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-MANDATE- 
The Local Government Unit of General Tinio derives its authority and responsibility from Republic Act No. 7160, 
otherwise known as the Local Government Code of 1991, which mandates local governments to exercise 
powers necessary for efficient and effective governance. These include the promotion of general welfare, 
delivery of basic services, enhancement of economic prosperity, preservation of ecological balance, and 
maintenance of peace and order. 

 
 

-MISSION- 
To serve with integrity, lead with compassion, and act with purpose by delivering honest governance, 
empowering communities, and creating meaningful change through inclusive programs, participatory service, 
and people first policies. 
 
 

-VISION- 
General Tinio is a safe, healthy, and empowered community, driven by a globally competitive economy, 
enriched by abundant natural resources, strengthened by resilient infrastructure, and guided by ethical and 
service-oriented leadership that uplifts all. 
 
 

-SERVICE PLEDGE- 
We, the officials and employees of the Local Government Unit of General Tinio, solemnly commit to: 

• Deliver prompt, efficient, and courteous service to all citizens, without discrimination;  
• Uphold the highest standards of integrity, professionalism, and accountability in all our actions;  
• Act with urgency and responsiveness to the needs of the public, ensuring timely completion of 

transactions;  
• Provide accurate information and transparent processes in all government services;  
• Safeguard public resources and use them solely for the benefit of the people;  
• Promote participatory governance by engaging citizens in decision-making and community 

development;  
• Reject all forms of corruption, bribery, and unethical conduct;  
• Continuously enhance our competence and capability to better serve the public;  
• Create a service environment that is accessible, inclusive, and people-centered.  

 
Inspired by the Panunumpa ng Kawani ng Gobyerno, we dedicate ourselves to honest and excellent public 
service—working not only within prescribed hours but whenever duty calls, treating every citizen with fairness 
and respect, and ensuring that our actions contribute to a progressive, peaceful, and prosperous General Tinio. 
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LIST OF SERVICES 

 

i.     MUNICIPAL MAYOR’S OFFICE    
 

   
External Services   1 

1.      Approval of Request for Appointment with the Mayor 1 
2.      Approval of Request Letters (for different purposes) 2 
3.       Approval of Request Letters (For Motorcade)  3 
4.      Civil Wedding Scheduling/ Arrangement   4 
5.      Issuance of Certification   5 
6.      Issuance of Employment/Job Recommendation  6 
7.      Issuance of Mayor’s Clearance   7 
8.      Processing of Financial/ Medical Assistance  8 

 
   

Internal Services   9 
1.       Issuance of Control Number for Purchase Request/ Order, and   
         Travel Order/Authority   10 

 

ii.     SANGGUNIANG BAYAN OFFICE       11 
 

   
External Services   11 

1. Accreditation of Civil Society Organizations (CSOs)   12 
2. Application for Reclassification of Lands (Section 20 of RA 7160) 14 
3. Approval of Development Permit   18 

 
   

Internal Services   20 
1. Issuance of Certification of Documents   21 
2. Issuance of requested copies of Official Records, Documents    
       (Resolutions and Ordinances)   22 
3. Review of Appropriation Ordinance for Annual Appropriation of    
      Component Barangays by the Sangguniang Bayan    23 
4. Review of Appropriation Ordinance for Supplemental Budget of    

      the Component Barangay by the Sangguniang Bayan 
  27 

5. Review of Barangay Ordinances Pursuant to Section 57 of RA 7160 29 
6. Review of the Annual Investment Program of the Component    
       Barangays of the Municipality of General Tinio.   31 

 
   

 
 iii.     MUNICIPAL ADMINISTRATOR’S OFFICE  33 
External Services   33 
1. Approval of Request to Use Government Facilities    34 

2. Issuance of Permit (for Advertising and Promotional Activities) 
  35 
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             iv.    MUNICIPAL PLANNING AND DEVELOPMENT OFFICE 36 
 

   
External Services    

1.      Issuance of Final Development Permit (DP)  37 
2.      Issuance of Locational Clearance   39 
3.      Issuance of MPDC Certification   42 
4.      Issuance of Zoning Certification   44 
5.      Preliminary Approval and Locational Clearance (PALC) 46 

Internal Services   48 
1.      Endorsement of Planning Documents to the Sangguniang Bayan 49 
2.      Evaluation of Government Project Locations  50 
3.      Issuance of Zoning Certification   51 
4.      Provision of Planning Data, Maps, and Information  52 
5.      Technical Review of Plans Endorsed by LGU Offices 53 

 

         v.        MUNICIPAL BUDGET OFFICE   54  
 

    
Internal Services   54  

1.      Review of Proposed Barangay Budget    55  
2.      Processing of Obligation Request (ObR)   56  

      

       vi.         MUNICIPAL ACCOUNTING OFFICE   57  
 
Internal Services   57  

1.      Issuance of Accountant's Advice for Local Check Disbursements  58  
2.      Issuance of Certificate of Net Take Home Pay/Loan Repayments  59  
           and Contributions     
3.      Processing of Claims (Procurement of Goods and Services) 60  
4.      Processing of Claims (Procurement of Goods, Services and     
         Infrastructure Projects / Public Bidding)   62  
5.      Processing of Terminal Leave Benefits   64  

 
    

         vii.     MUNICIPAL TREASURER’S OFFICE   66  
External Services   66  

1.       Calibration of Gasoline/Fuel Pumps   67  
2.       Issuance of Community Tax Certificate/Cedula  68  
3.       Issuance of Real Property Tax Clearance  70  
4.       Market Rental Fees Collection   73  
5.       Real Property Tax Collection   74  
6.       Registration and Transfer of Large Animals  75  

 
    

Internal Services   77  
1.       Check Payment of Disbursement Vouchers  78  
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       viii.       MUNICIPAL ASSESSOR’S OFFICE   79 
External Services   79 

1.    Issuance of Certified True Copy of Tax Declaration and other   
       Assessment Records   80 
2.    Issuance of Certificate of No Improvement (CNI)  82 
3.    Issuance of Property/No Property Holdings   84 
4.    Issuance of Notice of Assessment   86 
5.    Location of Real Property/Tax Map   87 
6.    Transfers for Land, Building and Machinery/Assessment Revisions   
       and Declared New Properties   88 

 
 

        ix.       MUNICIPAL HEALTH OFFICE   90 
External Services   90 

1.     Animal Bite Treatment Center (ABTC)   91 
2.     Contraceptive Implant Insertion   93 
3.     Dental Services   94 
4.     ECG Service   95 
5.     Family Planning Services   96 
6.     HIV Counselling and Testing   97 
7.     Immunization Services   98 
8.     Investigation of Sanitation Complaints    100 
9.     Issuance of Exhumation Permit    101 
10.   Issuance of Health Certificate/Health Card   102 
11.   Issuance of Medical Certificate   103 
12.   Issuance of Sanitary Permit    104 
13.   Issuance of Transfer/Transit Permit   106 
14.   Laboratory Services   107 
15.   Leprosy Treatment   110 
16.   Lying In/Birthing Home   111 
17.   Maternity Care    113 
18.   Medical Consultation   115 
19.   Mental Health Medicine Access Site    116 
20.   National Tuberculosis Program (NTP)   117 
21.   Non-Communicable Disease (NCD) Risk Assessment/Profiling 118 
22.   Patient Transport Service    119 
23.   Pharmacy Services   120 
24.   Philhealth Profiling   121 
25.   Physical Therapy / Rehabilitation    122 
26.   Sanitary Inspection of Establishment    123 
27.   X-Ray Services   124 

 
        x.          MUNICIPAL ENGINEERING OFFICE   126 
External Services   126 

1.       Engineering Investigations, Survey, Design and    
           Preparation of Programs of Work, Detailed Estimates   
           and Plans of Local infrastructure and Public Works Projects 127 
2.       Issuance of Building Permit / Fencing Permit / Sign Permit 128 
3.       Issuance of Certificate of Occupancy   134 
4.       Issuance of Certifications on Issued Permits or Certified  
           Photocopies of Building Permits, Occupancy Certificates,  

                             Building Clearance and other related documents 138 
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5.       Issuance of Electrical Permit and Certificate of   
            Final Electrical Inspection for Additional or Reconnection of  
            KWH meter (Pursuant to the provisions of PD 184 and PD 1096) 139 
6.       Issuance of Permit for Temporary Electrical Service Connection   
           (Pursuant to the provisions of PD 184 and PD 1096) 141 

 
           xi.     MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE  

 
   

External Services    
1.       Assistance on the National Youth Commission -    
            Youth Organization Registration Program (YORP)  144 
2.       Issuance of Certification of Financial Incapability for   
            PhilHealth and Certification of Indigency   145 
3.       Issuance of Certification of Pre-Marriage Orientation and Counselling 146 
4.       Issuance of Persons with Disabilities Identification Card 147 
5.       Issuance of Social Case Study Report   149 
6.       Issuance of Solo Parent Identification Card and Booklet    151 
7.       Provision of Aid to Individual in Crisis Situation  158  
8.       Registration of Youth and Youth-Serving Organization 160 
9.       Registration to Early Childhood Care and Development Center 161 
 

         xii.     MUNICIPAL AGRICULTURE OFFICE   162 
 

   
External Services   162 

1.      Issuance of Certification   163 
2.      Issuance of E-Copy of Masterlist of Farmers  164 
3.      Mass Vaccination of Anti-Rabies Vaccine   165 
4.      Provision of Technical Assistance on Soil Testing  166 
5.      Provision Of Technical Assistance to Farmers and Livestock Farmers 167 
6.      Provision of Technical Assistance to Livestock Farmers 168 

 
   

       xiii.     MUNICIPAL ENVIRONMENT AND NATURAL RESOURCES OFFICE 169 
 

   
1.       Assistance to Barangay Clean-Up Drive  

 170 
2.       Forestry & Greening Program  

 171 
3.       Issuance of Cutting Permit  

 172 
4.       Pruning of Trees in Different Schools and all Barangays  173 
5.       Solid Waste Management and Sanitation Services   174 
 

       xiv.     MUNICIPAL CIVIL REGISTRY OFFICE   175 
 

   
External Services   175 

1.     Application for Admission of Paternity/Acknowledgement 176 
2.     Application for Affidavit to Use the Surname of the Father (R.A. 9255) 178 
3.     Application for Change of First Name (CFN), Correction of Entry of the  
         Day and/or Month in the Date of Birth and SEX under R.A. 10172 179 
4.     Application for Delayed Registration of Certificate of Death 182 
5.     Application for Delayed Registration of Certificate of Marriage 184 
6.     Application for Delayed Registration of Live Birth for   
        79 years old and below   186 
7.     Application for Delayed Registration of Live Birth for   
         80 years old and above                                         189 
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8.     Application for Legitimation   192 
9.     Application for Marriage License   194 
10.   Application for Out-of-Town Reporting of Certificate of Live Birth 196 
11.   Application for Out-of-Town Reporting of Certificate of   
         Live Birth for 80 years old and above            198 
12.   Application for Petition for Correction of Entry  200 
13.   Application for Registration of Court Decrees  203 
14.   Application for Supplemental Report   205 
15.   Application for Timely Registration of Birth  207 
16.   Issuance of Local Transcription and Certified True Copies of   
         Birth, Death, Marriage Certificates         209 
17.   Piecemeal Indorsement of Civil Registry Documents 210 
18.   Request for PSA documents under BREQS  212 
19.   Timely Registration for Certificate of Death  214 
20.   Timely Registration of Certificate of Marriage  215 

       
 

         xv.     NEUST PAPAYA OFF CAMPUS PROGRAM   216 
 

   
External Services   216 

1.       Admission Services for Prospective Enrollees in College Level 217 
2.       Certification of Good Moral Character Counseling Service 219 
3.       Claiming of Lost and Found Items        220 
4.       Enrollment/Registration of New College Students 221 
5.       Enrollment/Registration of Old College Students 222 
6.       Enrollment/Registration of Transferees     223 
7.       Issuance of Report of Grades   224 
8.       Issuance/Release of Certificates   225 
9.       Receiving, Recording, and Releasing of Documents 227 
10.     Request of Gate Pass Sticker         228 
11.     Review of CCTV Monitoring   229 
 

Internal Services   230 
 

   
1.      Assessment of Subjects (Old Procedure for    
          Face-To-Face Enrollment)   231 
2.      Dental Examination and Endorsement  232 
3.      Handling OJT Students’ Student Enrollment and Deployment 233 
4.      Hiring and Promotion of Editorial Staff   235 
5.      Issuance of Certification of Free Higher Education  236 
6.      Issuance of Certification of No Scholarship or    
           Financial Assistance Received    237 
7.       Issuance of Identification Card   238 
8.       Issuance of Library Card   239 
9.       Issuance of Office Memoranda and Office Order 240 
10.     Library Inventory   241 
11.     Medical Examination and Endorsement          242 
12.     New Registration of Student Organizations     244 
13.     Procedure in Conducting In-House Review    245 
14.   Procedure in External Funding        246 
15.    Procedure in Internal Funding         247 
16.   Procedures in Request for Repair and Maintenance 248 
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17.   Provision /Delivery of University Extension Services 250 
18.   Receiving/Checking in of Library Materials  252 
19.   Recognizing Student Publications   254 
20.   Recruitment and Selection of Players   256 
21.   Renewal of Registration of Student Organizations   258 
22.   Request To Attend Training/Seminar/ Conference Records Office 259 
23.   Subject Tagging/Student List   261 
24.   Training Services Preparatory Phase   262 
25.   Updating Monthly Statistics   264 

 
 
       xvi.     BUSINESS PERMIT AND LICENSING OFFICE  265 

 
   

External Services   265 
 

   
1.     Issuance of Certificate of No Business  266 
2.     Issuance of Certified True Copy of Business Permit 268 
3.     Issuance of New Business Permit   269 
4.     Issuance of Occupational Permit   272 
5.     Renewal of Business Permit   274 
6.     Termination / Retirement of Business   275     

 
   

      xvii.     PUBLIC EMPLOYMENT SERVICE OFFICE   277 
 

   
External Services   277 

 
   

1.       Employment Facilitation for New Applicant  278 
2.       Employment Facilitation for Old Applicant  279 
3.       Employer’s Accreditation   280 
4.       Migration Resource Center Help Desk   281 
5.       Issuance of Certificate of Unemployment  282 
6.       Issuance of Job Referral and Recommendation  283 

 
 

    xviii.     HUMAN RESOURCE MANAGEMENT OFFICE  284 
 

   
External Services   284 

 
   

1.       Securing Service Record, Certification of Employment   
            and other Personnel Records   285 

 
   

Internal Services   286 
 

   
1.       Application for Leave    287 
2.       Processing of GSIS Loans    288 
3.       Processing of Landbank Salary Loan    289 
4.       Processing of Monetization of Leave Credits   291 
5.       Processing of Terminal Leave Benefit   293 
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       xix.     TOURISM OFFICE   295 
 

   
External Services   295 

 
   

1.       Issuance of Tourism Historical/Tourism Data  296 
2.       Messenger Query – Tourism Information and Assistance 297 
3.       Provision of Audio-Visual Information Materials  298 
4.       Tourist Assistance and Complaints Handling Service 299 

 
   

 
   

         xx.     GENERAL SERVICES OFFICE   300 
 

   
Internal Services   300 
    

1.       Issuance of Document Copies   301 
2.       Issuance of Property Accountability Clearance  302 
3.       Issuance of Property Transfer of Custodianship  303 
4.       Request for Inspection of Properties/Materials for Disposal 305 
5.       Request for Procurement of Goods    
           (Supplies, Equipment, and other Items) Through Direct Acquisition 306 
6.       Request for Procurement of Goods     
           (Supplies, Equipment, and other Items)     
            through Small Value Procurement   308 

 

       xxi.     PUBLIC ORDER AND SAFETY OFFICE   311 
 

   
External Services   311 

 
   

1.       Issuance of New Franchise (Toda)   312 
2.       Issuance of Special Permit (Single Motorcycle)  314 
3.       New Special Permit (Non- Toda Motorcycle)  316 
4.       Renewal of Franchise (Toda)   318 
5.       Renewal of Special Permit (Non- Toda Motorcycle) 320 
6.       Road Safety Assistance and Incident Response  322 
7.       Traffic Control Services   323 

 
   

     xxii.     MUNICIPAL DISASTER RISK REDUCTION AND MANAGEMENT OFFICE 
 

   
External Services   324 

1.       Issuance of Certification   325 
2.       Response to Emergencies   326 

Internal Services   327 
1.       Request for the Conduct of Earthquake Drill  328 
2.       Request for the Conduct of Standard First Aid   
           and Basic Life Support Training   329 

    

xxiii.    FEEDBACK AND COMPALINTS MECHANISM   330 

    

xxiv.   OFFICIAL CONTACT NUMBER OF LGU OFFICES   331 
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MUNICIPAL MAYOR’S OFFICE 

 
External Services 



 

1 
 

 

 

 

1. APPROVAL OF REQUEST FOR APPOINTMENT WITH THE MAYOR  

This service allows individuals, groups and office to request an appointment with the Municipal Mayor 
regarding official matters and concerns. 
 

Office or Division:  Municipal Mayor’s Office  
Classification:  Simple  
Type of Transaction:  G2C-Government to Citizen, G2B-Government to Business 
Who may avail:  All persons, groups and entities who wish to secure appointment with the 

Municipal Mayor.  
CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

1.Letter of request addressed to the LCE, 
indicating the proposed date of the 
appointment and its purpose (1 original copy)  

Client  

CLIENT STEPS  AGENCY ACTIONS  FEES TO 
BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit request 
letter for evaluation  

1.1 Receive and 
review the request 
letter 

NONE  2 Minutes  Admin. Officer 
(Municipal Mayor’s 

Office) 

 1.2 Provide review 
and 
recommendation. 

NONE  5 Minutes  Municipal 
Administrator 

(Municipal 
Administrator’s Office) 

      

  1.3.Discuss the 
request with the 
Municipal  
Mayor 

NONE  5 Minutes  Municipal 
Administrator 

(Municipal 
Administrator’s Office)  

 1.4. 
Approve/Disapprove 
request 

 1 day Municipal Mayor 
(Municipal Mayor’s 

Office) 

 1.5.Coordinate with 
the client the status 
of the request, if 
approved, schedule 
the appointment. 

NONE  5 Minutes  Admin. Officer 
(Municipal Mayor’s 

Office) 

 TOTAL NONE 1 day, 17 minutes  
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2. APPROVAL OF REQUEST LETTERS  
(FOR DIFFERENT PURPOSES)  

 
This service allows individuals, groups and office to request to the Municipal Mayor for approval, 
endorsement, or appropriate action.  

