 

conducts an interview 

with the student. After 

the interview, the student 

is endorsed to the Office 

of the Guidance 

Counselor. 

None 1 hour Program Head 

4. The client proceeds 

to the Office of the 

Guidance Counselor 

for processing. 

4.1 The office of the 

guidance counselor 

processes the involved 

student. After 

processing, the student 

is endorsed to the Office 

of the President. 

None 1 hour Office of the 

Guidance Counselor 

5. The client proceeds 

to the Office of the 

President 

5.1 The president 

conducts an interview 

with the student 

None 1 hour Office of the 

President 

6. The client returns to 

the Office of the 

Program Head 

6.1 The Program head 

Staff collects the other 

half of the Readmission 

form. The other half is 

given to the student as 

proof of completion of the 

Readmission. 

None 15 Minutes  

TOTAL  
3 Hours and 45 

Minutes 
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6. OFFICE OF THE REGISTRAR 

6.A CHANGING OF GRADES 

Service Name: Changing of Grades 

Description of the 

Service: 

This service refers to students requesting to change their non-numerical 

grade from a specific course. 

Office or Division: Carmen Municipal College – Office of the Registrar 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All eligible applicants 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Student ID Number  School ID 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSED 

TIME 

PERSON 

RESPONSIBLE 

1. Client proceeds to 

the registrar’s office 

to request for their 

grades on a specific 

term or course. 

1.1 The office staff 

provides and prints the 

documents needed. 

None 20 Minutes Registrar Staff / 

Registrar 

 1.2. The office gives 

the client change 

grade form. 

None 5 Minutes Registrar Staff / 

Registrar 

2. Client approaches 

their course 

instructors for the 

changing of grades. 

2.1 The course 

instructor provides the 

new grade of the 

students for their 

course. 

None 1 hour Course Instructors 

 2.2. Client proceeds to 

the Program Head to 

have the forms signed. 

None 30 Minutes Program Head / 

Program Head Staff 

3. Client returns to 

the registrar’s office 

and submit the 

change grade forms. 

3.1. Client receives 

their new grades. 

None 1 hour Registrar Staff / 

Registrar 

TOTAL  
2 Hours and 55 

Minutes 
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6.B ENROLLMENT PROCESSES OF STUDENTS (FRESHMEN, TRANSFEREES, OLD 

STUDENTS AND RETURNEES) 

Service Name: Enrollment Process of Students (Freshmen, Transferees, Old Students 

and Returnees) 

Description of the 

Service: 

This service refers to the enrollment process for first-time college 

students. 

Office or Division: Carmen Municipal College – Office of the Registrar 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All eligible applicants 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

FRESHMEN 

    • SENIOR HIGH SCHOOL GRADUATES  

    1. Original Form 138-A (Senior High School 

Card) 

    2. Certificate of Good Moral Character from 

previous school  

     3. Photocopy of PSA Birth Certificate 

     4. Formal “2x2” picture (2 copies)  

     5. Photocopy of Marriage Contract (for 

married female students) 

     6. Voter’s Certification (for Carmen 

Residents) 

     7. Certification from the Principal (for with 

high and with highest honors) 

     8. Long brown envelope (1pc.)  

     9. Enrollment Forms  

 

 

1. Senior High School of origin  

2. Senior High School of origin 

3. Philippine Statistics Authority Office  

4. Personal  

5. Philippine Statistics Authority Office  

6. COMELEC  

7. Senior High School of origin  

8. Personal  

9.Registrar’s Office Window 1 

• OLD CURRICULUM STUDENTS 

1. Original Form 138-A (Fourth Year 

Highschool) 

2. Certificate of Good Moral Character from 

previous school 

3. Photocopy of PSA Birth Certificate 

4. Formal “2x2” picture (2 copies) 

 