  
Office or Division:  Municipal Mayor’s Office  
Classification:  Simple  
Type of Transaction:  G2C-Government to Citizen, G2B-Government to Business 
Who may avail:  All persons, groups and entities who have different requests in the municipality 

are required to secure approval from the Mayor’s Office 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Letter of request addressed to the LCE, 
indicating the requests and its purpose (1 
original copy)  

Client  

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit request 
letter for evaluation  

1.1 Receive and 
review the 
request letter  

NONE  2 Minutes   
Admin Officer 

(Municipal Mayor’s Office) 

  1.2  Provide 
review and 
recommendation.  

NONE  5 Minutes  Municipal 
Administrator 

(Municipal 
Administrator’s Office) 

  1.3 Discuss the 
request with the 
Municipal  
Mayor  

NONE  1 day  Admin Officer, 
Municipal Mayor 
(Municipal Mayor’s 

Office) 

 1.4 Approve or 
disapprove 
request. 

NONE 5 minutes Municipal Mayor 
(Municipal Mayor’s 

Office) 

2. Receive the 
approved letter request 

2.1Release the 
approved letter 
request  

NONE  2 Minutes  Admin Officer 
(Municipal Mayor’s 

Office) 

 TOTAL NONE 1 day, 14 minutes  
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3. APPROVAL OF REQUEST LETTERS (FOR MOTORCADE)  

 
All groups and entities who wish to stage a motorcade/ parade and/ or procession around the 
municipality are required to secure a permit from the Office of the Mayor prior to the scheduled 
activity. This ensures coordination and orderly traffic management during the activity.  
Office or Division:  Municipal Mayor’s Office  
Classification:  Simple  
Type of Transaction:  G2C-Government to Citizen 
Who may avail:  All groups and entities who wish to stage a motorcade/ parade and/ or 

procession around the municipality 
CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

1.Letter of request addressed to the LCE, 
indicating the schedule of the motorcade 
or parade, planned route and purpose of 
the activity (1 original copy)  

Client  

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO 
BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit request letter 
for evaluation  

1.1 Receive and 
review the 
request letter  

NONE  2 Minutes   Admin Officer 
(Municipal Mayor’s 

Office) 

  1.2  Provide 
review and 
recommendation.  

NONE  5 Minutes  Municipal 
Administrator 

(Municipal 
Administrator’s 

Office) 
 1.3 Discuss the 

request with the 
Municipal  
Mayor 

NONE  1 day  Municipal 
Administrator 

(Municipal 
Administrator’s Office) 

 1.4 Approve or 
disapprove 
request. 

NONE 5 minutes Municipal Mayor 
(Municipal Mayor’s 

Office) 

2. Receive the approved 
letter request 

2.1 Release the 
approved letter 
request  

NONE  2 Minutes  Admin Officer 
(Municipal Mayor’s 

Office) 

 TOTAL NONE 1 day, 9 Minutes  
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4. CIVIL WEDDING SCHEDULING/ ARRANGEMENT  

The Municipal Mayor officiates the Civil Wedding Ceremony for couples who are residents of the 
Municipality.  
Office or Division:  Municipal Mayor’s Office  
Classification:  Simple  
Type of Transaction:  G2C-Government to Citizen 
Who may avail:  All legal-aged couple and residents of the municipality  

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  
1. Complete set of required documents duly 
verified by Office of the Municipal Civil Registrar  
2. Schedule Form  

Client/ Municipal Civil Registrar  
 
 

Municipal Mayor  

    

CLIENT STEPS  AGENCY ACTIONS  FEES TO 
BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit all the 
requirements for 
evaluation  

1.1 Receive and 
review the 
certificates and 
requirements as to 
completeness 
including signatures  

NONE  2 Minutes   
Admin Aide 
(Office of the  

Municipal Civil 
Registrar) 

2.Provide preferred 
schedule of the 
wedding  

2.1 Check the  
availability of 
schedule/  
date  

NONE  
 
 
 

1 day 
 
 

 

Admin Officer,  
Municipal Mayor  
(Municipal Mayor’s 

Office) 

  2.2 Schedule and 
release the 
approved/ signed 
schedule form  

NONE  2 Minutes  Admin Officer 
(Municipal Mayor’s 

Office) 

3. Receive the 
approved/  

signed schedule form 
and documents  

 3.1 Release the 
approved/signed 
documents 

 NONE  5 minutes Admin Officer 
(Municipal Mayor’s 

Office)  

 TOTAL NONE 1 day, 9 minutes  
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5. ISSUANCE OF CERTIFICATION  

The certifications are issued to individuals that are a resident of the municipality for different legal 
purposes to be indicated in the certification.  

  
Office or Division:  Municipal Mayor’s Office   

Classification:  Simple   

Type of Transaction:  G2C-Government to Citizen,   

Who may avail:  All residents of the municipality. 

CHECKLIST OF REQUIREMENTS   WHERE TO SECURE  

For Certifications:     

1.Barangay Certification  Barangay Hall  

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1.Submit all the 
requirements for 

evaluation 

1.1 Receive 
and review the 
requirement 
and details of 
the requested 
certification 

NONE 10 Minutes Admin Officer 
(Municipal Mayor’s 

Office) 

 1.2 Approve or 
disapprove 
request. 

NONE 5 minutes Municipal Mayor 
(Municipal Mayor’s 

Office) 

 1.3 Draft the 
certification 
and sign 

NONE 10 minutes Admin Officer, 
Municipal Mayor 
(Municipal Mayor’s 

Office) 
2. Receive the 

Mayor’s certification 
2.1 Release 
Mayor’s 
certification to 
the client and 
retain a copy 
for filing  

NONE  5 Minutes  Admin Officer 
(Municipal Mayor’s 

Office) 

 TOTAL NONE 30 minutes  
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6. ISSUANCE OF EMPLOYMENT/JOB RECOMMENDATION  

The Employment/Job recommendations are issued to individuals that are a resident of the 
municipality for the purpose of seeking their jobs.  

  
Office or Division:  Municipal Mayor’s Office    

Classification:  Simple    

Type of Transaction:  G2C-Government to Citizen    

Who may avail:  All residents requiring Mayor’s recommendation to apply for a job 

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE 
For Job Recommendations:      

1. Barangay Endorsement (1 original 
copy)  
 
2. Request Letter 

 Barangay Hall  
 
Client 

 

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO 
BE 
PAID  

PROCESSING TIME  PERSON  
RESPONSIBLE  

1.Submit all the 
requirements for 
evaluation  

1.1 Receive and 
review the 
requirements 

NONE  5 Minutes    
Admin Officer II 

(Municipal Mayor’s 
Office) 

 1.2 Review, 
approve or 
disapprove 
request. 

NONE 10 minutes Municipal Mayor 
(Municipal Mayor’s 

Office) 

  1.3 Prepare and 
sign Mayor’s 
recommendation  

NONE  10 Minutes  Admin Officer, 
Municipal Mayor 
(Municipal Mayor’s 

Office) 

 2. Receive the 
document 

2.1 Release job 
recommendation 
to the client and 
retain a copy for 
filing  

NONE  5 Minutes  Admin Officer II 
(Municipal Mayor’s 

Office)  

 TOTAL NONE 30 minutes  
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7. ISSUANCE OF MAYOR’S CLEARANCE  

The Mayor’s Clearance is issued to individuals which certifies that he/ she is a resident of the 
municipality, of good moral character, and is a law-abiding citizen.  
 

  
Office or Division:  Municipal Mayor’s Office  
Classification:  Simple  
Type of Transaction:  G2C-Government to Citizen 
Who may avail:  All legal-aged residents of the Municipality of General Tinio 

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  
For Mayor’s Clearance:    

1. Barangay Clearance (1 original 
copy)  

2. Court Clearance 

Barangay Hall  
  

Municipal Trial Court 

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1.Submit all the 
requirements for 
evaluation  

1.1 Receive 
and review 
the 
requirement  
 
1.2 Issue 
Order of 
payment 
 

NONE  2 Minutes  
 
 
 
 
 

5 minutes 

Admin Aide III 

(Municipal Mayor’s 
Office) 

  
  

  
  

2. Pay the required 
fee 

  

  
  

2.1 Receive 
payment and 
issue Official  
Receipt  

PHP 50.00  5 Minutes  Cashier 
(MTO) 

3. Present the 
Official Receipt  

3.1 Prepare 
Mayor’s 
Clearance  

NONE  5 Minutes  Admin Aide III 
(Municipal Mayor’s 

Office) 
 

 4. Receive the 
Mayor’s  

Clearance 

4.1 Release 
Mayor’s  
Clearance  

NONE  2 Minutes  Admin Aide III 
(Municipal Mayor’s 

Office) 
 

 TOTAL PHP 50.00 19 minutes  
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8. PROCESSING OF FINANCIAL/ MEDICAL ASSISTANCE  

The Municipality of General Tinio provides financial assistance/ solicitation for indigent residents 
of the municipality.  

  
Office or Division:  Municipal Mayor’s Office  
Classification:  Simple  
Type of Transaction:  G2C-Government to Citizen 
Who may avail:  All residents of the municipality qualified to receive financial or medical assistance. 

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  
1.Prescription/ Hospital bill (1 original copy)  
2.Letter request to the LCE (1 original copy)  
3.Barangay Certification/Endorsement (1 
original copy)  
4.Certificate of Eligibility from MSWD (1 
original copy)  
5. Endorsement/ Recommendation (1 original 
copy)  

Client/ Hospital/ Clinic  
 

Client  
 

Barangay Hall  
 

Municipal Social Welfare and Development Office  
 

Municipal Social Welfare and Development Office  

CLIENT STEPS  AGENCY ACTIONS  FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit all the 
requirements for 
evaluation  

1.1 Receive and 
review the 
certificates and  
other requirement 
for verification 

NONE  2 Minutes          

Admin Officer 
(Municipal Mayor’s 
Office) 

 

  
  1.2 Discuss with the  

Municipal Mayor for 
approval of the 
request  

NONE  5 Minutes  Admin Officer, 
Municipal Mayor 

(Municipal Mayor’s 
Office) 

 
 1.3  Approve or 

disapprove request 
NONE 10 minutes Municipal Mayor 

(Municipal Mayor’s 
Office) 

 
2. Receive the approved 
request 

2.1 Release the 
approved request  

NONE  2 Minutes   Admin Officer 
(Municipal Mayor’s 
Office) 

 
 TOTAL NONE 19 minutes  
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MUNICIPAL MAYOR’S OFFICE  
 

Internal Services  
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 1. ISSUANCE OF CONTROL NUMBER FOR PURCHASE REQUEST/ ORDER,  
    AND TRAVEL ORDER/AUTHORITY 

 
This service covers issuance of assigned tracking number for proper recording and monitoring of 
documents processed within the LGU. 

  
Office or Division:  Municipal Mayor’s Office  

Classification:  Simple  

Type of Transaction:  G2G-Government to Government 

Who may avail:  All offices/department and sections within the LGU 

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

1. Purchase Request/Order or Travel 
Authority/Order 

Client 

CLIENT STEPS  AGENCY 
ACTIONS  

FEES 
TO BE 
PAID  

PROCESSING TIME  PERSON  
RESPONSIBLE  

1. Present the 
document to the 
designated staff. 

1.1 Receive and 
review the 
documents. 

NONE  5 Minutes          

Admin Aide 
(Municipal Mayor’s Office)  

 
 
 
 
 

1.2 
Provide/Write 
the control 
number at the 
document 
 
 

NONE  2 Minutes   Admin Aide 
(Municipal Mayor’s Office) 

 

2. Receive document 
with control number 

2.1 Release the 
document and 
record the 
released 
document to the 
logbook 

NONE 2 Minutes Admin Aide 
(Municipal Mayor’s Office) 

 

 TOTAL NONE 9 minutes  
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SANGGUNIANG BAYAN OFFICE  
 

External Services  
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1. ACCREDITATION OF CIVIL SOCIETY ORGANIZATIONS 

  The Office of the Sangguniang Bayan grants accreditation to a duly organized Civil Society Organization 
(CSO) for membership in the Local Special Bodies of the LGU 
 

Office or Division: Sangguniang Bayan Office 

Classification: Highly Technical 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All registered Civil Society Organizations, People’s Organizations and Cooperatives 
operating in the municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

          Application Letter applicant 

Duly Accomplished Application Form ( 1 original 
copy) 

applicant 

Copy of Approved Board Resolution ( I original 
copy) 

Applicant 

Certificate of Registration or Recognition SEC, CDA, NCIP or any valid authorizing national 
agency 

List of Members applicant 

For the organizations that have been operating for at 
least one year 

a. Minutes of the Annual Meetings as certified by 
the organization’s Board Secretary 

b. Annual Accomplishment Report 
c. Financial Statement 

Applicant 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIBLE 

1. Sign in the client 
log book 

1.1. Give the logbook  
1.2. Receives and 
checks the 
completeness of the 
documents, particularly 
the signatures in the 
documents 

a. If, incomplete, 
return documents 
and advise the client 
to complete all 
documents and 
attachments 
b. If the 

NONE 20 minutes 

Administrative 
Assistant II 

(Sangguniang 
Bayan Office) 
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documents are 
complete, receive 
the documents 
 
1.3.Affix the date 
and signature of the 
receiving personnel 
in the document 

2. Wait for 
notification for the 
release of 
accreditation 
certification 

2.1.Include the matter in 
the Calendar of 
Business of the 
Sangguniang Bayan 

2.2 Refer to the 
Committee on Laws 
and Rules 

2.3. Render Committee 
Report 

2.4. Include measure for 
2nd reading  

4.4. Approval of 
Resolution 

4.5. Preparation of 
copies of the 
Resolution and 
Certificate of 
Accreditation for 
signature of the PO 
and SB Members 

4.6 Signing of Final 
Copies of the 
Resolution 

4.7. Signing of 
Certificate of 
accreditation by 
Vice Mayor 

NONE 1 day 
 
 
 
 
1 session day 
 
 
 
 
1 session day  (1 
session per week 
= 7 days) 
 
 
 
1 hour 
 
 
 
 
 
 
3 days 

SB Secretary 
(Sangguniang 
Bayan Office) 

 
 

Sangguniang 
Bayan 

(Sangguniang 
Bayan Office) 

 
Sangguniang 

Bayan 
(Sangguniang 
Bayan Office) 

 
 
 
 

SB Secretary 
(Sangguniang 
Bayan Office) 

 
 

Administrative 
Aide II 

(Sangguniang 
Bayan Office) 

3. Receive the 
transmittal and 
copy of the 
Resolution and 
Certificate of 
Accreditation 

5. Transmit the 
approved resolution 
to the Concerned 
and ask to sign the 
receiving copy, 
affixing the time and 
date, then release 
the copy of the 
resolution  

NONE  Administrative 
Aide II 

(Sangguniang 
Bayan Office) 

 

TOTAL NONE 19 days, 1 hour, 
20 mins 
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2. APPLICATION FOR RECLASSIFICATION OF LANDS (SECTION 20 OF RA 7160) 
 

Reclassification of land from agriculture to non-agriculture classification, subject to requirements 
provided under Section 20 of RA 7160 and its IRR 

Office or Division: Sangguniang Bayan Office 

Classification: Highly Technical 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All property owners 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Application Letter addressed to the Sangguniang 
Bayan thru the Vice Mayor/ Presiding Officer 

Property owner/ applicant 

Zoning Certification  MPDC 

Duly accomplished application form applicant 

Original Copy of Certification from the Department of 
Agriculture that a. the area of existing agricultural 
lands in the LGU has not exceeded the maximum 
10% of the total agricultural land, and b. that the 
lands are not classified as non-negotiable for 
conversion or reclassification ( 1 original copy, 5 
photocopies) 

➢ The SB Secretary, after receiving all the 
required documents and a duly 
accomplished application form, shall 
endorse the application to DAR3-RTLUWG 
for assessment and issuance of DA 
Certification 

Department of Agriculture Region III 
Thru the Regional Land Use Technical Working Group 

Certified True Copy of Transfer of Certificate of Title 
(TCT) ( 1 original copy, 5 photocopies) 

➢ In case property is not registered in the 
name of applicant, submit duly notarized: 

i. Deed of Sale and Certificate of Authorized 
Registration (CAR) from BIR, ( 1 original 
copy, 5 photocopies) 

ii. Or, Deed of Donation, ( 1 original copy, 5 
photocopies) 

iii. Or, Contract of Lease, ( 1 original copy, 5 
photocopies) 

iv. Or, Authorization to use the land or Affidavit 
of Consent, duly notarized ( 1 original copy, 
5 photocopies) 

Register of Deeds 
 
 
 
Applicant 
 
 
Applicant 
 
 
Applicant 
 
Applicant 

In case the lot is not yet subdivided among co-
owners/heirs, submit the following, ( 1 original 
copy, 5 photocopies): 

Applicant 
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➢ Lot Plan  & Subdivision Plan signed by 
Geodetic Engineer  

➢ Notarized deed of assignment   
➢ Duly notarized affidavit of consent from co-

owners/heirs  
• DAR Clearance/Certification if TCT was issued by 

DAR  
• In case of corporation, submit:  

➢ SEC registration  
➢ Updated GIS Sheet  
➢ Notarized Corporate Secretary's  

Panoramic Photo of the Area/ geotagged photos with 
coordinates not later than 1 month before filing, ( 1 
original copy, 5 photocopies) 

Applicant 

Copy of Updated/Current Tax Declaration (6 
photocopies) 

Applicant 

Copy of Updated/ Current Tax Payment, Clearance (6 
photocopies) 

Applicant 

Original Copy of Affidavit of Non-Tenancy Applicant 

Original copy of Barangay Resolution Approving the 
reclassification ( 1 original copy, 5 photocopies) 

Barangay Chairman/Barangay Secretary 

Copy of certification from Barangay Chairman for the 
conduct of public hearing, ( 1 original copy, 5 
photocopies) 

Barangay Chairman/Barangay Secretary 

Copy of Certificate of Non-Tenancy from BARC BARC 

Copy of NIA Irrigation Coverage Certification (ICC), ( 
1 original copy, 5 photocopies) 

➢ If Above 5 Hectares 
➢ If 5 hectares or below 5 hectares 

NIA 
 
NIA Administrator 
Regional Manager 

Copy of Certification from MARO, that the land is not 
subject of voluntary offer for sale, voluntary land 
transfer or notice of coverage and that the 
reclassification of the property will not prejudice the 
rights of any agrarian reform beneficiary, ( 1 original 
copy, 5 photocopies) 

MARO/DAR 

Copy of Certification from DENR that the land is not 
environmentally critical/outside NIPAS, ( 1 original 
copy, 5 photocopies) 

DENR 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIBLE 

1. Sign in the client 
logbook at the 
front desk in the 
office. 

1. Give the logbook to 
the client. 

NONE. 5 minutes 

Administrative 
Assistant II 

(Sangguniang Bayan 
Office) 

 

2. Submit the 
required 
documents. 

2.1. Receives and 
checks the 
completeness of the 
documents, particularly 
the signatures in the 
documents 

NONE 20 minutes 
 
 
 
 

Administrative 
Assistant II 

(Sangguniang Bayan 
Office) 
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a. If, incomplete, 
return documents 
and advise the client 
to complete all 
documents and 
attachments 
b. If the documents 
are complete, 
receive the 
documents 

2.2. Affix the date and 
signature of the 
receiving personnel 
in the document 

2.3. the SB secretary 
shall endorse the 
application to the 
DAR3-RLTUWG for 
securing DA 
certification 
➢ The release of 

Certification 
and /or action 
of DA is 
subject to the 
DA-R3 
RLTUWG 
timetable 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1 day 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SB secretary 
(Sangguniang Bayan 
Office) 
 

3. Receive the 
receiving copy of 
documents and 
wait for 
notification of the 
Committee 
Hearing 

3.1.Include the matter in 
the Calendar of 
Business of the 
Sangguniang Bayan 

3.2 Refer to the Proper 
SB Committee 

NONE 1 day 
 

SB Secretary 
(Sangguniang Bayan 

Office) 
 
 

SB Secretary 
(Sangguniang Bayan 

Office) 
 
 
 

4. Attend 
Committee 
Meeting/Hearing 

4.1. Conduct 
Committee Hearing 

4.2. Render Committee 
Report 

4.3.Include measure for 
2nd  reading 

4.4. Conduct Public 
Hearing 

4.5. Include measure for 
3rd and final reading 

4.6.Approval of 
Resolution 

4.7. Preparation of 
copies of the 
Resolution for 

NONE 1 hour 
 
1 session day 
 
1 session day 
 
2 hours 
1 hour 
 
1 session day 
 
1 hour 
 

Land Use and Rural 
and Urban Planning 

Committee 
 
 
 

SB Secretary 
(Sangguniang Bayan 

Office) 
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signature of the PO 
and SB Members 

4.8 Signing of Final 
Copies of the 
Resolution 

4.9 Transmit the 
Ordinance to the 
Office of the Mayor 
for Approval 

4.10 Upon return of the 
approved 
ordinance from the 
Office of the Mayor, 
transmit the same 
to the Office of the 
Sangguniang 
Panlalawigan for 
review  
➢ If approved or 

declared valid 
by SP, log and 
transmit the 
approved 
ordinance to 
concerned 
agencies 

➢ If declared 
invalid, comply 
the condition 
set by the SP, if 
any, if NONE, 
inform the 
applicant of 
SP’s action 

 

 
1 hour 
 
 
 
 
 
 
3 days 
 
1 hour 
 
 
 
 
 
 
 
 
 
 
 
 
1 day 

SB 
SB Secretary 

(Sangguniang Bayan 
Office) 

 
 

SB Members/ 
 

SBsecretary/Presiding 
Officer 

(Sangguniang Bayan 
Office) 

 
SB Secretary 

(Sangguniang Bayan 
Office) 

 
 
 
 
 