1. 4th Year High School of origin 

2. Senior High School of origin 

3. Philippine Statistics Authority Office 

4. Personal 

5. Philippine Statistics Authority Office 

6. COMELEC 
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5. Photocopy of Marriage Contract (for married 

female 

students) 

6. Voter’s Certification (for Carmen Residents) 

7. Certification from the Principal (for with high 

and with highest 

honors) 

8. Long Brown Envelope (1pc.) 

9. Enrollment Forms 

 

7. 4th Year High School of origin 

8. Personal 

9. Registrar’s Office Window 1 

TRANSFEREES 

1. Certificate of Transfer Credential 

(Honorable Dismissal) 

2. Informative Copy of Transcript of Records 

3. Photocopy of PSA Birth Certificate 

4. Formal “2x2” picture (2 copies) 

5. Photocopy of Marriage Contract (for married 

female students) 

6. Voter’s Certification (for Carmen Residents) 

7. Long brown envelope (3pcs) 

8. Enrollment Forms 

 

1. Previous School Attended 

2. Previous School Attended 

3. Philippine Statistics Authority Office 

4. Personal 

5. Philippine Statistics Authority Office 

6. COMELEC 

7. Personal 

8. Registrar’s Office Window 1 

OLD STUDENTS 

1. Enrollment Forms 

1. Registrar’s Office Window 1 

RETURNEES 

1. Enrollment Forms 

2. Grades Validation Sheet 

1. Registrar’s Office Window 1 

2. Registrar’s Office Window 1 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSED 

TIME 

PERSON 

RESPONSIBLE 

1. Client submits 

requirements to the 

office of the registrar 

for initial checking. 

1.1 The office staff 

checks the 

completeness of the 

requirements. No 

requirement will be 

kept by the Registrar’s 

Office in this step. 

None 10 Minutes Registrar Staff / 

Registrar 

 1.2 The office staff 

gives the client the 

enrollment form and 

None 5 Minutes Registrar Staff / 

Registrar 
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student information 

sheet. 

2. Client fills out the 

Enrollment and 

information sheet. 

After completely 

filling out the form, 

the client then 

proceeds to the 

Clinic 

2.1. The school nurse 

gives the client the 

health information 

form. 

None 10 Minutes Nurse staff / School 

Nurse 

3. Client fills out the 

health information 

form. The client then 

returns the form to 

the Nurse staff / 

School Nurse. 

3.1. The Nurse Staff / 

school nurse receives 

and checks the 

completeness of the 

form. 

None 10 Minutes Nurse Staff / 

School Nurse 

 3.2. The Nurse Staff / 

School nurse conducts 

a health interview with 

the client. After the 

interview, the client will 

be endorsed to the 

Office of the Guidance 

Counselor. 

None 1 hour Nurse Staff / 

School Nurse 

4. Client Proceeds to 

the Office of the 

Guidance Counselor. 

4.1. The guidance staff 

/ guidance counselor 

gives the client a 

Student Inventory 

Form. 

None 10 Minutes Guidance Staff / 

Guidance 

Counselor 

5. Client fills up the 

Student Inventory 

Form. The client 

then returns the filled 

up form to the 

Guidance Staff / 

Guidance Counselor. 

5.1. The guidance staff 

/ guidance counselor 

receives and checks 

the completeness of 

the form. 

None 10 Minutes Guidance Staff / 

Guidance 

Counselor 

 5.2. The guidance staff 

/ guidance counselor 

conducts initial student 

interview. The client 

may be assigned to an 

interviewer depending 

on the volume of 

enrollees. The 

interviewer then 

endorses the client to 

None 30 Minutes Guidance Staff / 

Guidance 

Counselor / 

Assigned 

Interviewer. 
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the Office of the 

Program Head. 

6. The client 

proceeds to the 

Office of the 

Program Head. 

6.1. The Staff / 

Program Head 

conducts a short 

orientation about the 

Program and signs the 

enrollment form. The 

client is endorsed to 

return to the Office of 

the Registrar. 