SB Secretary 
(Sangguniang Bayan 

Office) 
 
 
 
 
 

SB Secretary 
(Sangguniang Bayan 

Office) 

5. Receive the 
transmittal and 
copy of the 
Resolution 

5.Transmit the 
approved resolution 
to the applicant and 
other concerned 
agencies 

NONE  Administrative Aide II 
(Sangguniang Bayan 

Office) 

TOTAL NONE Maximum of 3 
months from 
the receipt 
therein 
pursuant to sec. 
20 of RA 7160 
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3. APPROVAL OF DEVELOPMENT PERMIT 

Approval of subdivision plans for residential, commercial, or industrial and other development purposes 
in consonance with national laws and local enactments 

Office or Division: Sangguniang Bayan Office 

Classification: Highly Technical 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All persons, natural or juridical 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Endorsement Letter from the Mayor Office of the Mayor 

Endorsement Letter from the MPDC MPDC 

Letter Request by the Owner requesting 
approval of the development permit, with 
attachments: (binded, 1 original copy, and 6 
photocopies) 
➢ Project Description 
➢ Certified True Copy of TCT 
➢ Copy of Current Tax Declaration 
➢ Copy of Current Tax Clearance 
➢ Copy of SB Ordinance/SP Approval 
➢ DAR Conversion Order 
➢ Copy of Environmental Compliance 

Certificate or Certificate of Non-Coverage 
➢ Locational Clearance 
➢ Site Development Plan signed by a Licensed 

Engineer 
➢ Vicinity Map 
➢ Topographic Plan 
➢ All other requirements pursuant to BP20 and 

PD 957 for subdivision projects 

Applicant 
 
 
Applicant 
Applicant 
Applicant 
Applicant 
 
DAR 
DENR 
 
 
MPDC 
Applicant 
 
Applicant 
Applicant 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIBLE 

1. The MPDC, thru its 
liaison officer,  shall 
forward all the 
requirements, 
together with the 
endorsement of the 
Mayor 

1.1. Receives and 
checks the 
completeness of the 
documents,  

1.2. Affix the date 
and signature of the 
receiving personnel 
in the document 

 

NONE. 20 minutes 

Administrative 
Assistant II 
(Sangguniang 
Bayan Office) 
 
 
 
 
 

2. Wait for 
notification for 
attending the 

3.1.Include the matter in 
the Calendar of 

NONE 1 day 
 

SB Secretary 
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Committee 
Hearing 

Business of the 
Sangguniang Bayan 

3.2 Refer to the Proper 
SB Committee 

(Sangguniang 
Bayan Office) 
 
 

3. Attend 
Committee 
Meeting/Hearing 

4.1. Conduct 
Committee Hearing 

4.2. Render Committee 
Report 

4.3.Include measure for 
2nd, 3rd reading  

4.4. Approval of 
Resolution 

4.5. Preparation of 
copies of the 
Resolution for 
signature of the PO 
and SB Members 

4.6 Signing of Final 
Copies of the 
Resolution 

NONE 1 hour 
 
 
1 session day 
 
1 session day 
 
1  
 
 
 
 
1 hour 
 
1 hour 

Rural/Urban 
Planning and Land 
Use Committee 
 
Rural/Urban 
Planning and Land 
Use Committee 
 
SB secretary 
(Sangguniang 
Bayan Office) 
 
SB Members/ 
/Presiding Officer 

4. Receive the 
transmittal and 
copy of the 
Resolution 

6. Transmit the 
approved resolution 
to the Concerned 
and ask to sign the 
receiving copy, 
affixing the time and 
date, then release 
the copy of the 
resolution  

NONE  Administrative 
Aide II 
(Sangguniang 
Bayan Office) 
 

TOTAL NONE Maximum of 30 
days pursuant to 
Sec. 57 of RA 
7160 
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SANGGUNIANG BAYAN OFFICE  

 
Internal Services  
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1. ISSUANCE OF CERTIFICATION 

The Sangguniang Bayan Office issues a Secretary’s certification on the posting of hearings, orders, 
decisions,  
and other required certifications of documents enacted or issued by the Sangguniang Bayan 
 

Office or Division: Sangguniang Bayan Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizens 
G2G- Government to Government 

Who may avail: All persons, natural or juridical and government offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Accomplished Request Form Sangguniang Bayan Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the client 
log book 

1.1 Give the Logbook 
to the requesting party 

1.2  After signing in 
the logbook, give the 
request form 

NONE. 10 minutes 

Administrative 
Assistant II 

(Sangguniang 
Bayan Office) 

 

2. Accomplish the 
request form  

2.1. Receive the 
accomplished request 
form 

2.2. Refer and endorse the 
request form to the SB 
Secretary 

 
2.3. Upon approval of the 

release, prepare the 
certification 

 

NONE 1 day Administrative Aide 
II 
 
 

Administrative Aide 
II 

SB Secretary 
(Sangguniang 
Bayan Office) 

3. Receive the Copy Release the document to 
the requesting party  

NONE  Administrative Aide 
II 

(Sangguniang 
Bayan Office) 

TOTAL NONE 1 day, 10 mins  
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2. ISSUANCE OF REQUESTED COPIES OF OFFICIAL RECORDS,  

DOCUMENTS (RESOLUTIONS AND ORDINANCES) 

The Office of the Sangguniang is the repository of official records and documents relating to the 
performance of legislative functions such as enacted ordinances, adopted or approved resolutions, and 
minutes of meetings of regular sessions 

Office or Division: Sangguniang Bayan Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizens 
G2G- Government to Government 

Who may avail: All persons, natural or juridical and government offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Accomplished Request Form Sangguniang Bayan Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIBLE 

4. Sign in the client 
log book 

1.3 Give the Logbook 
to the requesting party 
1.4  After signing in 
the logbook, give the 
request form 

NONE. 10 minutes 

Administrative 
Assistant II 

(Sangguniang 
Bayan Office) 

5. Accomplish the 
request form  

2.1. Receive the 
accomplished 
request form 
2.2. Refer and endorse 
the request form to the 
SB Secretary 
2.3. Upon approval of 
the release, check the 
record to photocopy the 
requested document 
2.4 Photocopy the 
document 
2.5. Certify the 
authenticity of the 
document 

NONE 1 day Administrative Aide 
II 

(Sangguniang 
Bayan Office) 

 
 
Administrative Aide 

II 
(Sangguniang 
Bayan Office) 

 
Administrative Aide 

II 
SB Secretary 

6. Receive the 
Copy 

3. Release the 
document to the 
requesting party  

NONE  Administrative Aide 
II 

(Sangguniang 
Bayan Office) 

TOTAL NONE 1 day, 10 mins  
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            3.REVIEW OF APPROPRIATION ORDINANCE FOR ANNUAL APPROPRIATION 

 OF COMPONENT BARANGAYS BY THE SANGGUNIANG BAYAN  
 
The Sangguniang Bayan has the power to review barangay ordinances authorizing the annual  
appropriations in order to ensure that the provisions of the Local Government Code are complied with. 
 

Office or Division: Sangguniang Bayan Office 

Classification: Highly Technical 

Type of Transaction: G2G – Government to Government 

Who may avail: Component  Barangays of the Municipality of General Tinio 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Transmittal Letter Punong Barangay/ Barangay Secretary 

Appropriation Ordinance and attachments 
(2 original Binded copies, with the 
following attachments: 

1. Budget Message 
2. BBP Form 1- Budget Expenditures 

and Sources 
3. BBP Form 2 – Programmed 

Appropriation by PPA, Expense 
Class, Object Expenditures and 
Expected Results 

4. BBP Form 2-A- List of Projects 
Chargeable Against 20% 
Development Fund 

5. BBP Form 3- Plantilla Personnel 
6. BBP Form 4- Statement of 

Indebtedness, if any 
7. 20% Development Fund Plan and 

Budget with BDC Resolution and 
Sangguniang Barangay Resolution 
Approving the 20% Devepment 
Fund 

8. 10% SK Fund with Barangay Youth 
Investment Program, SK 
Resolution and Barangay 
Resolution 

9. Gender and Development (GAD) 
Plan Budget with BGFPS 
Resolution and Sangguniang 
Barangay Resolution 

10. Barangay Council for the 
Protection of Children Fund Plan 
and Budget with BCPC Resolution 
ang Sangguniang Bayan 
Resolution 

11. Senior Citizen and Person with 
Disabilities (PWD) Plan and 

 
 
 
Punong Barangay/ Barangay Secretary 
 
Punong Barangay/ Barangay Secretary 
Punong Barangay/ Barangay Secretary 
 
Punong Barangay/ Barangay Secretary 
 
Punong Barangay/ Barangay Secretary 
Punong Barangay/ Barangay Secretary 
  
Punong Barangay/ Barangay Secretary 
 
 
SK Chairman 
 
 
 
SK Chairman 
 
Punong Barangay/ Barangay Secretary 
 
 
 
Punong Barangay/ Barangay Secretary 
 
 
 
Punong Barangay/ Barangay Secretary 
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Budget with SCA and PWD 
Council Resolution and 
Sangguniang Barangay Resolution 

12. Annual Investment program 
approved through BDC Resolution 
and duly approved by the 
Sangguniang Barangay Resolution 
with list of PPAs 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID PROCESSING TIME 
PERSON 

RESPONSIBLE 

1. Sign in the client 
log book at the 
front desk in the 
office. 

1. Give 
the 
logboo
k to 
the 
client. 

NONE. 5 minutes 

Administrative 
Assistant II 

(Sangguniang 
Bayan Office) 

 

2. Within ten (10) 
days after its 
enactment, the 
sangguniang 
barangay shall 
furnish copy of 
barangay 
ordinance to the 
sangguniang 
bayan for 
review. Submit 
the required 
documents. 

1.5 Receive 
and check 
the 
completen
ess of the 
document
s, 
particularl
y the 
signatures 
in the 
document
s 
a. If 
incomplet
e, return 
document
s and 
advise the 
client to 
complete 
all 
document
s and 
attachmen
ts 
b. If the 
document
s are 
complete, 
receive the 
document
s 

2.2. Affix the 
date and 
signature 
of the 
receiving 
personnel 

NONE 20 minutes Administrative 
Assistant II 

(Sangguniang 
Bayan Office) 
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in the 
document 

3. Receive the 
receiving copy 
of documents 
and wait for 
notification of 
the Committee 
Hearing 

3.1.Include the 
matter in 
the 
Calendar 
of 
Business 
of the 
Sanggunia
ng Bayan 

3.2 Refer to the 
Proper SB 
Committe
e 

3.3. Endorse 
the 
Received 
Copy to 
the 
Municipal 
Budget for 
comments 
and 
recommen
dations 

NONE 1 day 
 

SB Secretary 
 
 
 

SB Secretary 
 
 
 

SB Secretary 

4. Attend 
Committee 
Meeting/Hearing 

4.1. Conduct 
Committe
e Hearing 

4.2. Render 
Committe
e Report 

4.3.Include 
measure 
for 2nd, 3rd 
and final 
reading 

4.4. Approval 
of 
Resolution 

4.5. 
Preparatio
n of copies 
of the 
Resolution 
for 
signature 
of the PO 
and SB 
Members 

4.6 Signing of 
Final 
Copies of 

NONE 1 hour 
 
 
1 session day 
 
1 session day 
 
1 session day 
1 hour 
 
 
 
3 days 
 

 

 

Committee on 
ways, Means, 
Appropriation and 
Barangay Affairs 
 
 
 
 
SB Secretary 
 
 
 
SB Members/ SB 
secretary/PO 
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the 
Resolution 

5. Receive the 
transmittal and 
copy of the 
Resolution 

1.1. Transmit 
the 
approved 
resolution 
to the 
Barangay 
Concerned 
and ask to 
sign the 
receiving 
copy, 
affixing the 
time and 
date, then 
release the 
copy of the 
resolution 
to the 
barangay 

NONE  Administrative 
Aide II 
(Sangguniang 
Bayan Office) 
 

TOTAL NONE Maximum of 60 
days pursuant to 
Sec. 333 of RA 7160 
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4.REVIEW OF APPROPRIATION ORDINANCE FOR SUPPLEMENTAL  
BUDGET OF THE COMPONENT BARANGAY BY THE SANGGUNIANG BAYAN 

 
The Sangguniang Bayan has the power to review barangays ordinances authorizing the supplemental  
appropriations in order to ensure that the provisions of Local Government Code are complied with: 
 

Office or Division: Sangguniang Bayan Office 

Classification: Highly Technical 

Type of Transaction: G2G – Government to Government 

Who may avail: Component  Barangays of the Municipality of General Tinio 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Transmittal Letter Punong Barangay/ Barangay Secretary 

Appropriation Ordinance for Supplemental Budget ( 
2 original copies) 

Punong Barangay/ Barangay Secretary 

Supplemental Annual Investment Program duly 
approved by the Sangguniang Barangay through 
Resolution, if PPAs are not included in the AIP 

Punong Barangay/ Barangay Secretary 

Certification of Availability of Funds Barangay Treasurer 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIBLE 

1. Sign in the client 
log book at the 
front desk in the 
office. 

1.1Give the logbook 
to the client. 

NONE. 5 minutes 

Administrative 
Assistant II 
(Sangguniang Bayan 
Office) 

2. Within ten (10) 
days after its 
enactment, the 
sangguniang 
barangay shall 
furnish copy of 
barangay 
ordinance to the 
sangguniang 
bayan for review. 
Submit the 
required 
documents. 

2.1 Receives and 
checks the 
completeness of the 
documents, 
particularly the 
signatures in the 
documents 
a. If incomplete, 
return documents 
and advise the client 
to complete all 
documents and 
attachments 
b. If the documents 
are complete, 
receive the 
documents 

2.2. Affix the date and 
signature of the 

NONE 20 minutes Administrative 
Assistant II 
(Sangguniang Bayan 
Office) 
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receiving personnel 
in the document 

3. Receive the 
receiving copy of 
documents and 
wait for 
notification of the 
Committee 
Hearing 

3.1.Include the matter in 
the Calendar of 
Business of the 
Sangguniang Bayan 

3.2 Refer to the Proper 
SB Committee 

3.3. Endorse the 
Received Copy to 
the Municipal 
Budget for 
comments and 
recommendations 

NONE 1 day 
 

SB Secretary 
 
 
 
SB Secretary 
 
 
 
SB Secretary 
 
(Sangguniang Bayan 
Office) 

4. Attend 
Committee 
Meeting/Hearing 

4.1. Conduct 
Committee Hearing 

4.2. Render Committee 
Report 

4.3. Include measure for 
2nd, 3rd and final 
reading 

4.4. Approval of 
Resolution 

4.5. Preparation of 
copies of the 
Resolution for 
signature of the PO 
and SB Members 

4.6 Signing of Final 
Copies of the 
Resolution 

NONE 1 hour 
 
 
1 session day 
 
1 session day 
 
1 session day 
1 hour 
 
 
 
3 days 
 

Committee on ways, 
Means, 
Appropriation and 
Barangay Affairs 
 
 
 
 
SB Secretary 
 
 
 
SB Members/ SB 
secretary/PO 

5. Receive the 
transmittal and 
copy of the 
Resolution 

5. Transmit the 
approved 
resolution to the 
Barangay 
Concerned and 
ask to sign the 
receiving copy, 
affixing the time 
and date, then 
release the 
copy of the 
resolution to the 
barangay 

NONE  Administrative Aide II 
(Sangguniang Bayan 
Office) 
 

TOTAL NONE Maximum of 60 
days pursuant 
to Sec. 333 of 
RA 7160 
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5.REVIEW OF BARANGAY ORDINANCES PURSUANT TO SECTION 57 OF RA 7160 

Within ten (10) days after its enactment, the sangguniang barangay shall furnish a copy of the barangay 
ordinance 
 to the Sangguniang Bayan for review as to whether the ordinance is consistent with law and municipal 
ordinances. 
Office or Division: Sangguniang Bayan Office 

Classification: Highly Technical 

Type of Transaction: G2G – Government to Government 

Who may avail: Component  Barangays of the Municipality of General Tinio 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Transmittal Letter Punong Barangay/ Barangay Secretary 

Barangay Ordinance (2 Original Copies) with  
• Proof of Public Hearing  

Punong Barangay/ Barangay Secretary 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIBLE 

1.Sign in the 
client logbook 
at the front desk 
in the office. 

1.1Give the logbook 
to the client. 

NONE. 5 minutes 

Administrative 
Assistant II 

(Sangguniang Bayan 
Office) 

 

2. Submit the 
required 
documents. 

2.1. Receives and 
checks the 
completeness of the 
documents, particularly 
the signatures in the 
documents 

a. If, incomplete, 
return documents 
and advise the client 
to complete the 
documents 
b. If the documents 
are complete, 
receive the 
documents 

2.2. Affix the date and 
signature of the 
receiving personnel 
in the document 

NONE 10 minutes Administrative 
Assistant II 

(Sangguniang Bayan 
Office) 

 

3. Receive the 
receiving copy 
of documents 
and wait for 
notification of 

3.1.Include the matter in 
the Calendar of 
Business of the 
Sangguniang Bayan 

NONE 1 day 
 

SB Secretary 
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the Committee 
Hearing 

3.2 Refer to the Proper 
SB Committee 

SB Secretary 
 
SB Secretary 

4. Attend 
Committee 
Meeting/Hearin
g 

4.1. Conduct 
Committee Hearing 

4.2. Render Committee 
Report 

4.3.Include measure for 
2nd, 3rd and final 
reading 

4.4. Approval of 
Resolution 

4.5. Preparation of 
copies of the 
Resolution for 
signature of the PO 
and SB Members 

4.6 Signing of Final 
Copies of the 
Resolution 

NONE 1 hour 
 
 
1 session day 
 
1 session day 
 
1 session day 
1 hour 
 
 
 
3 days 
 

Appropriate 
Committee 
 
 
 
SB Secretary 
 
 
 
SB Members/ SB 
secretary/Presiding 
Officer 

5. Receive the 
transmittal and 
copy of the 
Resolution 

5.1Transmit the 
approved resolution 
to the Barangay 
Concerned and ask 
to sign the receiving 
copy, affixing the 
time and date, then 
release the copy of 
the resolution to the 
barangay 

NONE  Administrative Aide II 
(Sangguniang Bayan 

Office) 
 

TOTAL NONE Maximum of 30 
days pursuant 
to Sec. 57 of RA 
7160 
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6.REVIEW OF THE ANNUAL INVESTMENT PROGRAM OF THE COMPONENT  
BARANGAYS OF THE MUNICIPALITY OF GENERAL TINIO  

 
The Sangguniang Bayan has the power to review the Barangay Annual Investment Program of the 
component barangays, as a prerequisite for the preparation of the Barangay Annual Appropriations to 
ensure the provisions of the Local Government Code are complied with. 
 

Office or Division: Sangguniang Bayan Office 

Classification: Highly Technical 

Type of 
Transaction: 

G2G – Government to Government 

Who may avail: Component Barangays of the Municipality of General Tinio 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Transmittal Letter Punong Barangay/ Barangay Secretary 

Barangay Annual Investment Programs 
 (Binded, 2 original copies) with following Attachments: 

• Barangay Development Council Resolution 
• Barangay Resolution Approving the Barangay 

AIP 
• Barangay AIP 
• Barangay Youth Investment Plan 
• SK Resolution Approving BYIP 

 
 
Punong Barangay/ Barangay Secretary 
Punong Barangay/ Barangay Secretary 
Punong Barangay/ Barangay Secretary 
Punong Barangay/ Barangay Secretary 
SK Chairman 
SK Chairman 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
client log 
book at the 
front desk 
in the 
office. 

1.1 Give the log book to the 
client. 

NONE. 5 minutes 

Administrative 
Assistant II 

(Sangguniang Bayan 
Office) 

 

2. Within ten 
(10) days 
after its 
enactment, 
the 
sanggunian
g barangay 
shall 
furnish 
copy of 
barangay 
ordinance 
to the 
sanggunian
g bayan for 

2.1Receives and checks the 
completeness of the 
documents, particularly the 
signatures in the documents 

a. If, incomplete, return 
documents and advise the 
client to complete all 
documents and attachments 
b. If the documents are 
complete, receive the 
documents 

2.2. Affix the date and signature 
of the receiving personnel in 
the document 

NONE 10 minutes Administrative 
Assistant II 

(Sangguniang Bayan 
Office) 
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review. 
Submit the 
required 
documents
. 

3. Receive the 
receiving 
copy of 
documents 
and wait for 
notification 
of the 
Committee 
Hearing 

3.1.Include the matter in the 
Calendar of Business of the 
Sangguniang Bayan 

3.2 Refer to the Proper SB 
Committee 

3.3. Endorse the Received Copy 
to the Municipal Budget for 
comments and 
recommendations 

NONE 1 day 
 

SB Secretary 
 
 
 

SB Secretary 
 

SB Secretary 
 

(Sangguniang Bayan 
Office) 

 

4. Attend 
Committee 
Meeting/He
aring 

4.1. Conduct Committee Hearing 
4.2. Render Committee Report 
4.3. Include measure for 2nd, 3rd 

and final reading 
4.4. Approval of Resolution 
4.5. Preparation of copies of the 

Resolution for signature of 
the PO and SB Members 

4.6 Signing of Final Copies of the 
Resolution 

NONE 1 hour 
 
 
1 session day 
 
1 session day 
 
1 session day 
1 hour 
 
 
 
3 days 

Committee on ways, 
Means, 
Appropriation and 
Barangay Affairs 
 
 
 
SB Secretary 
 
 
 
SB Members/ SB 
secretary/Presiding 
Officer 

5. Receive the 
transmittal 
and copy of 
the 
Resolution 

5.1 Transmit the approved 
resolution to the Barangay 
Concerned and ask to sign 
the receiving copy, affixing 
the time and date, then 
release the copy of the 
resolution to the barangay 

NONE  Administrative Aide II 
(Sangguniang Bayan 

Office) 
 

TOTAL NONE Maximum of 30 
days pursuant 
to Sec. 57 of RA 
7160 
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MUNICIPAL ADMINISTRATOR’S OFFICE 
 

External Services  
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1. APPROVAL OF REQUEST TO USE GOVERNMENT FACILITIES  

The Municipal Government General Tinio allows the use of the facilities for seminars, 
conferences, gatherings and other activities such as the Municipal Gymnasium and Municipal 
Conference Room. 
  

Office or Division:  Municipal Administrator’s Office  

Classification:  Simple  

Type of Transaction:  G2C- Government to Citizen, G2G - Government to Government 

Who may avail:  All individuals, groups or entities in the municipality  

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

1.Letter of request addressed to the 
Municipal Mayor indicating the government 
facility to be used, date, time and purpose (1 
original copy)  

Client  

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO 
BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit the request 
letter  

1.1 Receive and 
review the request 
letter  
 
1.2 Check for the 
availability of the 
facility/ies 

NONE  
 
 
 
 

NONE 

2 Minutes  
 
 
 
 

2 minutes 

Admin Aide 
 
 
 
 

Admin Aide 
 

(Municipal 
Administrator’s 

Office) 
  1.3 Provide review 

and 
recommendation.  

NONE  5 Minutes  Municipal 
Administrator 

(Municipal 
Administrator’s 

Office) 

  1.4Facilitate the 
processing for 
approval of the 
request  

NONE  5 Minutes  Admin Aide 
(Municipal 

Administrator’s 
Office) 

2. Receive the approved 
request letter 

2.1Release 
approved letter 
request and Mayor’s 
Permit  

NONE  2 Minutes  Admin 
Aide(Municipal 
Administrator’s 

Office) 

 TOTAL NONE 16 minutes  
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2. ISSUANCE OF PERMIT (FOR ADVERTISING AND  
PROMOTIONAL ACTIVITIES) 

All companies, groups and other entities wishing to promote or advertise their product/s service/s 
to the public through the installation/ posting banners, streamers, posters and/ or flyers and 
display booth and other materials need to secure a permit. 
  
Office or Division:  Municipal Administrator’s Office   

Classification:  Simple   

Type of Transaction:    G2C- Government to Citizen, G2G - Government to Government 

Who may avail:    Individuals, companies, groups, business entities  

CHECKLIST OF REQUIREMENTS   WHERE TO SECURE  

1.Letter of request addressed to the Municipal 
Mayor stating the period/ duration of the posting 
as well as the design, details and specifications, 
and the sketch plan of the site where it will be 
installed (1 original copy)  

 Client  

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO 
BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1.Submit letter of request 
for review and evaluation  

1.1 Receive and 
review the letter of 
request 

NONE  

  

2 Minutes  Admin Aide 
(Municipal 

Administrator’s Office) 

 1.2 Provide review 
and 
recommendation 

NONE 10 Minutes Admin Officer 
(Municipal 

Administrator’s Office) 

 1.3 Approve or 
disapprove the 
request  

NONE  5 Minutes  Municipal 
Administrator 

(Municipal 
Administrator’s Office) 

 2. Receive the approved 
letter of request. 

2.1 Release the  
approved letter of 
request 

NONE  2 Minutes  Admin Aide 
(Municipal 

Administrator’s Office) 

 TOTAL NONE 19 minutes  
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MUNICIPAL PLANNING AND 
DEVELOPMENT OFFICE 

 
External Services  
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1. ISSUANCE OF FINAL DEVELOPMENT PERMIT (DP)  

 
The Final Development Permit is issued to authorize the implementation of an approved land development 
project such as subdivision, housing, commercial, institutional, cemetery/memorial park, or other site 
development. 
It certifies that the detailed engineering plans, development specifications, and supporting documents 
comply with the approved Preliminary Approval and Locational Clearance (PALC), zoning regulations, and 
applicable planning standards. 

 
Office or Division: Office of the Municipal Planning & Development Coordinator 

Classification: Highly Technical 

Type of Transaction: G2C - Government to Citizen 
G2B – Government to Business 
G2G – Government to Government 

Who May Avail: Subdivision developers, landowners, project proponents, and authorized 
representatives with approved palc 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

.  Letter request for Final Development Permit Applicant/Developer 

1. Approved Preliminary Approval and Locational Clearance 
(PALC) 

Applicant/Developer 

2. Approved Subdivision/site development plans Applicant/Developer 

3. Detailed Engineering Plans Licensed Engineers (Civil, Electrical, 
Sanitary, Environmental Planner) 

4. Program of Project Applicant/Developer 

5. Bill of Materials and Cost Estimates Applicant/Licensed Engineers 

6. Barangay Resolution/Clearance Office of the Punong Barangay 

8.  Certified True Copy of Title (TCT)  Registry of Deeds (Cabanatuan City) 
8.1.  In case if the property is not registered in the name of the applicant  

 8.1.1 Submit duly notarized Deed of Sale/Deed of 
Donation/Extra-Judicial Settlement whichever is 
applicable 

Applicant/Client 

          8.1.2 Consent Letter (if applicable) Applicant/Client 
          8.1.3 Contract of Lease (if applicable) Applicant/Client 

9. Certified True Copy of Tax Declaration Assessor’s Office 
10. Latest Tax Receipt Treasurer’s Office 
11. Latest Tax Clearance Treasurer’s Office 
12. Vicinity map indicating clearly and specifically the exact 

location of the proposed site  
Applicant/Client 

13. Environmental Compliance Certificate (ECC) or Certificate of 
Non-Coverage (CNC) 

DENR 

14. Barangay Clearance/Resolution  Office of the Punong Barangay 

15. Authorization Letter/Special Power of Attorney and valid I.D. 
of owner and representative (if filed by a representative) 

Applicant/Client 

16. Other documents as may be required Applicant/Client 
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CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Submit filled 
up 
application 
form and 
complete 
requirements 

 

1.1 Receive 
accomplished 
application form 
and check 
completeness of 
documents 

NONE 30 Minutes Admin. Assistant IV/ 
Planning Assistant 

2. Get order of 
payment for 
PALC to be 
paid at 
Treasurer’s 
Office 

2.1 Assess fees and 
issue order of 
payment 

*See 
Section 

97.B to D 
of 

Ordinance 
No. 010, 
Series of 

2016 

30 minutes Zoning Officer 

3. Return to the 
Office of the 
MPDC and 
Present 
Official 
Receipt 

  

  

3.1 Check the Official 
Receipt 

NONE 5 minutes Admin. Assistant IV 

3.2 Review plans and 
compliance with 
PALC and zoning 
standards  

NONE 10 days Admin. Assistant 
IV/Zoning Officer I 

3.3 Prepare evaluation 
report and endorse 
to Sangguniang 
Bayan  

NONE 3 days Zoning Officer 
I/MPDC 

3.4 Deliberation and 
approval by 
Sangguniang 
Bayan (SB) 

NONE 15 working days Sangguniang Bayan 

4. Claim Final 
Development 
Permit 

4.  Release of Final 
Development 
Permit 

NONE 10 Minutes Admin. Assistant IV 

 
TOTAL 

 

28 days, 1 
hour,15 
Minutes 
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2. ISSUANCE OF LOCATIONAL CLEARANCE  

Locational Clearance is a document issued by the Municipal Government certifying that the proposed 
project, business, or development is consistent with the approved Comprehensive Land Use Plan (CLUP) 
and Zoning Ordinance of the Municipality of General Tinio. 

Office or Division: Office of the Municipal Planning & Development Coordinator 
Classification: Complex 

Type of Transaction: G2C - Government to Citizen 
G2B – Government to Business 
G2G –Government to Government 

Who May Avail: All property owners, business owners/applicants, developers, corporations, 
institutions, and authorized representatives. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1.  Duly accomplished and notarized Application Form Office of the Municipal Planning and 

Development Coordinator 
2.  Certified True Copy of Title (TCT)  Registry of Deeds (Cabanatuan City) 

2.1.  In case if the property is not registered in the name of the applicant  
 2.1.1 Submit duly notarized Deed of Sale/Deed of 

Donation/Extra-Judicial Settlement whichever is 
applicable 

Applicant/Client 

          2.1.2 Consent Letter (if applicable) Applicant/Client 
          2.1.3 Contract of Lease (if applicable) Applicant/Client 

3. Certified True Copy of Tax Declaration Assessor’s Office 
4. Latest Tax Receipt Treasurer’s Office 
5. Latest Tax Clearance Treasurer’s Office 

6. Vicinity map indicating clearly and specifically the exact 
location of the proposed site  

Applicant/Client 

7. Authorization Letter/Special Power of Attorney and valid I.D. of 
owner and representative (if filed by a representative) 

Applicant/Client 

8.   Set of Building Plans & Site Development Plan duly signed and 
sealed by a Licensed Architect/Civil Engineer 

Applicant/Client 

9.    Bill of Materials Detailed Estimated duly signed and sealed by 
a Licensed Architect/Civil Engineer 

10.   Environmental Compliance Certificate (ECC) or 
Certificate of Non-Coverage (CNC) (if applicable) 

DENR/ENB 

11.  Additional Requirements if Land Use Classification is 
Agricultural 

 

     11.1. DA Certification DA 

     11.2. DAR Certification DAR 

     11.3.  SB Resolution indicating Reclassification of Land from 
Agricultural to Residential  

Sangguniang Bayan 

11.  Additional Requirements for Cell Site (Tower)  
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     11.1. Barangay Resolution and copy of Public Consultation 
conducted with the residents living near the subject area 

Office of the Punong Barangay 

     11.2. Barangay Clearance   Office of the Punong Barangay 

 
CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Submit filled up 
application 
form and 
complete 
requirements 

 

1.1 Receive 
accomplished 
application form 
and complete 
requirements 

NONE 15 Minutes Admin. Assistant IV/ 
Planning Assistant 

1.2 Evaluate and 
review application 
form and 
documents 
submitted 

NONE 1 Day Admin. Assistant 
IV/Zoning Officer I 

2. Pay required 
Fee for 
Inspection to 
be paid at 
Treasurer’s 
Office  

1.3 If deemed 
necessary, 
conduct site 
inspection to 
verify the actual 
condition of the 
project site) 

PHP1,250.00 3 Days Admin. Assistant 
IV/Zoning Officer I 

3. Get order of 
payment for 
Locational 
Clearance to 
be paid at 
Treasurer’s 
Office 

3.1 Assess fees and 
issue order of 
payment 

*See Section 
97.A of 

Ordinance 
No. 010, 
Series of 

2016 

15 minutes Zoning Officer 

4. Return to the 
Office of the 
MPDC and 
Present Official 
Receipt 

  

  

4.1 Check the Official 
Receipt 

NONE 5 minutes Admin. Assistant IV 

4.2 Prepare and 
review Locational 
Clearance  

NONE 1 Day Admin. Assistant 
IV/Zoning Officer I 

4.3 Sign Locational 
Clearance  

NONE 1 Day MPDC 

4.4 Record the 
Locational 
Clearance 

NONE 10 Minutes Admin. Assistant IV 

5. Claim 
Locational 
Clearance 

5.  Release approved 
Locational 
Clearance  

NONE 5 Minutes Admin. Assistant IV 

 
TOTAL 

6 days and 50 
Minutes 
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*Section 97.A of Ordinance No. 010, Series of 2016, “An Ordinance Enacting the Revenue Code of the 
Municipality of General Tinio, Nueva Ecija”. 
 

A. ZONING/LOCATIONAL CLEARANCE 
1. Residential Structures, single attached/detached, if the Project Cost of which is: 
PHP100,000.00 and below 
Over PHP100,000.00 to PHP200,000.00 
Over PHP200,000.00 

PHP240.00 
PHP480.00 
PHP480.00 + 1/10 of 1% in excess of 
PHP200,000.00 

 
2. Apartment/Dormitories, if the Project Cost of which is: 
PHP500,000.00 and below 
Over PHP500,000.00 to PHP1,000,000.00 
Over PHP1,000,000.00 to PHP2,000,000.00 
Over PHP2,000,000.00 

PHP1,200.00 
PHP1,800.00 
PHP3,000.00 
PHP3,000.00 + 1/10 of 1% in excess of 
PHP2,000,000.00 

 
3. Institutional, if the Project Cost of which is: 
PHP2,000,000.00 and below 
Over PHP2,000,000.00  
 

PHP2,400.00 
PHP2,400.00 + 1/10 of 1% in excess of 
PHP2,000,000.00 

 
4. Commercial, Industrial, Agro-industrial, if the Project Cost of which is: 
PHP100,000.00 and below 
Over PHP100,000.00 to PHP500,000.00 
Over PHP500,000.00 to PHP1,000,000.00 
Over PHP1,000,000.00 to PHP2,000,000.00 
Over PHP2,000 

PHP1,200.00 
PHP1,800.00 
PHP2,400.00 
PHP3,600.00 
PHP3,600.00 + 1/10 of 1% in excess of 
PHP2,000,000.00 

 
5. Special Uses/Special Projects, if the Project Cost of which is: 
PHP2,000,000.00 and below 
Over PHP2,000,000.00  
 

PHP6,000.00 
PHP6,000.00 + 1/10 of 1% in excess of 
PHP2,000,000.00 

 
6. Alteration/Expansion (Affected areas/cost of expansion only): 
Cost of Expansion Same as original application 
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3. ISSUANCE OF MPDC CERTIFICATION 

 

MPDC Certification is requested by any individual applying for residential free patent issued by the 
DENR/PENRO. 

 
Office or Division: Office of the Municipal Planning & Development Coordinator 
Classification: Simple 
Type of Transaction: G2C-Government to Citizen 

G2G – Government to Government 
Who May Avail: All Real Property Owner with property located at General Tinio 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1.  Duly accomplished and notarized Application Form Office of the Municipal Planning and 

Development Coordinator 
2.  Tax Declaration  Assessor's Office 
3.  Latest Tax Receipt  Treasurer's Office 

4. Latest Tax Clearance Treasurer's Office 
5. Approved Lot Plan with Vicinity Map Applicant/Client 

6. Photocopy of Deed of Sale (if applicable)  Applicant/Client 
7. Application for Residential Free Patent Applicant/Client 

NOTE: Two (2) photocopies of each required documents must be submitted. 
 

Client Steps Agency 
Actions 

Fees to be 
Paid 

Processing 
Time 

Person 
Responsible 

1.  Submit filled up 
and notarized 
application form 
and complete 
requirements 

1.1 Receive 
accomplished 
application 
form and 
complete 
requirements 

NONE 15 Minutes Admin. Assistant 
IV/Planning 

Assistant (MPDO) 

1.2 Evaluate and 
review 
application 
form and 
documents 
submitted 

NONE 1 day Admin. Assistant 
IV/ Zoning Officer 

I (MPDO) 

2. Get order of 
payment to be paid 
at Treasurer’s 
Office 

2.   Assess fees 
and issue 
order of 
payment  

PHP300.00 10 minutes Zoning Officer 
(MPDO) 

3. Return to the Office 
of the MPDC and 
Present Official 
Receipt 

  

3.1 Check the 
Official 
Receipt 

NONE 5 minutes Admin. Assistant 
IV(MPDO) 

3.2 Prepare and 
review Zoning 
Certification  

NONE 15 Minutes Admin. Assistant 
IV/Zoning Officer I 

(MPDO) 

3.3 Sign MPDC 
Certification  

NONE 1 day MPDC 

3.4 Record the 
MPDC 
Certification 

NONE 10 minutes Admin. Assistant 
IV (MPDO) 
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4. Claim MPDC 
Certification 

4.  Release 
approved 
MPDC 
Certification  

NONE 5 Minutes Admin. Assistant 
IV 

TOTAL 
 

2 days,1 
hour 
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4. ISSUANCE OF ZONING CERTIFICATION 

 

Zoning Certification is requested by any individual for the purpose of securing a Business Permit, Building 
Permit, Development Permit, and/or land reclassification/conversion.   

 

Office or Division: Office of the Municipal Planning & Development Coordinator 
Classification: Simple 
Type of Transaction: G2C - Government to Citizen 

G2B – Government to Business 
G2G – Government to Government 

Who May Avail: Property owners, developers, government agencies, and authorized 
representatives  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.  Duly accomplished and notarized Application Form Office of the Municipal Planning and 
Development Coordinator 

2.  Certified True Copy of Title (TCT)  Registry of Deeds (Cabanatuan City) 
2.1.  In case if the property is not registered in the name of the applicant  

 2.1.1 Submit duly notarized Deed of Sale/Deed of 
Donation/Extra-Judicial Settlement 
whichever is applicable 

Applicant/Client 

          2.1.2 Consent Letter (if applicable) Applicant/Client 
          2.1.3 Contract of Lease (if applicable) Applicant/Client 

3. Certified True Copy of Tax Declaration Assessor’s Office 
4. Latest Tax Receipt Treasurer’s Office 
5. Latest Tax Clearance Treasurer’s Office 

6. Vicinity map indicating clearly and specifically the exact 
location of the proposed site  

Applicant/Client 

7. Site Development Plan/Lot Plan with dimensions Applicant/Client 

8. Authorization Letter/Special Power of Attorney and valid 
I.D. of owner and representative (if filed by a 
representative) 

Applicant/Client 

NOTE: Two (2) photocopies of each required documents must be submitted. 

 
CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Submit filled 
up and 
notarized 
application 
form and 
complete 
requirements 

2.1 Receive and 
check 
completeness of 
documents 

NONE 15 Minutes Admin. Assistant 
IV/Planning 

Assistant 
(MPDO) 

2.2 Evaluate 
documents and 
verify zoning 
classification 
based on the 
approved Zoning 

NONE 1 day Admin. Assistant 
IV/Zoning Officer I 

(MPDO) 
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Ordinance and 
Zoning Map 

2. Get order of 
payment to be 
paid at 
Treasurer’s 
Office 

2.   Assess fees and 
issue order of 
payment  

*See 
Section 
97.E of 

Ordinance 
No. 010, 
Series of 

2016 

10 minutes Zoning Officer 
(MPDO) 

3. Return to the 
Office of the 
MPDC and 
Present 
Official 
Receipt 

3.1 Check the 
Official Receipt 

NONE 5 minutes Admin. Assistant IV 
(MPDO) 

3.2 Prepare and 
review Zoning 
Certification  

NONE 15 Minutes Admin. Assistant 
IV/Zoning Officer I 

(MPDO) 
3.3 Sign Zoning 

Certification  
NONE 1 day MPDC 

3.4 Record the 
Zoning 
Certification 

NONE 10 minutes Admin. Assistant IV 
(MPDO) 

4. Claim Zoning 
Certification 

4.  Release approved 
Zoning 
Certification  

NONE 5 Minutes Admin. Assistant IV 
(MPDO) 

TOTAL 2 days, 1 hour   

 
 

*Section 97.E. of Ordinance No. 010, Series of 2016, “An Ordinance Enacting the Revenue Code of the 
Municipality of General Tinio, Nueva Ecija”. 
 