None 10 Minutes Program Head / 

Program Head Staff 

 6.2. The Staff / 

Program head gives 

the client their class 

schedule. 

None 5 Minutes Program Head / 

Program Head Staff 

7. The client 

proceeds to the 

Office of the 

Registrar and returns 

the registration form, 

information sheet 

and complete 

requirements. 

7.1 The office of the 

registrar checks the 

completeness of the 

documents submitted. 

None 15 Minutes Registrar Staff / 

Registrar 

 7.2 The office gives the 

client study load as 

proof of being officially 

enrolled. 

None 5 Minutes Registrar Staff / 

Registrar 

TOTAL  3 Hours           

 

FOR TRANSFEREES 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSED 

TIME 

PERSON 

RESPONSIBLE 

1. Client submits 

requirements to the 

office of the registrar 

for initial checking. 

1.1 The office staff 

checks the 

completeness of the 

requirements. No 

requirement will be 

kept by the Registrar’s 

Office in this step. 

None 10 Minutes Registrar Staff / 

Registrar 

2. Client proceeds to 

the Program Head’s 

Office 

2.1 The client 

proceeds to the 

Program Head’s office 

for the course crediting 

and verification from 

None 30 Minutes Program Head / 

Program Head Staf 
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previous school 

attended. 

 2.2 Client goes back to 

the registrar’s office to 

validate courses 

enrolled. 

None 20 Minutes Registrar Staff / 

Registrar 

 2.3 The office staff 

gives the client the 

enrollment form and 

student information 

sheet. 

None 5 Minutes Registrar Staff / 

Registrar 

3. Client fills out the 

Enrollment and 

information sheet. 

After completely 

filling out the form, 

the client then 

proceeds to the 

Clinic. 

3.1. The school nurse 

gives the client the 

health information 

form. 

None 10 Minutes Nurse staff / School 

Nurse 

4. Client fills out the 

health information 

form. The client then 

returns the form to 

the Nurse staff / 

School Nurse. 

4.1. The Nurse Staff / 

school nurse receives 

and checks the 

completeness of the 

form. 

None 10 Minutes Nurse Staff / 

School Nurse 

 4.2. The Nurse Staff / 

School nurse conducts 

a health interview with 

the client. After the 

interview, the client will 

be endorsed to the 

Office of the Guidance 

Counselor. 

None 1 Hour Nurse Staff / 

School Nurse 

5. Client Proceeds to 

the Office of the 

Guidance Counselor. 

5.1. The guidance staff 

/ guidance counselor 

gives the client a 

Student Inventory 

Form. 

None 10 Minutes Guidance Staff / 

Guidance 

Counselor 

6. Client fills up the 

Student Inventory 

Form. The client 

then returns the 

filled-out form to the 

Guidance Staff / 

Guidance Counselor. 

6.1. The guidance staff 

/ guidance counselor 

receives and checks 

the completeness of 

the form. 

None 10 Minutes Guidance Staff / 

Guidance 

Counselor 
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 6.2. The guidance staff 

/ guidance counselor 

conducts initial student 

interview. The client 

may be assigned to an 

interviewer depending 

on the volume of 

enrollees. The 

interviewer then 

endorses the client to 

the Office of the 

Program Head. 

None 30 Minutes Guidance Staff / 

Guidance 

Counselor / 

Assigned 

Interviewer. 

7. The client 

proceeds to the 

Office of the 

Program Head. 

7.1. The Staff / 

Program Head 

conducts a short 

orientation about the 

Program and signs the 

enrollment form. The 

client is endorsed to 

return to the Office of 

the Registrar. 

None 10 Minutes Program Head / 

Program Head Staff 

 7.2. The Staff / 

Program head gives 

the client their class 

schedule. 

None 5 Minutes Program Head / 

Program Head Staff 

8. The client 

proceeds to the 

Office of the 

Registrar and returns 

the registration form, 

information sheet 

and complete 

requirements. 

7.1 The office of the 

registrar checks the 

completeness of the 

documents submitted. 

None 15 Minutes Registrar Staff / 

Registrar 

 7.2 The office gives the 

client study load as 

proof of being officially 

enrolled. 

None 5 Minutes Registrar Staff / 

Registrar 

TOTAL  
3 Hours and 50 

Minutes 
 

 

FOR OLD STUDENTS 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSED 

TIME 

PERSON 

RESPONSIBLE 

1. Client proceeds to 

the registrar’s office 

1.1. The office gives 

clients the enrollment 

form with their grades 

None 10 Minutes Registrar Staff / 

Registrar 
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for the enrollment 

forms 

of the previous 

semester. 

 1.2 Client with INC 

grades will be given 

change grade form 

sheet to be proceeded 

to their respective 

course instructors. 

After which, the client 

submits the said form 

to the registrar’s office. 

None 30 Minutes Course Instructors 

2. Client moves to 

the clinic 

2.1 The school nurse 

assesses the client 

and countersigns the 

client’s enrollment 

form. 

None 10 Minutes Nurse Staff / 

School Nurse 

3. The client 

proceeds to the 

Office of the 

Program Head. 

3.1. The Staff / 

Program Head 

conducts assessment 

on the current year 

level and status of the 

client. 

None 10 Minutes Program Head / 

Program Head Staff 

 3.2. The Staff / 

Program head gives 

the client their class 

schedule. 

None 5 Minutes Program Head / 

Program Head Staff 

4. The client 

proceeds to the 

Office of the 

Registrar and returns 

enrollment forms. 

4.1 The office of the 

registrar checks the 

completeness of the 

forms. 

None 15 Minutes Registrar Staff / 

Registrar 

 4.2 The office gives the 

client study load as 

proof of being officially 

enrolled. 

None 5 Minutes Registrar Staff / 

Registrar 

TOTAL  
1 Hour and 25 

Minutes 
 

 

FOR RETURNEES 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSED 

TIME 

PERSON 

RESPONSIBLE 

1. Client proceeds to 

the registrar’s office 

1.1. The office gives 

clients the enrollment 

form with their grades 

None 10 Minutes Registrar Staff / 

Registrar 
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for the enrollment 

forms. 

2. The client 

proceeds to the 

Program Head. 

2.1 The Staff / 

Program Head 

conducts assessment 

on the current year 

level and status of the 

client. 

None 30 Minutes Program Head / 

Program Head Staff 

2. Client moves to 

the clinic 

2.1 The school nurse 

assesses the client 

and countersigns the 

client’s enrollment 

form. 

None 10 Minutes Nurse Staff / 

School Nurse 

3. Client moves to 

the clinic 

3.1 The school nurse 

assesses the client 

and countersigns the 

client’s enrollment 

form. 

None 20 Minutes Nurse Staff / 

School Nurse 

4. The client 

proceeds to the 

Guidance Counselor 

4.1 The guidance 

office assesses the 

client and countersigns 

the client’s enrollment 

form. 

None 10 Minutes Guidance Staff / 

Guidance 

Counselor 

5. The client 

proceeds to the 

Office of the 

Program Head. 

5.1 The Staff / 

Program Head 

conducts assessment 

on the current year 

level and status of the 

client. 

None 10 Minutes Program Head / 

Program Head Staff 

 5.2. The Staff / 

Program head gives 

the client their class 

schedule. 

None 5 Minutes Program Head / 

Program Head Staff 

7. The client 

proceeds to the 

Office of the 

Registrar and returns 

enrollment forms. 

7.1 The office of the 

registrar checks the 

completeness of the 

forms. 

None 10 Minutes Registrar Staff / 

Registrar 

 7.2 The office gives the 

client study load as 

proof of being officially 

enrolled. 