E. OTHER TRANSACTION/CERTIFICATION 
 
1. Zoning Certification 

a. Built-up areas (Residential, 
Commercial, Institutional, Special 
Projects) 

b. Agricultural, Agro-industrial Areas 

 
PHP250.00 for 1,000 sq.m. and below and a 
fraction thereof 
 
PHP300.00 for 1 hectare and below  

2. Zoning Clearance PHP150.00 
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5. PRELIMINARY APPROVAL AND LOCATIONAL CLEARANCE (PALC)  

 
The Preliminary Approval and Locational Clearance (PALC) is issued to certify that a proposed land 
development project conforms with the approved Comprehensive Land Use Plan (CLUP) and Zoning 
Ordinance of this Municipality. 
It is required prior to securing development permits for subdivision, housing, commercial, institutional, 
industrial, cemetery/memorial park, and other land development projects 

 
Office or Division: Office of the Municipal Planning & Development Coordinator 

Classification: Highly Technical 

Type of Transaction: G2C - Government to Citizen 
G2B – Government to Business 
G2G – Government to Government 

Who May Avail: Subdivision developers, landowners, project proponents, and 
authorized representatives 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.  Duly accomplished and notarized Application Form Office of the Municipal Planning and 
Development Coordinator 

2.  Certified True Copy of Title (TCT)  Registry of Deeds (Cabanatuan City) 
2.1.  In case if the property is not registered in the name of the applicant  

 2.1.1 Submit duly notarized Deed of Sale/Deed of 
Donation/Extra-Judicial Settlement 
whichever is applicable 

Applicant/Client 

          2.1.2 Consent Letter (if applicable) Applicant/Client 
          2.1.3 Contract of Lease (if applicable) Applicant/Client 

3. Certified True Copy of Tax Declaration Assessor’s Office 
4. Latest Tax Receipt Treasurer’s Office 
5. Latest Tax Clearance Treasurer’s Office 

6. Vicinity map indicating clearly and specifically the exact 
location of the proposed site  

Applicant/Client 

7. Site Development Plan (Signed & Sealed) Geodetic Engineer/Architect 

8. Topographic Plan/Map Geodetic Engineer 

9. Zoning Certification MPDO 

10. Environmental Compliance Certificate (ECC) or 
Certificate of Non-Coverage (CNC) 

DENR 

11. Barangay Clearance/Resolution of No Objection Office of the Punong Barangay 

12. Authorization Letter/Special Power of Attorney and 
valid I.D. of owner and representative (if filed by a 
representative) 

Applicant/Client 

13. Other documents as may be required Applicant/Client 
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CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Submit filled- 
out 
application 
form and 
complete 
requirements 

 

7.  Receive 
accomplished 
application form 
and check 
completeness of 
documents 

NONE 15 Minutes Admin. Assistant 
IV/ Planning 

Assistant 

(MPDO) 

2. Pay required 
Fee for 
Inspection to 
be paid at 
Treasurer’s 
Office  

1.3 Conduct site 
inspection to 
verify project 
location and site 
condition 

PHP1,250.00 3 days Admin. Assistant 
IV/Zoning Officer I 

(MPDO) 

3. Get order of 
payment for 
PALC to be 
paid at 
Treasurer’s 
Office 

3.1 Assess fees and 
issue order of 
payment 

*See Section 
97.B to D of 

Ordinance No. 
010, Series of 

2016 

30 minutes Zoning Officer 

(MPDO) 

4. Return to the 
Office of the 
MPDC and 
Present 
Official 
Receipt 

  

  

4.1 Check the 
Official Receipt 

NONE 5 minutes Admin. Assistant 
IV (MPDO) 

4.2 Review zoning 
compliance and 
project plans  

NONE 5 days Admin. Assistant 
IV/Zoning Officer I 

(MPDO) 

4.3 Prepare 
evaluation report 
and 
endorsement to 
Sangguniang 
Bayan  

NONE 3 days Zoning Officer 
I/MPDC (MPDO) 

4.4 Deliberation and 
approval by 
Sangguniang 
Bayan (SB) 

NONE 15 working days Sangguniang 
Bayan 

(SB) 

5. Claim PALC 5.  Release of PALC  NONE 10 Minutes Admin. Assistant 
IV 

(MPDO) 

 
TOTAL 

 

26 days, 1 hour 
,15 Minutes 
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MUNICIPAL PLANNING AND 
DEVELOPMENT OFFICE 

 
Internal Services  
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1. ENDORSEMENT OF PLANNING DOCUMENTS TO THE SANGGUNIANG BAYAN 
 
This service covers the preparation and endorsement of planning documents requiring legislative 
approval such as PALC, Development Permit, and land use matters. 
 

Office or Division: Office of the Municipal Planning & Development Coordinator 
Classification: Complex 
Type of Transaction: G2G – Government to Government 
Who May Avail: All LGU Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Official Request Memorandum indicating purpose  Municipal Mayor’s Office 

 
CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Submit 
request  

1.1 Receive and 
check 
completeness 

NONE 30 Minutes Admin. Assistant 
IV/Planning 

Assistant 
(MPDO) 

1.2 Evaluate and 
prepare 
endorsement 
report 

NONE 5 days Municipal 
Planning & 

Development 
Coordinator 

1.3 Forward 
documents to SB 
Secretariat  

NONE 15 Minutes Admin. Assistant 
IV/Zoning Officer 

I 
(MPDO) 

TOTAL 
 

NONE 

 

5 days,45 
minutes 
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2. EVALUATION OF GOVERNMENT PROJECT LOCATIONS 
 
This service evaluates proposed locations of LGU projects to ensure compliance with land use plans, 
zoning regulations, and development policies. 
 

Office or Division: Office of the Municipal Planning & Development Coordinator 
Classification: Complex 
Type of Transaction: G2G – Government to Government 
Who May Avail: All LGU Offices 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Official Request Memorandum indicating 
purpose and property location 

Municipal Mayor’s Office 

 
CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Submit 
request 
memo and 
project details 

1.1 Receive and 
verify 
documents 

NONE 30 Minutes Admin. Assistant 
IV/Planning 

Assistant 
(MPDO) 

1.2 Conduct site 
validation and 
evaluation 

NONE 4 days Admin. Assistant 
IV/Zoning Officer 

I 
(MPDO) 

1.3 Prepare 
Evaluation 
Report  

NONE 2 days MPDC 
(MPDO) 

TOTAL 
 

NONE 

 

6 days,30 
minutes 
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3. ISSUANCE OF ZONING CERTIFICATION 
 
This service provides zoning certification to internal LGU offices to confirm the land use classification 
and zoning compliance of a property based on the approved Comprehensive Land Use Plan (CLUP) 
and Zoning Ordinance. 
 

Office or Division: Office of the Municipal Planning & Development Coordinator 
Classification: Simple  
Type of Transaction: G2G – Government to Government 
Who May Avail: All LGU Offices 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Official Request Memorandum indicating 
purpose and property location 

Municipal Mayor’s Office 

 
CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Submit request 
memo 

1.1 Receive and 
verify request 

NONE 15 Minutes Admin. Assistant 
IV/Planning 

Assistant 
(MPDO) 

1.2 Validate zoning 
classification 

NONE 1 day Zoning Officer I 
(MPDO) 

1.3 Prepare Zoning 
Certification  

NONE 15 Minutes Admin. Assistant 
IV/Zoning Officer I 

(MPDO) 

1.4 Sign MPDC 
Certification  

NONE 1 day MPDC 

1.5 Record the MPDC 
Certification 

NONE 10 minutes Admin. Assistant 
IV (MPDO) 

2. Claim Zoning 
Certification 

2.  Release Zoning 
Certification  

NONE 5 Minutes Admin. Assistant 
IV (MPDO) 

TOTAL 
 

NONE 

 

2 days, 45 
minutes 
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4. PROVISION OF PLANNING DATA, MAPS, AND INFORMATION 
 
This service provides planning data, zoning maps, and other development-related information 
requested by LGU offices. 
 

Office or Division: Office of the Municipal Planning & Development Coordinator 
Classification: Simple  
Type of Transaction: G2C – Government to Citizen 

G2G – Government to Government 
Who May Avail: All LGU Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Official Request indicating purpose   
 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Submit request 1.1 Receive and 
verify request 

NONE 10 Minutes Admin. Assistant 
IV/Planning 

Assistant 
(MPDO) 

1.2 Retrieve and 
prepare 
requested 
data/maps 

NONE 2 days Admin. Assistant 
IV/Zoning Officer 

I 
(MPDO) 

1.3 Release 
requested 
information  

NONE 15 Minutes Admin. Assistant 
IV/Zoning Officer 

I  
(MPDO) 

TOTAL 
 

NONE 

 

2 days, 25 
minutes 
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5. TECHNICAL REVIEW OF PLANS ENDORSED BY LGU OFFICES 
 
This service involves the technical review of development plans submitted by LGU offices to ensure 
conformity with land use plans, zoning regulations, and planning standards. 
 

Office or Division: Office of the Municipal Planning & Development Coordinator 
Classification: Complex  
Type of Transaction: G2G – Government to Government 
Who May Avail: All LGU Offices 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Endorsement memo with attached plans 
and project documents 

Municipal Mayor’s Office 

 
CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Submit 
endorsed plans 

1.1 Receive and 
check documents 

NONE 30 Minutes Admin. Assistant 
IV/Planning 

Assistant 
(MPDO) 

1.2 Conduct 
technical review 
and evaluation 

NONE 1 day Zoning Officer 
I/MPDC 
(MPDO) 

1.3 Prepare 
evaluation report  

NONE 15 Minutes Admin. Assistant 
IV/Zoning Officer I 

(MPDO) 

TOTAL 
 

NONE 1 day ,45 
minutes 
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MUNICIPAL BUDGET OFFICE 
 

Internal Services  
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1. REVIEW OF PROPOSED BARANGAY BUDGET  

 

 
 
Review of Proposed Barangay Budget for compliance with budgetary requirements, Personal Services (PS) 
limitations, applicable budgeting laws, and preparation of Budget Office recommendation.        

 Office: Office of the Municipal Budget Officer 

 Classification: Complex 

 Type of Transaction G2G- Government to Government  

 Who may Avail: All Barangays (13) 

 CHECKLIST OF REQUIREMENTS WHERE TO SECURE  
1. Annual Investment Plan (AIP)  - 1 Original Barangay Secretary  
2. BDC and Barangay Resolution Approving 20% 

Development Plan - 1 Original 
Barangay Secretary 

 
3. BDC and Barangay Resolution Approving BDRRM Plan - 1 

Original Barangay Secretary 
 

4. Budget Message - 1 Original Barangay Secretary  
5. Appropriation Ordinance - Sealed and Affixed Signatures - 

1 Original Barangay Secretary 

 

CLIENTS 
STEPS 

AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 

1. Submit 
proposed 
Barangay 
Budget to the 
Budget Office 

1.1 Receive and log proposed 
Barangay Budget with complete 
attachments 

NONE 5 Minutes Admin. Assistant IV 
MBO 

 
1.2 Review attachments for 

completeness and compliance 
NONE 10 Minutes Budget Officer II 

MBO 

 

1.3 Conduct technical review 
and prepare Budget Review 
Memorandum 

NONE 5 Working Days Municipal Budget 
Officer 
MBO 

 

1.4 Finalize and sign Budget 
Office 
recommendation/memorandum 

NONE 1 Working Day Municipal Budget 
Officer 
MBO 

 

2. Follows up 
result of review 

2. Release reviewed Proposed 
Barangay Budget with Budget 
Office memorandum to Barangay 
Chairman 

NONE 15 Minutes Senior Administrative 
Assistant II 

MBO 

 
 TOTAL NONE 6 days, 30 

Minutes 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

56 
 

 
 
 

2. PROCESSING OF OBLIGATION REQUEST (OBR)    

 

 
 
Determination of availability of appropriation/allotment and recording of obligation for a specific 
expenditure. 

      

 Office: Office of the Municipal Budget Officer 

 Classification: Simple 

 Type of Transaction G2G-Government to Government  

 Who may Avail: All Offices / End-User 

 CHECKLIST OF REQUIREMENTS WHERE TO SECURE  

1. Vouchers with Supporting Documents Concerned Offices 
 

2. Payroll (1 Original) Accounting Office 
 

3. Purchase Requests (1 Original) Requesting Office / End-User 

 
CLIENTS STEPS AGENCY ACTIONS FEES TO 

BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

 

1. Submit complete 
documents to the 
Budget Office 

1.1 Receive 
Voucher/Payroll/ Purchase 
Request 

NONE 3 Minutes Admin. Assistant IV 
MBO 

 

1.2 Determine 
availability of 
appropriation/ allotment 

NONE 5 Minutes Senior 
Administrative 

Assistant II 
MBO 

 

1.3 Prepare and record 
Obligation Request (ObR); 
assign ObR number 

NONE 5 Minutes Admin. Assistant IV 
MBO 

or 
Budget Officer II 

MBO 

 

1.4 Review and 
sign/note ObR 

NONE 1 day Municipal Budget 
Officer 
MBO 

 

1.4 Detach one (1) copy 
of ObR for file 

NONE 1 Minute Admin. Assistant IV 
MBO 

 

1.5 Forward 
Voucher/Payroll with ObR 
to Accounting Office 

NONE 10 Minutes Admin. Assistant IV 
MBO 

 
TOTAL NONE 

1 Day, 24 
Minutes 
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MUNICIPAL ACCOUNTING OFFICE 
 

Internal Services  
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1. ISSUANCE OF ACCOUNTANT'S ADVICE FOR LOCAL CHECK DISBURSEMENTS 

The Accountant’s Advice for local check disbursements is issued for every check for payment 
prior its release to the creditor or payee. This is to ensure that checks drawn are only for valid and 
lawful expenditures and covered by a duly approved disbursement vouchers or payrolls. 
Depository banks should only pay checks only if accompanied by the approved Accountant’s 
Advice for local check disbursements. 
 
Office or Division: Office of the Municipal Accountant 
Classification: Simple 
Type of 
Transaction G2G-Government to Government  

Who may Avail: Municipal Treasurer's Office 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Disbursement Voucher (2 Original copy) Originating Municipal Office 

CLIENTS STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
properly signed 
check and the 
accompanying 
disbursement 
voucher for advice 
preparation 

1.1 Check the accuracy 
and completeness of 
documents 

NONE 5 mins 

Accountant III 
(Accounting Office) 

 

    1.2. Prepare the 
Accountant's Advice NONE 10 mins 

Administrative 
Assistant II  

(Accounting Office) 

 

 

1.3. Check and approve 
the Accountant's Advice NONE 1 min 

Municipal Accountant-
OIC 

(Accounting Office) 

 

TOTAL NONE 16 Minutes   

 
 
 
 



 

59 
 

 
 

 
 

2. ISSUANCE OF CERTIFICATE OF NET TAKE HOME PAY/LOAN REPAYMENTS  
AND CONTRIBUTIONS  

The Certificate of Net Take Home Pay/Loan Repayments and Contributions is required when availing loans and for 
records verification. This is to qualify employees who may avail of a loan without falling below the required net take 
home pay as promulgated under the applicable provisions of the General Appropriations Act or any other government 
regulations. 
 
 

Office or Division: Office of the Municipal Accountant 
Classification: Simple 

Type of Transaction G2G-Government to Government 
Who may Avail: LGU Employees, Authorized Agency Bank, Pag-Ibig, GSIS, LGU Cooperative 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Monthly Payroll  Municipal Treasurer's Office/Municipal Accounting Office 

CLIENTS STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING TIME PERSON 
RESPONSIBLE 

1. Request for 
Certificate to the proper 
accounting personnel 

1.1 Review of payroll 
and preparation of the 
certificate 

NONE 1 day 

  
Administrative 

Officer IV 
(Accounting 

Office) 

 

1.2. Approval by 
Municipal Accountant NONE  1 day 

Municipal 
Accountant-OIC 

(Accounting 
Office) 

 

TOTAL NONE 2 Days   
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2. PROCESSING OF CLAIMS (PROCUREMENT OF GOODS AND SERVICES)  
 

The processing of claims for the procurement of goods and services must be accompanied by all 
the necessary supporting documents as defined under COA Circular 2012-001 and other 
pertinent amendments for procurements that can be done thru the alternative modes. It is 
expected that the Office/Unit/Project under which the disbursement falls on the Approved 
Annual or Supplemental Budget and the implementing office has faithfully complied with the 
procedural, technical and legal requirements for the disbursement to be valid and legal. 
 

Office: Office of the Municipal Accountant 
Classification: Simple 
Type of 
Transaction 

G2G – Government to Government  
G2B- Government to Business 

Who may Avail: LGU Concerned Offices, Supplier, Service Provider 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Journal Entry Voucher (2 Original) 

 Accounting Office 

2. Disbursement Voucher (2 Original) Office Concern 

3. Obligation Request (2 Original) Municipal Budget Office (MBO) 
4. Supplier's Charge Invoice/Delivery Receipt (1 
Original)  

Supplier 
 

5. Purchase Request/Job Request (2 Original) Office Concern 
6. Accomplished Canvass/Request for Quotation (2 
Original) GSO, Supplier 

7. Abstract of Quotation (2 Original) Bids and Awards Committee (BAC), 
GSO 

8. Purchase Order/Job Order (4 Original) Concerned local office, Supplier 

9. Inspection/ Acceptance Report (2 Original General Services Office, Responsible 
local Office 

10. Waste Material Report (4 Original) General Services Office, Responsible 
local Office 

11. Memorandum Receipt (For Goods) (3 Original) General Services Office, Responsible 
local Office 

12. Inventory Custodian Slip (For Goods) (3 Original) General Services Office, Responsible 
local Office 

13. Statement of Account (For Services) (1 Original, 1 
Photocopy) Service Provider 

14. Contract of Services (For Services) (1 Original, 1 
Photocopy 

Note: Attachments should always be consistent 
with Government Accounting 

GSO, Service Provider 
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CLIENTS STEPS AGENCY ACTIONS FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the duly 
accomplished 
disbursement 
voucher and 
supporting 
documents to the 
accounting 
personnel for 
verification 

1. Review and 
Prepare the Journal 
Entry Voucher based 
on the nature and 
classification of the 
financial transaction 
and submit to the 
Municipal 
Accountant 

None 10 Minutes 
Per Voucher 

 
Administrative Aide 

IV 
Accounting Office 

 1.1. Check and 
validate the 
completeness of 
supporting 
documents and 
determine the 
propriety and legality 
of the claim. After 
which, approval 
thereof 

None 5 Minutes Per 
Voucher 

 
Municipal 

Accountant-OIC 
Accounting Office 

 1.2. Log/Record the 
approved claim and 
forward to the 
Municipal 
Treasurer's Office for 
check preparation 

None 2 Minutes Per 
Voucher 

 
Administrative Aide 

IV 
Accounting Office 

TOTAL None 
17 Minutes   
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3. PROCESSING OF CLAIMS (PROCUREMENT OF GOODS, SERVICES  
AND INFRASTRUCTURE PROJECTS / PUBLIC BIDDING)  
 
The processing of claims for the procurement of goods, services and infrastructure projects must be accompanied 
by all the necessary supporting documents as defined under COA Circular 2012-001 and other pertinent 
amendments for procurements thru public bidding under the Revised IRR of RA 9184. It is expected that the 
Office/Unit/Project under which the disbursement falls on the Approved Annual or Supplemental Budget or the 
implementing office has faithfully complied with the procedural, technical and legal requirements for the 
disbursement to be valid and legal. 
 