None 5 Minutes Registrar Staff / 

Registrar 

TOTAL  
1 Hour and 40 

Minutes 
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6.C. REQUEST FOR BILLING, GRADES AND CERTIFICATE OF ENROLLMENT (COE) 

Service Name: REQUEST FOR BILLING, GRADES AND CERTIFICATE OF 

ENROLLMENT (COE) 

Description of the 
Service: 

This refers to clients requesting for billing, grades 0r certificate of 
enrollment. 

Office or Division: Carmen Municipal College – Office of the Registrar 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All eligible CMC applicants 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

School ID Number School ID 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Client proceeds to 
the registrar’s office 
for their type of 
business or 
documents to be 
requested: billing, 
grades or COE 

1.1 The office staff 
provides and prints the 
documents needed. 

None 20 minutes Registrar/ Staff 

 1.2 The documents are 
signed by the assigned 
asignatories. After 
which, it is released to 
the client. 

None 20 minutes Registrar/ Staff 

TOTAL  40 minutes  

 

6.D. REQUEST OF OFFICIAL TOR 

Service Name: Request of Official TOR 

Description of the 
Service: 

This service refers to the students who wants to request for their transcript 
of records (TOR) 

Office or Division: Carmen Municipal College – Office of the Registrar 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All eligible CMC applicants 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Complete documents or requirement 

submitted to the office from the previous 

enrollment. 

Registrar’s Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Client requests 
request form to be 
filled-out. 

1.1 The office gives 
request form to the 
client. 

None 10 minutes Registrar / Staff 

2. Client proceeds to 
the Municipal 
Treasurer’s Office for 

2 .1. The MTO gives 
the client official 
receipt upon payment. 

P200.00 30 minutes Registrar / Staff 
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the payment of the 
documents. 

3. Client submits the 
receipt to the 
registrar’s office for 
verification. 

3.1. The office gives 
the client claim stub 
with date stipulated 
when to claim the 
document. 

None 10 minutes Registrar / Staff 

 4.2. This transaction is 
allotted with 3 business 
days processing, from 
the time claim stub is 
received. 

None 3 business 
days 

Registrar / Staff 

5 . Client claims the 
documents after 3 
business days. 

5 .1 The office gives 
the documents to the 
client. 5.2. 
Authorization is require 
in case the client is not 
the claimant. 

None 10 minutes Registrar / Staff 

TOTAL  3 days & 1 hr  

 

6.D. REQUEST FOR TRANSFER CREDENTIALS OR HONORABLE DISMISSAL 

Service Name: REQUEST FOR TRANSFER CREDENTIALS OR HONORABLE 

DISMISSAL 

Description of the 
Service: 

This service refers to students’ request of transfer credentials or 
honorable dismissal. 

Office or Division: Carmen Municipal College – Office of the Registrar 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All eligible CMC applicants 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Complete documents or requirement 
submitted to the office from the previous 
enrollment. 

Registrar’s Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Client requests 
request form to be 
filled-out. 

1.1. The office gives 
request form to the 
client. 

None 10 minutes Registrar/Staff 

2. Client fills out the 
form and proceeds 
to the Guidance 
Office. 

2.1. The guidance 
counselor conducts 
exit interview. 

None 10 minutes Guidance 
Counselor/ Staff 

3. Client proceeds to 
the Municipal 
Treasurer’s Office for 
the payment of the 
documents. 

3.1. The MTO gives 
the client official 
receipt upon payment. 

P200.00 30 minutes MTO 

Client submits the 
receipt to the 

4.1. The office gives 
the client claim stub 
with date stipulated 

None 10 minutes Registrar/Staff 
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registrar’s office for 
verification. 

when to claim the 
document. 