Office or Division: Office of the Municipal Accountant 
Classification: Simple 

Type of Transaction G2G – Government to Government  
G2B- Government to Business 

Who may Avail: LGU Concerned Offices, Supplier, Service Provider 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Journal Entry Voucher (2 Original) Accounting Office 
2. Disbursement Voucher (2 Original) Office Concern 
3. Obligation Request (2 Original) Municipal Budget Office (MBO) 
4. Supplier's Charge Invoice/Delivery Receipt (1 
Original)  Supplier 

5. Purchase Request/Job Request (2 Original) Office Concern 
6. Accomplished Canvass/Request for Quotation 
(2 Original) GSO, Supplier 

7. Abstract of Quotation (2 Original) Bids and Awards Committee (BAC), GSO 
8. Purchase Order/Job Order (4 Original) Concerned local office, Supplier 
9. Inspection/ Acceptance Report (2 Original General Services Office, Responsible local Office 
10. Waste Material Report (4 Original) General Services Office, Responsible local Office 
11. Memorandum Receipt (For Goods) (3 Original) General Services Office, Responsible local Office 
12. Inventory Custodian Slip (For Goods) (3 
Original) General Services Office, Responsible local Office 

13. Statement of Account (For Services) (1 
Original, 1 Photocopy) Service Provider 

14. Contract of Services (For Services) (1 Original, 
1 Photocopy 
Note: Attachments should always be consistent 
with Government Accounting 

GSO, Service Provider 

CLIENTS STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the duly 
accomplished 
disbursement voucher 
and supporting 
documents to the 
accounting personnel 
for verification 

1. Review and Prepare 
the Journal Entry 
Voucher based on the 
nature and 
classification of the 
financial transaction 
and submit to the 
Municipal Accountant 

NONE 10 Minutes Per 
Voucher 

Administrative Aide 
IV 

(Accounting Office)  
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1.1. Check and validate 
the completeness of 
supporting documents 
and determine the 
propriety and legality of 
the claim. After which, 
approval thereof 

NONE 5 Minutes Per 
Voucher 

Municipal 
Accountant-OIC 

(Accounting Office) 

 

 

 

  

1.2. Log/Record the 
approved claim and 
forward to the 
Municipal Treasurer's 
Office for check 
preparation 

NONE 2 Minutes  
Administrative Aide 

IV 
(Accounting Office) 

 

 

 

TOTAL NONE 17 Minutes    
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4. PROCESSING OF TERMINAL LEAVE BENEFITS  
Processing of terminal leave benefits must be accompanied by the necessary supporting 
documents as defined under COA Circular 2012-001 and other pertinent amendments. It is 
expected that the Office under which the disbursement falls on the Approved Annual or 
Supplemental Budget or the implementing office has faithfully complied with all the legal 
requirements for the disbursement to be valid and legal. 
 

Office: Office of the Municipal Accountant 
Classification: Simple 
Type of 
Transaction 

G2G – Government to Government  
G2C- Government to Citizen 

Who may Avail: LGU Regular, Casual and Job Order Employees 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Disbursement Voucher (2 Original) 

 Office Concern 

2. Obligation Request (2 Original) Municipal Budget Office (MBO) 

3. Clearance from money, property and legal 
accountability (2 Original) 

Human Resource Management 
Office (HRMO) 

4. Certificate of leave credits issued by the HRMO (2 
Original) 

Human Resource Management 
Office (HRMO 

5 . Approved leave application (2 Original) 
Human Resource Management 
Office (HRMO) 

6. Complete service record (2 Original) 
 

Human Resource Management 
Office (HRMO) 

7. Statement of Assets, Liabilities and Net Worth 
(SALN) (2 Original) Applicant 

8. Certified photocopy of appointment/Notice of 
Salary Adjustment (NOSA) showing the highest salary 
received if the salary under the last appointment is not 
highest. (1 Original, 1 Photocopy) 

Human Resource Management 
Office (HRMO) 

9. Computation of terminal leave benefits duly 
signed/certified by the accountant (2 Original) 

Human Resource Management 
Office (HRMO) 

10 . Applicant's authorization (in affidavit form) to 
deduct all financial obligations with the 
employer/agency/LGU (1 Original, 1 Photocopy) 

Applicant/ Legal Office 

11. Affidavit of applicant that there is no pending 
criminal investigation or prosecution against him/her 
(RA No. 3019) (1 Original, 1 Photocopy) 

** Additional requirements in case of death of 
claimant (1 Original, 1 Photocopy) 

Applicant/ Legal Office 

12. Death certificate authenticated by NSO (1 Original, 
1 Photocopy) 

Person representing the Applicant 

13. Marriage contract authenticated by NSO (1 
Original, 1 Photocopy) 

Person representing the Applicant 
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14. Birth certificates of all surviving legal heirs 
authenticated by NSO (1 Original, 1 Photocopy) Person representing the Applicant 

15 Designation of next- of - kin (1 Original, 1 
Photocopy) 

 
Person representing the Applicant 

16. Waiver of rights of children 18 years old and above 
(1 Original, 1 Photocopy) Person representing the Applicant 

 
CLIENTS STEPS AGENCY ACTIONS FEES 

TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the duly 
accomplished 
disbursement 
voucher and 
supporting 
documents to the 
accounting 
personnel for 
verification 

1.1 Review and 
Prepare the Journal 
Entry Voucher based 
on the nature and 
classification of the 
financial transaction 
and submit to the 
Municipal Accountant 

None 10 Minutes 
Per Voucher 

 
Administrative 

Officer IV 
Accounting 

Office 

 1.2. Check and validate 
the completeness of 
supporting documents 
and determine the 
propriety and legality of 
the claim. After which, 
approval thereof 

None 5 Minutes Per 
Voucher 

Municipal 
Accountant-

OIC 
Accounting 

Office 

 1.3 Log/Record the 
approved claim and 
forward to the 
Municipal Treasurer's 
Office for check 
preparation 

None 2 Minutes Per 
Voucher 

Administrative 
Aide IV 

Accounting 
Office 

TOTAL None 
 

17 minutes 
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MUNICIPAL TREASURER’S OFFICE 
 

External Services 
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1. CALIBRATION OF GASOLINE/FUEL PUMP 

Protection of the oil consumed by the public through efficient and effective checking of oil pumps in 
gasoline stations. We shall promote an environment of fairness in this industry thru mandatory 
assessment, inspection, calibration /testing and sealing of gasoline pumps. 

Office or Division: Municipal Treasurer's Office 

Classification: Simple 

Type of Transaction: G2C- Government to Citizen 

Who may avail: All gasoline stations within the Municipality of General Tinio 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Approved letter of the client to  
schedule the on-site calibration,   
and sealing  

Client 
Municipal Treasurer 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID PROCESSING TIME 
PERSON 

RESPONSIBLE 

1. Submit the letter  

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
1.1 Receive the 
letter NONE 5 mins 

Admin. 
Assistant I 
(Municipal 
Treasurer’s 

Office) 

 
2. Wait for approval 1.2 Provide update 

to the client on the 
approval of the 
letter thru 
notice/telephone 
call 

NONE 1 day  

 

3. Upon approval of 
the request, pay the 
inspection fee 

3. 1. Receive 
payment 

3.2 Issue Original 
Receipt (OR) 

 
 
 
 

 

 

5 mins 

 

 

Admin Aide III 
(Municipal 
Treasurer’s 

Office) 

4. Attend to the on-
site calibration and 
sealing activity.  

4.1Perform the 
calibration and 
sealing. 

 
NONE 

 
  30 minutes 

Admin Aide III, 
Admin Assistant 

II (Municipal 
Treasurer’s 

Office) 

 TOTAL NONE 1 day, 40minutes  

 
 
 
 



 

68 
 

 
 
 

 

2. ISSUANCE OF COMMUNITY TAX CERTIFICATE (CTC)/ CEDULA 

A Community Tax Certificate (CTC) is a basic document acquired by any individual or citizen at least 18 
years of age and above or juridical person for proper identification and his residence which can be 
used for legal transaction. 

Office or Division: Municipal Treasurer's Office 

Classification: Simple 

Type of Transaction: G2C- Government to Citizen; G2G-Government to Government 

Who may avail: All residents of General Tinio 18 years old and above and or those who are engaged in 
business or occupation, or who owns real property with an aggregate assessed value 
of One thousand pesos (P1,000.00) or more, or who is required by law to file an 
income tax return. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Client information form 

2. 1 Original Valid Government-issued 
ID 

3.Corporation Income Tax Return (ITR) 
(1) photocopy of Original 
 

4.Order of payment for New and 
Renewal of Business 
Taxes/Business Permit and other 
regulatory fees 

Municipal Treasurer’s Office 

PSA, Philhealth, BIR, COMELEC, SSS, LTO,PRC,OSCA 

 
BIR 
 

BPLO 

MTO 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCES

SING 
TIME 

PERSON 
RESPONSIBLE 

1. Secure and fill-out 
client information form 1.1 Provide the 

client information 
form  NONE 

5 mins 

 

Admin. Aide II 
(Municipal Treasurer’s 

Office) 

 

 

2. Submit client 
information form and 
valid ID 

 

2.1 Receive and 
check the 
completeness of 
data provided by 
the client 

2.2. Encode data 
to the certificate 

NONE 

3 mins 

 

5 mins 

 

 

Admin Aide II (Municipal 
Treasurer’s Office) 

 

Admin Aide II (Municipal 
Treasurer’s Office) 
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3. Secure Payment 
Order 

2.1 Provide 
Payment Order 

NONE 2 mins 

Licensing Officer I  

(BPLO) 

 

4. Pay the required fee 3.1 Receive 
payment and 
Issue Original 
Receipt 

3.1 Basic tax 
(Unemployed/Senior 
Citizens/PWD/Indigents):   

                     PHP 50.00 

3.2 Employed 

      Basic Salary x 12  
           1000       + PHP 50.00 
 
3.3 Business Permit 
 Gross sales 
       1000        + PHP 50.00 
 

+ 2% penalty (April 
to December) 

 

2 mins 

Admin Aide II (Municipal 
Treasurer’s Office) 

 

4. Sign and put 
thumbmark on the CTC 

4. Sign the 
CTC/Cedula 

 

NONE 5 
Municipal Treasurer 
(Municipal Treasurer’s 

Office) 

5. Receive the 
CTC/Cedula 

 

5. Release the 
CTC/Cedula 

 

NONE 1 minute 
Admin Aide II (Municipal 

Treasurer’s Office) 

 

TOTAL 

Basic tax 
(Unemployed/Senior 
Citizens/PWD/Indigents
):   

                     PHP 50.00 

3.2 Employed 

      Salary x 12  
           1000       + Basic tax 
 
3.3 Business Permit 
 Gross sales 
       1000        + PHP 50.00 
 

+ 2% penalty (April 
to December) 

23 
minutes 
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3. ISSUANCE OF REAL PROPERTY TAX CLEARANCE 

Real Property Tax Clearance is issued upon the request of the client/or his representative as required 
by other local offices (e.g., securing building permit), or as a requirement for property transfer, 
mortgage or loans, judicial proceedings, or for whatever purpose it may serve 

The Treasurer’s Office issues Real Property Tax Clearance to real property units with full payment on 
current accounts and no delinquency of prior-year/s accounts. 

Office or Division: Municipal Treasurer's Office 

Classification: Complex 

Type of Transaction: G2C- Government to Citizen, G2G- Government to Government 

Who may avail: All tax payers (individual/organizations) within the Municipality of General Tinio 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. For Declared Principal Owner: 
  
1.1. (1) Latest Original Official tax 
receipt of updated real property taxes or 
(1) Certified Latest Copy of 
Original Official Tax Receipt of updated 
real property taxes 
 
1.2. (1) Original Current Tax Declaration 
or (1) Certified Photocopy of Current Tax 
Declaration 
 
1.3. (1) Original Official Receipt for Tax 
Clearance Fees 
or (1) Certified Copy of Latest 
Official Receipt for Tax 
Clearance Fees 
 
1.4. (1) Valid Government-issued ID of 
the Declared Principal Owner 
 
2. For Authorized Representative: 
 
2.1. (1) original copy of Special Power of 
Attorney (SPA) of the Declared Principal 
Owner /Payor for his/her authorized 
representative  
or Notarized Authorization of the 
Declared Owner /Payor for 
his/her authorized representative 
 
Latest /Current (1) Original Official tax 
receipt of updated real property taxes or 
(1) Latest Certified Copy of Original 
Official Tax 
Receipt of updated real property taxes 

 

 

Municipal Assessor’s Office 

Municipal Treasurer’s Office 

 

Municipal Assessor’s Office 

 

 

Municipal Treasurer’s Office 

 

 

PSA, Philhealth, BIR, COMELEC, SSS, LTO, PRC, OSCA 

 

 

 

Notary Public 

 

 

 

 

Municipal Treasurer’s Office 
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2.2. (1) Copy of Current Tax Declaration 
or (1) Certified Copy of Current Tax 
Declaration 
 
2.3. (1) Valid Government-issued ID of 
the Declared Principal Owner and 
authorized representative 
 
 
3.  For the authorized representatives 
of the Deceased declared principal 
owner:  
 
In addition to the required documents for 
Authorized Representative, the following 
shall be provided for the verification of 
the connection of the applicant to the 
deceased property owner: 
 
3.1 Copy of Notarized Extra 
Judicial Settlement of Estate / 
Affidavit of Self Adjudication 
 
3.2 Original Copy of the Death 
Certificate of the declared owner  
 
3.4 Original Copy of Marriage Certificate 
or Birth Certificate (immediate family, 
heirs/kins) (if applicable) 
 
3.5 (1) Original Valid ID of 
the Payor /Declared Principal 
Owner’s immediate heirs or 
administrator 
 

 

 

 

Municipal Assessor’s Office 

 

PSA, Philhealth, BIR, COMELEC, SSS, LTO,PRC,OSCA 

 

 

 

 

 

 

 

 

 

Lawyer 

 
Philippine Statistics Office; 
Municipal Civil Registrar 
 
Philippine Statistics Office; 
Municipal Civil Registrar 
 
 
 
PSA, Philhealth, BIR, COMELEC, SSS, LTO 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSI

NG TIME 
PERSON 

RESPONSIBLE 

1. Prepare and 
submit all 
requirements 

 

 

2. For clients with tax 
delinquency, kindly 
settle delinquencies 
before proceeding 
with the application 
for tax clearance. 

1.1Receive and 
check 
completeness of 
requirements 

 

 

2.1 Provide 
details/order of 
payment of 
delinquency and 
receive 
corresponding 

NONE 

10 mins 

 

 

 

5 mins 

 

Admin. Aide IV 

Admin Assist IV 

(Municipal 
Treasurer’s Office) 

 

 

Admin Aide IV 

Admin Assist IV 

Cashier 

(Municipal 
Treasurer’s Office) 
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payment. Provide 
Original Receipt 
(OR) 

 

3. Receive 
Payment Order 3.1 Provide 

Payment Order 
NONE 

 

2 mins 

 

Admin Aide IV 

(Municipal 
Treasurer’s Office) 

 

4. Pay the required 
fee 

4.1 Receive 
payment  

PHP 75.00 

3 mins 

Cashier 
(Municipal 

Treasurer’s Office) 

 

5. Claim signed 
Tax Clearance 

5.1 Sign and 
Issue Tax 
Clearance 

NONE 
 

10 mins 

Municipal 
Treasurer; 

Admin Aide IV 
 

(Municipal 
Treasurer’s Office) 

 
 

TOTAL PHP 75.00 
 25 

minutes 
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4. MARKET RENTAL FEES COLLECTION 

 Regular collection of market rental and other regulatory fees. 

Office or Division: Municipal Treasurer's Office 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: All market occupants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Latest Original Receipt of rental and 
maintenance fee payment     
         
  2. Notice of Delinquency (if applicable) 

Municipal Treasurer’s Office 
 
 
Municipal Treasurer’s Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSI

NG TIME 

PERSON 
RESPONSIB

LE 

1. Present the 
requirements to the 
officer in-
charge                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

1.1 Receive and 
verify details of the 
documents 
presented 

NONE 5 mins 

Admin. 
Assistant IV 

(Municipal 
Treasurer’s 

Office) 

 
2. Receive Order of 
Payment 

2.1 Issue Order of 
Payment NONE 3 mins 

Cashier  
(Municipal 
Treasurer’s 

Office) 
 

3. Pay the requested 
amount  

3. 1. Receive 
payment 

 

 

3.2 Issue Original 
Receipt (OR) 

 
a. Primary sales stalls: 
Stall size (sqm) x PHP165.00 
 
b. Secondary sales stalls: 
Stall size (sqm) x PHP150.00 
 
c. Tertiary sales stall: 
Stall size (sqm) x PHP130.00 
 
Maintenance Fee: PHP 50.00 

 

 

 

 

5 mins 

 

 

Admin 
Assistant IV 

(Municipal 
Treasurer’s 

Office) 

 

TOTAL 

a. Primary sales stalls: 
Stall size (sqm) x PHP165.00 
 
b.Secondary sales stalls: 
Stall size (sqm) x PHP150.00 
 
c. Tertiary sales stall: 
Stall size (sqm) x PHP130.00 
Maintenance Fee: PHP 50.00 

13 minutes  
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5. REAL PROPERTY TAX COLLECTION 

Real Property Units (RPUs) within the jurisdiction of the municipality classified as Residential, 
Commercial, Industrial, Agricultural and as well as those Special Classes hereby levied an annual 
ad valorem tax which depends on its assessed value of lands, buildings, machinery and other 
improvements. 

Office or Division: Municipal Treasurer's Office 

Classification: Simple 

Type of Transaction: G2C- Government to Citizen; G2G-Government to Government 

Who may avail: All real property tax payers (individual/organizations) within the Municipality of General 
Tinio 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Notice of Tax Assessment 

2. Present Latest (1) Original or certified 
copy of the Original Receipt of latest 
updated real property tax payment 
 
3. Notice of Tax Delinquency (if 
applicable) 

Municipal Assessor’s Office 

 
Municipal Treasurer’s Office 
 
 
 
Municipal Treasurer’s Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSI

NG TIME 
PERSON 

RESPONSIBLE 

1. Present the 
Notice of Tax 
Assessment/ latest 
OR/ Notice of Tax 
Delinquency 

1. 1Receive and 
check the details 
in the Notice/OR/ 
Notice of Tax 
Delinquency 

NONE 
5 mins 

 

 
Admin. Asst. IV 
Admin. Aide IV 

(Municipal 
Treasurer’s Office) 

2.Receive Payment 
Order 2.1 Provide 

Payment Order NONE 
 

3 mins 

 
Admin. Asst. IV 
Admin. Aide IV 

(Municipal 
Treasurer’s Office) 

3.Pay the required 
fee 

3.1 Receive 
payment  

Assessed value x 2% (1% Basic 
& 1% for SEF) x No. of year/s 5 mins 

Cashier 
(Municipal 

Treasurer’s Office) 
4.Secure Original 
Receipt (for 
reference on next 
payment) 

4.1 Issue Original 
Receipt 

 

 
 

2 mins 

Admin Aide IV 

(Municipal 
Treasurer’s Office) 

 
TOTAL 

Assessed value x 2% (1% 
Basic & 1% for SEF) x No. of 
year/s 

15 
minutes 
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6. REGISTRATION AND TRANSFER OF LARGE ANIMALS 
 

 Registration, transfer and tagging of livestock (cattle, horse, carabao and goat). 

Office or Division: Municipal Treasurer's Office 

Classification: Complex 

Type of Transaction: G2C-Government to Citizen 

Who may avail: All local owners of Large Animals (Cattle, Horse and Carabao) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. (1 original,1 photocopy)  
of Barangay Certificate of  
Ownership to show proof of  
initial ownership of large  
animal       
         
  2. (1) original copy of the Approved letter 
of the client to schedule the cattle tagging  
 
3. (1) original and (1) photocopy of valid 
government-issued ID 
 

 
Barangay Hall 
 
 
 
 
Client 
 
 
 
PSA, Philhealth, BIR, COMELEC, SSS, LTO,PRC,OSCA 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSI

NG TIME 

PERSON 
RESPONSIB

LE 

1. Submit the 
Barangay Certificate 
of Ownership of 
animal/s and request 
letter for schedule of 
branding/tagging                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

1. Receive and 
verify the validity of 
the document NONE 10 mins 

Admin. Aide 
IV 

(Municipal 
Treasurer’s 

Office) 

 

 
2. Receive approved 
copy of the letter 

2. Approve and 
transmit approved 
request for 
schedule of 
branding/tagging 

NONE 10 mins 

Admin Aide 
IV; Municipal 

Treasurer 
(Municipal 
Treasurer’s 

Office) 
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3. Provide Order of 
Payment and pay the 
corresponding fees 

3. 1. Receive 
Payment Order 
and payment 

 

 

 

 

 

 

 

 

 

3.2 Issue Original 
Receipt (OR) 

 
3.1.1 For Original Ownership  
a. Branding/Tagging    
          Services:   PHP 100.00                    
b. Document: PHP100.00                                                           
c. Registration: PHP 5.00                                
d. Documentary Stamp                    
                           PHP 5.00                                                  
3.1.2. For Transfer of Ownership  
a. Transfer of Ownership:      
                           PHP 100.00                                         
b. Document      P100.00                                                   
c. Documentary Stamp           
                          PHP 10.00  
3. For each certificate of  
Ownership:          P100.00          
4. For each certificate of  

Transfer:             P100.00   
5. For registration of private 
branding/tagging:    
                  PHP 200.00    
 
 

NONE 

 

5 mins   

 

Cashier 

(Municipal 
Treasurer’s 

Office) 

 
4. Receive the 
Certificate of 
Ownership 

4. Sign and issue 
the certificate 

 
NONE 

 

Municipal 
Mayor 

Admin Aide 
IV 

(Municipal 
Treasurer’s 

Office) 
 

 

TOTAL 

1. For Original Ownership: 
              PHP 210.00 
 
2. For Transfer of Ownership: 
              PHP 610.00 

25 minutes  
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MUNICIPAL TREASURER’S OFFICE 
 

Internal Services 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1

1  
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1. CHECK PAYMENT OF DISBURSEMENT VOUCHERS 

 Disbursements through checks for payment of all government obligations. 

Office or Division: Municipal Treasurer's Office 

Classification: Complex 

Type of Transaction: G2G-Government to Government 

Who may avail: All LGU Offices and other entities involved in the procurement of LGU-related 
goods and services. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Obligation Request (OBR) 
2.Purchase Request (PR) 
3.Purchase Order (PO) 
4.Disbursement Voucher (DV) 

Municipal Budget Office 
End-user 
End-user 
GSO 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

 

1. Submit OBR and 
PO for approval of the 
Municipal 
Treasurer                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

1. Receive, check 
for availability of 
funds and sign PR. NONE 1 day 

 

Municipal 
Treasurer 

(Municipal 
Treasurer’s 

Office) 
 
2. Submit approved 
PO and DV 

2. Receive, check 
and sign PO and 
DV. 

NONE 1 day 

 

Municipal 
Treasurer 

(Municipal 
Treasurer’s 

Office) 
 

 

3. Wait for the 
release of check.  

3.Prepare check 
and sign 

 
 

NONE 

 

1 day 

 

 

Admin Aide IV; 

Municipal 
Treasurer 

(Municipal 
Treasurer’s 

Office) 
 
4. Claim the check. 4. Release check 

and record the 
transaction. 

 
NONE 

 
1 day 

Admin Aide IV 

(Municipal 
Treasurer’s 

Office) 
 TOTAL NONE 4 days  
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MUNICIPAL ASSESSOR’S OFFICE 
 

External Services 
 
 
 
 
 
 
 
 
 
 
 



 

80 
 

 
1. ISSUANCE OF CERTIFIED TRUE COPY OF TAX DECLARATION AND  

OTHER ASSESSMENT RECORDS 
 
This document is used for legal purposes such as property transfers, bank transactions, or compliance 
with government requirements 
 

Office or Division: Office of the Municipal Assessor 

Classification: Simple 

Type of Transaction: 
G2C-Government to Citizen 
G2B-Government to Business 
G2G- Government to Government 

Who may avail: a. Owner/Taxpayer of Real Property or any Authorized representative                
b. Bank                                                                                                                  
c. Lending Institution  
d. d. Surveyor e.  
e. Court 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Accomplished Client Request Form 

(CRF) 
2. Real Property Tax Receipt 
3. Photocopy of Title 
4. Deed of Sale 
5. Authorization Letter (if the requesting 

party is not the declared owner) 

1. Client 
2. Treasurer’s Office 
3. Registry of Deeds 
4. Legal issuance of a lawyer 
5. Property owner 

CLIENTS STEPS AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Accomplish the 
Client Request Form 
(CRF) 

1.1 Assess the 
CRF 
 
 
 
 

 
1.2 Advise the 

client to 
submit the 
requirements 

NONE 
 
 
 
 
 
 

NONE 

1 minute 
 
 
 
 
 

 
2 minutes 

Tax Mapping Aide,  
Messenger, 

Demo I 
(Mun. Assessor’s 

Office) 
 

Repro. Mach. Optr. II, 
Assessor’s Office 

 
Municipal Assessor 

2. Submit the 
requirements 

2.1 Receive and 
verify the 
details 
provided in 
the 
requirements 
 

2.2 Issue Order of 
Payment 

NONE 
 
 
 
 

NONE 

       2 minutes 
 
 

 
 

1 minute 

Tax Mapping Aide, 
(Mun. Assessor’s Office) 

 
 

 
Messenger,  

(Mun. Assessor’s 
Office) 

 
 

3. Pay the 
corresponding fee at 
the Municipal 
Treasurer’s Office 

3.1 Accept the 
payment 
based on the 
Order of 
Payment 

PHP 
80.00 

 
 
 

2 minutes 
 

 
 
 

Cashier I, Municipal 
(Mun. Treasurer’s 

Office) 
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3.2 Issue the 

Official 
Receipt 

 
 
 

5 minutes 

4. Present to the 
Assessor’s Office the 
OR for processing, 
then receive the 
requested document 

4.1 Encode and 
print the 
document 

4.2 Record the 
amount, OR 
and 
Reference 
Numbers 

4.3 Sign and seal 
the document 

4.4 Release the 
Certified true 
copy of Tax 
Declaration to 
the client. 

NONE 
 
 

NONE 
 
 
 
 

NONE 
 
 

NONE 

2 Minutes 
 
 

2 minutes 
 
 
 

 
2 minutes 

Tax Mapping Aide, 
(Mun. Assessor’s 

Office) 
 

Messenger 
(Mun. Assessor’s Office) 

 
 
 

LAOO II 
(Mun. Assessor’s Office) 

 
 

Municipal Assessor 

TOTAL PHP 80.00 19 minutes  
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2. ISSUANCE OF CERTIFICATE OF NO IMPROVEMENT (CNI) 
 

This document is required by the BIR for Capital Gains Tax (CGT), loans application and other legal 
purposes. 
 

Office or Division: Office of the Municipal Assessor 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: All property owners  
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Photocopy of the Title                                                                
2. Deed of Sale/Donation or any other proof of 

ownership                  
3. Tax Payment       
4. Subdivision Plan with vicinity map 

1. Registry of Deeds 
2. Legal issuance of lawyer 
3. Treasurer’s Office 
4. DENR 

CLIENTS STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCES
SING 
TIME 

PERSON 
RESPONSIBLE 

1. Provide the name of the 
declared owner and area 
of the real property. 

1.1 Verify the 
improvement 
of the property 
based on the 
records/titles. 

1.2 Advise the 
client to fill-up 
the Client 
Request Form 
and submit the 
requirements. 

NONE 
 
 
 
 
 

NONE 

3 minutes 
 
 
 
 
 

2 minutes 

Tax Mapping Aide 
Messenger 
(Municipal 

Assessor’s Office) 
 

 
DEMO I 

Repro. Mach. 
Operator II 
(Municipal 

Assessor’s Office) 
 

2. Submit the 
accomplished CRF and 
other requirements 

2.1 Receive and 
verify the 
details 
provided in the 
request form 
and 
requirements. 
 

2.2 Issue Order of 
Payment 

NONE 
 
 
 
 
 
 

NONE 

5 
minutes 

 
 
 

 
1 minute 

Tax Mapping Aide 
(Municipal 

Assessor’s Office) 
 

 
 

Messenger 
(Municipal 

Assessor’s Office) 
 

3. Pay the corresponding 
fee at the Municipal 
Treasurer’s Office 

3.1 Accept the 
payment based 
on the Order of 
Payment 

3.2 Issue the 
Official Receipt 

NONE 
 
 
 
 

PHP80.00 

2 minutes 
 

 
 
 
5 
minutes 

 
Cashier I,  

(Municipal Treasurer’s 
Office) 
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4. Present to the 
Assessor’s Office the OR 
for processing then 
receive the document. 

4.1 Encode and 
verify the 
details of the 
document 

4.2 Print the 
Documents 
 

4.3 Record the 
amount, OR 
and Reference 
numbers. 

4.4 Sign and seal 
the document 
and release to 
the client. 

NONE 
 
 
 

NONE 
 
 

NONE 
 
 
 

NONE 
 

10 minutes 
 
 
 

2 minutes 
 

 
2 minutes 

 
 
 

2 minutes 

Tax Mapping Aide, 
(Mun. Assessor’s 
Office) 
 
 
Messenger, 
Assessor’s Office 
 
DEMO I, Assessor’s 
Office 
 
 
Repro. Mach. Optr. 
II, Assessor’s 
Office 
LAOO II, 
Assessor’s Office 
Municipal Assessor 

Total PHP 80.00 34 minutes  
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3. ISSUANCE OF PROPERTY/NO PROPERTY HOLDINGS 
 
 
This document is required to provide official record listing all properties (lands/improvements) owned by 
a person within the jurisdiction for tax, loan or legal purposes. 
 

Office or Division: Office of the Municipal Assessor 
Classification: Simple 
Type of Transaction: G2C-Government to Citizen 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Accomplished Client Request Form (CRF) 

 
1. Client 

CLIENTS STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Accomplish the Client 
Request Form (CRF) 
and provide the name 
of the Declared Owner 
and area of the property 

1.1 Assess the Client 
Request Form 
 

1.2 Verify the 
declared 
properties based 
on the records. 

 
 

1.3 Issue Order of 
Payment 

NONE 
 
 
 

NONE 
 
 
 

NONE 

1 minute 
 
 
 

2 minutes 
 
 
 

1 minute 

Tax Mapping 
Aide, (Mun. 
Assessor’s 

Office) 
 

Messenger, 
(Mun. Assessor’s 

Office) 
DEMO I, 

(Mun. Assessor’s 
Office) 

Repro. Mach. 
Optr. II, 

(Mun.Assessor’s 
Office) 

2. Pay the corresponding 
fee at the Municipal 
Treasurer’s Office 

2.1 Accept the 
payment based on 
the Order of 
Payment 

2.2 Issue the Official 
Receipt 

      
PHP 

80.00 

2 minutes 
 
 

5 minutes 

Cashier I,  
(Municipal 
Treasurer’s 

Office) 
 

3. Present to the 
Assessor’s Office the 
OR for processing then 
receive the document 

3.1 Encode and print 
the document 
 
 

3.2 Record the 
amount, OR and 
reference 
numbers 
 

3.3 Sign and seal the 
document 

 
 
 

NONE 
 
 
 

NONE 
 
 
 
 

NONE 

5minutes 
 
 
 

2 minutes 
 
 
 
 

2 minutes 
 
 
 
 

Tax Mapping 
Aide, 

(Assessor’s 
Office) 

Messenger, 
(Assessor’s 

Office) 
 
 

DEMO I,  
(Assessor’s 

Office) 
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3.4 Release the 
document to the 
client 

1 minute Repro. Mach. 
Optr. II, 

(Assessor’s 
Office) 

 
LAOO II, 

Municipal 
Assessor  

(Assessor’s 
Office) 

Total PHP 80.00 21 minutes  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

86 
 

 
 
 
 

 
 

4. ISSUANCE OF NOTICE OF ASSESSMENT 
 
Service information: To inform tax payers of the assessed value of this property. This document is 
essential  
for updating records and determining tax liabilities. 
 

Office or Division: Office of the Municipal Assessor 

Classification: Simple 

Type of Transaction: G2C- Government to Citizen 

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Title 
2. Receipt of Previous Payment  
3. Tax Declaration 

1. Registry of Deeds 
2. Treasurer’s Office 
3. Assessor’s Office 

CLIENTS STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Provide the name of 
Declared Owner and 
area of the property 

1.1 Verify the 
declared 
properties. 
 
 

1.2 Evaluate the 
declared 
properties to 
assess the 
area and 
requirements 

NONE 
 
 
 
 

NONE 
 

2 minutes 
 
 
 
 

2 minutes 
 

Tax Mapping Aide, 
Messenger 

(Mun. Assessor’s 
Office) 

 
 

DEMO I, Repro. 
Mach. Optr. II, 

 (Mun. Assessor’s 
Office) 

 
 

2. Receive the document 2.1 Print the 
document 
 
 

2.2 Release the 
document to 
the client 

NONE 
 
 
 

NONE 

2 minutes 
 
 
 

2 minutes 

Tax Mapping Aide,  
Messenger,  
(Mun. Assessor’s 
Office) 
 
DEMO I, 
Repro. Mach. 
Optr. II, (Mun. 
Assessor’s Office) 
 
 

Total NONE 8 minutes  
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5. LOCATION OF REAL PROPERTY/TAX MAP 
 
Service information: This document identifies the location, boundaries and lot information of a property  
based on existing records and in Geographic Information System (GIS) 
 

Office or Division: Office of the Municipal Assessor 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: Property Owner/Declared Owner of property located in the Municipality 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Photocopy of Certificate of Title 
2. Subdivision Plan 

1. Registry of Deeds 
2. DENR 

CLIENTS STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Accomplish the Client 
Request Form (CRF) 

1.1 Assess the CRF. 
 
 

1.2 Advise the client 
to submit the 
documents need. 

NONE 
 
 

NONE 

1 minute 
 
 

2 minutes 

Tax Mapping 
Aide, (Mun. 
Assessor’s Office) 
 
Messenger, 
Assessor’s 
Office 

2. Submit the 
requirements 

2.1 Receive and verify 
the details 
provided 
 
 

2.2 Issue Order of 
Payment. 

NONE 
 
 
 

NONE 

2 minutes 
 
 
 

1 minute 

Tax Mapping 
Aide, (Mun. 
Assessor’s Office) 
 
Messenger, 
(Mun. Assessor’s 
Office) 
 

3. Pay the corresponding 
fee at the Municipal 
Treasurer’s Office. 

3.1 Accept the 
payment based on 
the Order of 
Payment. 

3.2 Issue the Official 
Receipt 

P 100.00 2 minutes  
Cashier I 

(Mun. Treasurer’s 
Office) 

 

4. Present to the 
Assessor’s Office the 
OR for processing the 
Sketch Plan 

4.1 Plot to the GIS and 
print the 
documents 
 
 

4.2 Record the 
amount, OR and 
Reference 
numbers. 

4.3 Sign, seal the 
document and 
release to the 
client. 

NONE 
 
 
 
 
 

NONE 
 
 

NONE 

6 minutes 
 
 
 
 

 
3 minutes 

 
 

2 minutes 

DEMO I, (Mun. 
Assessor’s Office) 
 
 
Reproduction 
Mach. Optr. II, 
(Mun. Assessor’s 
Office) 
 
 
Municipal 
Assessor 

Total NONE 19 minutes  
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6.TRANSFERS FOR LAND, BUILDING AND MACHINERY/ASSESSMENT REVISIONS  
AND DECLARED NEW PROPERTIES. 

 
This refers to the revisions, annotations, corrections and transfers of assessment for land, building & 
machinery and newly declared properties that were processed and brought to Provincial Assessor’s 
Office for approval. 
 

Office or Division: Office of the Municipal Assessor 
Classification: Simple 
Type of Transaction: G2C-Government to Citizen 
Who may avail: All new property owner 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Certificate of Title                                                                      
2. Transfer Tax 
3. Subdivision Plan                                                  
4. Tax Receipt 
5. Certificate Authorizing Registration (CAR) 

1. Registry of Deeds                        
2. Provincial Treasurer’s Office 
3. DENR                                        
4. Treasurer’s Office 
5. BIR 

CLIENTS STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the required 
documents 

1.1 Received and 
checked the 
completeness of 
the documents 

1.2 Issue Order of 
Payment 

NONE 
 

NONE 

10 minutes LAOO II, 
 (Mun. 
Assessor’s 
Office) 

2. Pay the corresponding 
fee at the Treasurer’s 
Office 

2.1 Accept the 
payment based 
on the Order of 
Payment 

2.2 Issue the Official 
Receipt 

P 50.00 
P 250.00 

NONE 

2 minutes LAOO II, 
 (Mun. 
Assessor’s 
Office) 

3. Wait while the tax 
declaration is on 
process 

3.1 Prepare the tax 
declaration for 
approval of the 
Municipal 
Assessor 
 

3.2 Encode the tax 
declaration 

 
 

3.3 Review the tax 
declaration 
 
 

3.4 Signed the tax 
declaration for 
approval of the 
Provincial 
Assessor 

NONE 
 
 
 
 

NONE 
 
 
 

NONE 
 
 
 

NONE 
 
 

 
 

NONE 

10 minutes 
 
 
 
 

10 minutes 
 
 
 

5 minutes 
 
 
 

1 minute 

Tax Mapping 
Aide,  
Messenger, 
(Mun. 
Assessor’s 
Office) 
 
 
DEMO I, A 
(Mun. 
Assessor’s 
Office) 
 
Reproduction 
Mach. Optr.II, 
(Mun. 
Assessor’s 
Office) 
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3.5 Endorsed the tax 
declaration to 
the Provincial 
Assessor’s 
Office for 
approval. 

LAOO II, (Mun. 
Assessor’s 
Office) 
Municipal 
Assessor 

4. Claim the approved 
Tax Declaration 

4.1 Inform the client 
upon approved 
from the 
Provincial 
Assessor & 
released the 
approved tax 
declaration 

NONE 1 minute Tax Mapping 
Aide, 
Messenger,  
(Mun. 
Assessor’s 
Office) 

Total PHP 300.00 44 minutes  
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MUNICIPAL HEALTH OFFICE 
 

External Services 
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1. ANIMAL BITE TREATMENT CENTER (ABTC) 

To provide medical care for patients exposed to potential rabies from animal bites or scratches. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All individuals exposed to animal bite/scratches 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
NONE  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Go to triage for vital 
signs taking. 
(BP,Ht,Wt,Temp) 

1.1. Interview client 
and record vital signs 
to Individual Treatment 
Record. 
 
1.2. Inform client for 
medical consultation 

NONE 
 
 
 
 
NONE 

10 minutes 
 
 
 
 
2 minutes 

ABTC Nurse/Staff  
(Mun. Health Office) 
 
 
 
ABTC Nurse/Staff 
(Mun. Health Office) 
 

2. Proceed to Doctor’s 
room for checkup. 

2. Checkup patient and 
give orders. 

NONE 30 minutes Physician  
(Mun. Health Office) 

3. Return to ABTC Room. 3.1. Check Doctor’s 
order. 
 
3.2. Issue order of 
payment 

NONE 
 
 
NONE 

5 minutes 
 
 
5 minutes 

ABTC Nurse 
(Mun. Health Office) 
 
ABTC Nurse/Staff 
(Mun. Health Office) 

4. Pay the required fee at 
the Municipal Treasurer’s 
Office. 

4. Receive payment 
and issue official 
Receipt. 

PHP 300.00 
*(if LGU 
procured) 
 
NONE *(if 
from DOH) 

10 minutes Treasurer’s Staff 
(Mun. Health Office) 
 

5. Return to ABTC Room. 5.1. Validate OR and 
record to logbook. 
 
5.2. Prepare vaccines 
needed. 

NONE 
 
 
NONE 

5 minutes 
 
 
10 minutes 

ABTC Nurse/Staff 
(Mun. Health Office) 
 
ABTC Nurse/Staff 
(Mun. Health Office) 

6. Receive anti-rabies 
vaccine/serum and 
tetanus toxoid/ATS if 
needed. 

6.1. Administer vaccine 
as per MD’s order. 
 
6.2. Give ABTC 
vaccination card and 
remind next 
vaccination schedule. 
 
6.3. Inform patient for 
post vaccination 
monitoring at least 
15minutesutes. 

NONE 
 
 
 
NONE 
 
 
 
 
NONE 

10 minutes 
 
 
 
5 minutes 
 
 
 
 
3 minutes 

ABTC Nurse 
(Mun. Health Office) 
 
 
ABTC Nurse/Staff 
(Mun. Health Office) 
 
 
 
ABTC Nurse/Staff 
(Mun. Health Office) 

7. Proceed to waiting area 
for monitoring of possible 
AEFI. 

7. Monitor patient for 
possible AEFI. 

NONE 15 minutes ABTC Nurse/Staff 
(Mun. Health Office) 



 

92 
 

8. Proceed to pharmacy if 
applicable. 

8. Claim available 
medications. 

NONE 10 minutes Pharmacist 
(Mun. Health Office) 

TOTAL PHP 300.00 
*(if LGU 
procured) 
 
NONE *(if 
from DOH) 

2 hours  
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2.CONTRACEPTIVE IMPLANT INSERTION 

Service providing the insertion of Implant as modern family planning method. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All women of reproductive age (10-49years old) qualified for Implant 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
NONE  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Obtain vital signs 
(BP,Ht,Wt,Temp) 

1.1 Assess client 
and record vital 
signs to 
Individual Patient 
Record. 
 
1.2. Perform 
health education 
about Implant. 
 
1.3. Secure 
consent to client. 
 
1.4. Prepare 
materials need 
for implant 
insertion. 

NONE 
 
 
 
 
NONE 
 
 
 
NONE 
 
 
NONE 

5 minutes 
 
 
 
 
10 minutes 
 
 
 
3 minutes 
 
 
5 minutes 

Midwife/Brgy. Health 
Aide 
(Mun. Health Office) 
 
 
Midwife 
(Mun. Health Office) 
 
 
Midwife/Brgy. Health 
Aide (Mun. Health 
Office) 
 
Midwife 
(Mun. Health Office) 
 

2. Avail implant 
 

2.1. Perform implant 
insertion 
 
2.2. Give schedule of 
next visit or follow up. 

NONE 
 
 
NONE 
 

15 minutes 
 
 
2 minutes 
 

Midwife 
(Mun. Health Office) 
 
Midwife/Brgy. Health 
Aide (Mun. Health 
Office) 

TOTAL NONE 42 minutes  
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3. DENTAL SERVICES 

 
Services offered for tooth extraction/removal of decayed tooth. 