 4.2. This transaction is 
allotted with 3 business 
days processing, from 
the time claim stub is 
received. 

None 3 Business 
Days 

Registrar/Staff 

5. Client claims the 
documents after 3 
business days. 

5.1. The office gives 
the documents to the 
client. 

None 10 minutes Registrar/Staff 

TOTAL  
1 hour and 10 

minutes 
 

 

6.F. REQUEST FOR WITHDRAWAL OF ENROLLMENT 

Service Name: Request for Withdrawal of Enrollment 

Description of the 
Service: 

This service refers to students’ request for the withdrawal of their 
enrollment. 

Office or Division: Carmen Municipal College – Office of the Registrar 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All eligible CMC applicants 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Withdrawal form Registrar’s Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Client requests 
request form to be 
filled-out. 

1.1. The office gives 
request form to the 
client. 

None 10 minutes Registrar/Staff 

2. Client fills out the 
form and proceeds 
to the Guidance 
Office. 

2.1. The guidance 
counselor conducts 
exit interview. 

None 20 minutes Guidance 
Counselor/ Staff 

3. Client proceeds to 
his/her course 
instructors. 

3.1. Course Instructors 
signs the withdrawal 
form to be duly notified 
of the students’ 
withdrawal. 

None 1 hour Course Instructors 

4. Client proceeds to 
the Program Head. 

4 .1. The program 
head signs the 
withdrawal of 
enrollment. 

None 30 minutes Program Head / 
Staff 

5. Client submits the 
complete withdrawal. 

5.1. The office collects 
the form. 

None 30 minutes Registrar / Staff 

TOTAL  
1 hour and 10 

minutes 
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7. STUDENT AFFAIRS OFFICE (SAO) 

7.A. ISSUANCE OF STUDENT CLEARANCE FORM 

Service Name: Issuance of Student Clearance Form 

Description of the 
Service: 

This refers to the issuance of student clearance form. 

Office or Division: Carmen Municipal College – Student Affairs Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All CMC Students 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Student ID  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Student Affairs 
Office to request for 
a Clearance Form 

1 .1. Provide the 
clearance form 

None 3 minutes SAO Coordinator 

2. Fill up the logbook 
to release the 
Clearance Form 

 None 1 minute SAO Coordinator 

3. Submit the 
accomplished 
clearance form to 
SAO for checking 
and final approval. 

3 .1. Review and sign 
the clearance form 

None 5 minutes SAO Coordinator 

4. Receive the 
signed and approved 
clearance form 

4.1. Release the 
Student Pass 

None 3 minutes SAO Coordinator 

TOTAL  12 minutes  

 

7.B. FILING OF COMPLAINTS 

Service Name: Filing of Complaints 

Description of the 
Service: 

This refers to students who complain about bullying or any other 
misconduct by other students 

Office or Division: Carmen Municipal College – Student Affairs Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All CMC Students 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Supporting Documents or Evidence (e.g., 
screenshots, photos, written statements, etc.) 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
SAO to express 
intent to file a 
complaint 

1.1. Provide 
information on 
procedures and issue 

None 5 minutes SAO Coordinator 
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a Student Complaint 
Form 

2. Fill out the 
complaint form 
completely and 
attach supporting 
evidence (if any) 

2 .1. Receive and 
review the submitted 
complaint form for 
completeness. 

None 10 minutes SAO Coordinator 

3. Attend an initial 
interview 

3.1. Conduct 
preliminary evaluation 

None 20 minutes SAO Coordinator 

4. If counseling 
session required 

4 .1. The SAO give a 
referral form to the 
complainant forward to 
Guidance Office 

None 10 minutes SAO Coordinator 

5. The Complainant 
will back to the SAO 
for returning the 
referral form 

5 .1 Received the form None 1 minute SAO Coordinator 

6. Call up the 
attention for the 
students involve in 
the situation/problem 

6.1 Assist for interview None 1 hour SAO Coordinator 

7. In the case of a 
serious problem, the 
committee will 
convene a meeting 
with the Board of 
Discipline 

7 .1. Forward case to 
the appropriate 
committee or higher 
office for resolution. 

None Within 5 
working days 

SAO Coordinator 

TOTAL  
5 days and 56 

minutes 
 

 

7.3. REQUEST FOR APPROVAL TO ESTABLISH AN ORGANIZATION 

Service Name: Request for Approval to Establish an Organization 

Description of the 
Service: 

To formally request approval to establish a new student organization 
recognized by the school.  

Office or Division: Carmen Municipal College – Student Affairs Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All CMC Students 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Request addressed to the Student 
Affairs Office  

 

2. Proposed Constitution and By-Laws   

3. Endorsement Letter from the Faculty 
Adviser 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESS
ED TIME 

PERSON 
RESPONSIBLE 

1. Submit a letter of 
request to establish 
a student 
organization 
addressed to the 

1.1. Receive and 
review the letter of 
request. 

None 10 minutes SAO Coordinator 
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Student Affairs 
Office 

2. Submit all 
required supporting 
documents 

2.1. Check 
completeness of 
documents 

None 10 minutes SAO Coordinator 

3. Wait for the 
approval notice or 
feedback from the 
SAO. 

3.1. Approve or 
disapprove the 
establishment of the 
organization and issue 
an approval letter or 
recommendation. 

None 3 working 
days 

SAO Coordinator 

4. Receive the 
approved copy of the 
request and proceed 
with registration. 

4.1. Release approved 
documents and record 
the organization as 
officially recognized. 

None 5 minutes SAO Coordinator 

TOTAL  
3 days and 
25 minutes 

 

 

7.D. REQUEST FOR CERTIFICATE OF GOOD MORAL CHARACTER 

Service Name: Request for Certificate of Good Moral Character 

Description of the 
Service: 

To secure a Certificate of Good Moral Character. 

Office or Division: Carmen Municipal College – Student Affairs Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Students/Alumni 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Official Receipt of Payment Registrar Office/ Municipal Treasurer Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Student Affairs 
Office to request a 
Certificate of Good 
Moral Character. 

1.1. Provide the 
request form and 
explain the process. 

None 5 minutes SAO Coordinator 

2. Fill out the request 
form 

2.1. Review and verify 
the student record. 

None 10 minutes SAO Coordinator 

3. Wait for approval 
for the SAO Head 

3.1. Prepare, sign, and 
approve the certificate. 

None 3 working days SAO Coordinator 

4. Claim the signed 
certificate from the 
SAO 

4.1. Release the 
Certificate of Good 
Moral Character to the 
requester. 

None 5 minutes SAO Coordinator 

TOTAL  
3 days and 20 

minutes 
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7.E. REQUEST FOR ENDORSEMENT TO CONDUCT STUDENT ACTIVITY 

Service Name: Request for Endorsement to Conduct Student Activity 

Description of the 
Service: 

To obtain official endorsement from the Student Affairs Office to conduct 
an approved student activity inside or outside the school premises. 

Office or Division: Carmen Municipal College – Student Affairs Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All CMC Students 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter Request to conduct the activity  Present the required documents for evaluation 
according to the CMO 63 s. 2017 Resolution from the requesting body to 

support the proposed activity  

Activity Design  

Parents’ Consent and Notarized Affidavit of 
Accompanying Instructor  

Narrative Report w/ pictures of the previous 
activities conducted  

Updated Financial Report 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSED 
TIME 

PERSON 
RESPONSIBLE 

1. Logs name and 
organization 
represented 

 None 1 minute SAO Coordinator 

2. Present the 
required documents 
for checking 

2.1. Receives and 
checks documents 
Countersigns Letter 
Request If sufficient or 
defective, returns 
documents to client If 
found sufficient and 
correct, forwards 
documents to SAO 
Head 

None 30 minutes SAO Coordinator 

 2.2. SAO Head 
evaluates and signs 
endorsement 

None 5 minutes SAO Coordinator 

3. Claims and 
forwards documents 
to other signatories 

 None  SAO Coordinator 

TOTAL  36 minutes  

 

 