 
Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All patients requiring dental care/tooth extraction  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
NONE  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Go to triage for vital 
signs taking. 
(BP,Ht,Wt,Temp) 

1.1 Interview client 
and record vitas signs 
to Individual 
Treatment Record. 
 
1.2. Assess tooth for 
extraction. 
 
1.3. Issue order of 
payment 

NONE 
 
 
 
 
NONE 
 
 
NONE 

5 minutes 
 
 
 
 
10 minutes 
 
 
5 minutes 

Dental Aide 
(Mun. Health Office) 
 
 
 
Dentist 
(Mun. Health Office) 
 
Dental Aide 
(Mun. Health Office) 

2. Pay the required fee at 
the Municipal Treasurer’s 
Office. 

2. Receive payment 
and issue official 
Receipt. 

PHP 100.00 10 minutes Cashier I 
(Mun. Treasurer’s 
Office) 

3. Return to Dental Room 
for the tooth extraction. 

3.1. Validate and 
record OR. 
 
3.2. Prepare 
instruments for the 
procedure. 
 
3.3. Perform tooth 
extraction. 
 
3.4. Provide home 
care and give 
prescription. 
 
3.5. Reminutesd 
schedule of follow up 
if needed. 

NONE 
 
 
NONE 
 
 
 
NONE 
 
 
NONE 
 
 
 
NONE 

5 minutes 
 
 
10 minutes 
 
 
 
30 minutes 
 
 
10 minutes 
 
 
 
3 minutes 

Dental Aide 
(Mun. Health Office) 
 
Dentist/Dental Aide 
(Mun. Health Office) 
 
 
Dentist 
(Mun. Health Office) 
 
Dentist/Dental Aide 
(Mun. Health Office) 
 
 
Dentist/Dental Aide 
(Mun. Health Office) 
 

TOTAL PHP 100.00 1 hour, 28 
minutes 
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4. ECG SERVICES 
 

Service offered using 12 LED ECG. 
 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All patients referred for cardiac evaluation. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Relevant request from MD Physician 
Valid Senior Citizen ID for elderly (Original or 
photocopy) 

Office of Senior Citizens Affair 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Present request 1.1. Validate referral. 

 
1.2. Issue order of 
payment. 

NONE 
 
 
NONE 

5 minutes 
 
 
5 minutes 
 

ECG Technician 
(Mun. Health Office) 
 
ECG Technician 
(Mun. Health Office) 

2. Pay the required fee at 
the Municipal Treasurer’s 
Office. 

2. Receive payment 
and issue official 
Receipt. 

PHP 150.00 
 

10 minutes Cashier I 
(Mun. Treasurer’s 
Office) 
 

3. Return to ECG Room. 3.1. Validate OR and 
record to logbook. 
 
3.2. Prepare ECG 
Machine. 

NONE 
 
 
 
NONE 

5 minutes 
 
 
 
10 minutes 

ECG Technician 
(Mun. Health Office) 
 
 
ECG Technician 
(Mun. Health Office) 

4. Undergo ECG. 4.1. Attach ECG 
LEDS and record 
cardiac reading.  
 
4.2. Issue ECG 
trace/result and 
advise client to return 
to MD. 

NONE 
 
 
 
NONE 
 

5 minutes 
 
 
 
10 minutes 

ECG Technician 
(Mun. Health Office) 
 
 
ECG Technician  
(Mun. Health Office) 
 

TOTAL PHP 150.00 50 minutes  
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5. FAMILY PLANNING SERVICES 

Service providing counselling about family planning and distribution of different modern family planning 
methods available. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All women of reproductive age (10-49years old) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
NONE  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Obtain vital signs 
(BP,Ht,Wt,Temp) 

1.1 Assess client 
and record vital 
signs to 
Individual Patient 
Record. 
 
1.2. Perform 
counselling 
about family 
planning. 
 
1.3. Secure 
consent to client 

NONE 
 
 
 
 
NONE 
 
 
 
NONE 

5 minutes 
 
 
 
 
15 minutes 
 
 
 
3 minutes 

Midwife/Brgy. 
Health Aide 
(Mun. Health Office) 
 
 
Midwife 
(Mun. Health Office) 
 
 
Midwife/Brgy. 
Health Aide (Mun. 
Health Office) 

2. Avail modern FP 
commodities. 
 

2. Provide FP 
Commodities chosen 
by client. 

NONE 
 

5 minutes 
 
 

Midwife 
(Mun. Health Office) 
 

3. Sign to modern FP 
Commodity 
Dispensary 

3.1. Give modern FP 
commodity logbook. 
 
3.2. Give schedule of 
next visit or follow up. 

NONE 
 
 
 
NONE 

2 minutes 
 
 
 
2 minutes 

Midwife/Brgy. 
Health Aide 
(Mun. Health Office) 
 
Midwife/Brgy. 
Health Aide (Mun. 
Health Office) 
 

TOTAL NONE 32 minutes  
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6. HIV COUNSELLING AND TESTING 

Services offered to know their HIV status. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All individuals 15 years old and above who voluntarily submit themselves to 

testing 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Valid ID (Original) Any Government Agency, School or Company ID 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present valid ID. 1.1. Verify ID. 
 
 
1.2. Start 
counselling/health 
education regarding 
HIV. 
 
 
1.3. Secure Consent 
using Personal 
Information Sheet 
(HTS Form). 
 
1.4 Prepare HIV test 
kit and perform HIV 
testing. 

NONE 
 
 
 
NONE 
 
 
 
 
 
NONE 
 
 
 
 
 
NONE 

3 minutes 
 
 
 
15 minutes 
 
 
 
 
 
10 minutes 
 
 
 
 
 
5 minutes 

HIV Counsellor/ 
Medical Technologist 
(Mun. Health Office) 
 
HIV Counsellor 
(Mun. Health Office) 
 
 
 
 
HIV Counsellor 
(Mun. Health Office) 
 
 
 
 
HIV Counsellor/ 
Medical Technologist 
(Mun. Health Office) 
 
 

2. Wait for the result 2. Remind client the 
waiting time for the 
result is 15 minutes. 

NONE 
 
 
 

15 minutes 
 
 
 

HIV Counsellor/ 
Medical Technologist 
(Mun. Health Office) 
 

TOTAL NONE 48 minutes  
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7. IMMUNIZATION SERVICES 

 
Services provided for target clients thru vaccinations to increase their protection against certain diseases. 

 
Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All target Infants and children aged 0-59months, pregnant women, and eligible 

adults (seniors and/or with comorbidity) 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Baby record book (if available) RHU or Private Pedia Clinic 
Booklet ni Nanay (if available) Maternity Clinic 

Senior ID (if applicable) Office of Senior Citizens Affair (OSCA) 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Go to triage for vital 
signs taking. 
(BP,Ht,Wt,Temp) 

1.1. Assess client and 
verify eligibility and 
schedule. 
 
1.2. Record in Baby 
Record or 
Immunization Card or 
Booklet ni Nanay the 
vaccines to be given. 
 
1.3. Provide patient 
number and instruct 
client or guardian to 
wait for their turn. 

NONE 
 
 
 
 
NONE 
 
 
 
 
 
 
 
NONE 
 
 
 
 

5 minutes 
 
 
 
 
5 minutes 
 
 
 
 
 
 
 
5 minutes 

Nurse/Midwife/Brgy.
Health Aide 
(Mun. Health Office) 
 
 
Nurse/Midwife/Brgy.
Health Aide 
(Mun. Health Office) 
 
 
 
 
 
Nurse/Midwife/Brgy.
Health Aide 
(Mun. Health Office) 
 

2. Proceed to waiting area. 2.1. Perform mother’s 
class or health 
education prior to 
start of vaccination. 
 
2.2. Prepare needed 
vaccines and other 
logistics needed. 

NONE 
 
 
 
 
 
NONE 

15 minutes 
 
 
 
 
 
10 minutes 

Nurse/Midwife 
(Mun. Health Office) 
 
 
 
 
Nurse/Midwife 
(Mun. Health Office) 
 

3. Sign Consent prior to 
immunization.  
 
 
 
 

3.Give Immunization 
Consent form and 
have the guardian or 
client sign the 
consent. 

NONE 
 
 
 
 
 

5 minutes 
 
 
 

Nurse/Midwife/Brgy.
Health Aide 
(Mun. Health Office) 
 
 

4. Receive vaccines. 4.1. Administer the 
vaccine properly. 
 

NONE 
 
 
 

5 minutes 
 
 
 
3 minutes 

Nurse/Midwife 
(Mun. Health Office) 
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4.2. Advise post 
observation for 15-30 
minutes after 
immunization. 

NONE 
 

Nurse/Midwife/Brgy.
Health Aide 
(Mun. Health Office) 
 

5. Proceed to post 
vaccination observation 
area. 

5.1. Discuss post 
immunization care to 
be done at home. 
 
5.2. Remind schedule 
of next immunization 
schedule. 

NONE 
 
 
 
 
NONE 

30 minutes 
 
 
 
 
5 minutes 

Nurse/Midwife/Brgy.
Health Aide 
(Mun. Health Office) 
 
 
Nurse/Midwife/Brgy.
Health Aide 
(Mun. Health Office) 
 

TOTAL NONE 1 hour, 28 
minutes 
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8. INVESTIGATION OF SANITATION COMPLAINTS  

To investigate complaints, verify sanitation violation and issue corrective orders to abate public risks. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: General public who has complaints in the establishments within the 

municipality 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Written/verbal complaint Client 

Photos (if available) Client 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. File/submit the 
complaint. 

1.1. Receive and log 
the complaint. 
 
 
 
1.2. Give schedule of 
investigation/ 
inspection. 

NONE 
 
 
 
 
NONE 
 
 

10 minutes 
 
 
 
 
5 minutes 
 
 
 

Sanitation 
Inspector/ Aide 
(Mun. Health Office) 
 
 
Sanitation 
Inspector/ Aide 
(Mun. Health Office) 
 

2. Allow investigation. 2. Conduct 
investigation/ 
inspection of the 
establishment and 
prepare findings/ 
recommendations. 

NONE 
 
 
 

3 working days 
 
 

Sanitation Inspector 
(Mun. Health Office) 
 

3. Receive report actions 
taken, findings and 
recommendations. 

3. Issue report 
findings and 
recommendations. 

NONE 2 working days Sanitation Inspector 
(Mun. Health Office) 
 

TOTAL NONE 5 days, 15 
minutes 
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9. ISSUANCE OF EXHUMATION PERMIT  

To authorize the reopening of grave and handling/transfer of remains while ensuring public health and 
sanitation protocol. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: Immediate family of the deceased person 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Application Form Municipal Health Office 
Death Certificate (Original or Xerox copy) Local Civil Registrar or PSA 
1 Valid ID of the immediate family (Original) Any Government issued ID 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Fill out and submit 
application form and other 
requirements. 

1.1. Receive and 
check form and 
requirements. 
 
1.2. Review/evaluate 
Death certificate. 
 
 
 
1.3. Issue order of 
payment 

NONE 
 
 
 
 
NONE 
 
 
 
NONE 

5 minutes 
 
 
 
 
10 minutes 
 
 
 
5 minutes 

Sanitation 
Inspector/ Aide 
(Mun. Health Office) 
 
 
Sanitation 
Inspector/ Aide 
(Mun. Health Office) 
 
Sanitation 
Inspector/ Aide 
(Mun. Health Office) 
 

2. Pay the required fee at 
the Municipal Treasurer’s 
Office. 

3. Receive payment 
and issue official 
Receipt. 

PHP 100.00 10 minutes Cashier I 
(Mun. Treasurer’s 
Office) 

3. Return to Sanitation 
Office and submit original 
OR. 

3.1. Validate OR. 
 
 
 
3.2. Prepare 
Exhumation permit for 
release. 

NONE 
 
 
 
NONE 

5 minutes 
 
 
 
10 minutes 

Sanitation 
Inspector/ Aide 
(Mun. Health Office) 
 
Sanitation 
Inspector/ Aide 
(Mun. Health Office) 
 

4. Claim Exhumation 
permit. 

5. Release 
Exhumation permit. 

NONE 5 minutes Sanitation 
Inspector/ Aide 
(Mun. Health Office) 

TOTAL PHP 100.00 50 minutes  
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10. ISSUANCE OF HEALTH CERTIFICATE/HEALTH CARD  

To certify that an individual is fit to work and free from any contagious disease. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All food and non-food handlers/employees working at establishments within the 

municipality. 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Application Form Municipal Health Office 
Laboratory/diagnostic/Imaging Results 
(Original Copy) 
• Chest Xray 
• Urinalysis 
• Fecalysis 
HBsAg (Hepa B) 

Diagnostic laboratory 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Submit application form 
and requirements 

1.1. Receive and 
check completeness 
of documents. 

NONE 
 
 

5 minutes 
 
 

Sanitation Inspector/ 
Aide 
(Mun. Health Office) 
 
 
 

2.Prepare for Medical 
Examination. 

2.1. Perform medical 
examination and 
evaluate diagnostic 
results. 
 
2.2. Issue order of 
payment 

NONE 
 
 
 
 
 
NONE 

10 minutes 
 
 
 
 
 
5 minutes 

Physician 
(Mun. Health Office) 
 
 
 
 
Sanitation Inspector/ 
Aide 
(Mun. Health Office) 

3. Pay the required fee at 
the Municipal Treasurer’s 
Office. 

3. Receive payment 
and issue official 
Receipt. 

PHP 50.00 10 minutes Cashier I 
(Mun. Treasurer’s 
Office) 

4. Return to Sanitation 
Office and submit original 
OR. 

4.1. Validate OR. 
 
 
 
4.2. Prepare Health 
Certificate/Health 
Card for release. 

NONE 
 
 
 
NONE 

5 minutes 
 
 
 
10 minutes 

Sanitation Inspector/ 
Aide 
(Mun. Health Office) 
 
Sanitation Inspector/ 
Aide 
(Mun. Health Office) 

5. Claim health 
certificate/health card. 

5. Release health 
certificate/health 
card. 

NONE 5 minutes Sanitation Inspector/ 
Aide 
(Mun. Health Office) 

TOTAL PHP 50.00 50 minutes  
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11. ISSUANCE OF MEDICAL CERTIFICATE 
 

Official document issued by the Municipal Health Officer/Rural Health Physician or other LGU employed 
physician after appropriate medical evaluation on individual health status. 

 
Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All clients needing medical examination certification. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
For employment (Laboratory results: CBC with 
APC; Urinalysis; CXR) 

Diagnostic laboratory 

Other diagnostic test results as requested by 
the physician 

Diagnostic laboratory 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.1 Register to OPD (old 
and new patient) 
 

1.1. Search and verify 
patient record. 

NONE 
 

10 minutes 
 

OPD Staff 
(Mun. Health Office) 
 
 

2. Proceed triage for vital 
signs taking. 
(BP,Ht,Wt,Temp) 

2.1. Record vital signs 
to Individual 
Treatment Record and 
chief complaints. 
 
2.2. Assist patient to 
the waiting area. 

NONE 
 
 
 
 
 
NONE 

10 minutes 
 
 
 
 
 
3 minutes 

OPD Staff 
(Mun. Health Office) 
 
 
 
 
OPD Staff 
(Mun. Health Office) 

3. Consult to the Physician 3.1. Actual patient 
consultation. Submit 
laboratory results. 
 
3.2. Issue order of 
payment. 

NONE 
 
 
 
 
NONE 
 

3 hours 
 
 
 
 
5 minutes 

Physician 
(Mun. Health Office) 
 
 
 
Physician 
(Mun. Health Office) 

4. Pay the required fee at 
the Municipal Treasurer’s 
Office. 

4. Receive payment 
and issue official 
Receipt. 

PHP 100.00 10 minutes Cashier I 
(Mun. Treasurer’s 
Office) 

5. Present OR. 5.1. Validate OR. 
 
 
5.2. Prepare medical 
certificate for release. 

NONE 
 
 
NONE 

5 minutes 
 
 
10 minutes 

OPD Staff 
(Mun. Health Office) 
 
Physician 
(Mun. Health Office) 

6. Claim medical 
certificate. 

6. Release medical 
certificate 

NONE 5 minutes OPD Staff 
(Mun. Health Office) 

TOTAL PHP 100.00 3 hours, 58 
minutes 
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12. ISSUANCE OF SANITARY PERMIT  

To verify if the establishments maintain its proper sanitation, hygiene, waste disposal and structural 
safety. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All establishment owners/operators whose business is located within the 

municipality 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Application Form  
Health card Sanitation Office 
Laboratory/diagnostic/Imaging 
Results (Original Copy) 

Diagnostic laboratory 

CLIENT STEPS AGENCY 
ACTIONS FEES TO BE PAID PROCESSIN

G TIME 

PERSON 
RESPONSIBL

E 
1. Submit application 
form and requirements 

1.1. Receive and 
check 
completeness of 
documents. 
 
 
 
1.2. Give 
schedule of 
ocular 
inspection. 

NONE 
 
 
 
 
 

NONE 

15 minutes 
 
 
 
 
 
5 minutes 

Sanitation 
Inspector/ 
Aide 
(Mun. Health 
Office) 
 
 
 
Sanitation 
Inspector/ 
Aide 
(Mun. Health 
Office) 

2. Prepare for Actual 
site inspection. 

2.1. Conduct 
actual 
inspection and 
evaluate the 
establishment. 
 
2.2. Issue order 
of payment 

NONE 
 
 
 
 

NONE 

2 days 
 
 
 
 
5 minutes 

Sanitation 
Inspector 
(Mun. Health 
Office) 
 
 
 
Sanitation 
Inspector/ 
Aide 
(Mun. Health 
Office) 

3. Pay the required fee 
at the Municipal 
Treasurer’s Office. 

3. Receive 
payment and 
issue official 
Receipt. 

Floor Area: 
 
0-24: PHP 125.00 
25-49: PHP 200.00 
50-99: PHP 250.00 
100-199: PHP 300.00 
200-499: PHP 350.00 
500-999: PHP 400.00 
1,000-1,000,000,000,000: 
PHP 450.00 

10 minutes Cashier I 
(Mun. 
Treasurer’s 
Office) 
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4. Return to Sanitation 
Office and submit 
original Official 
Receipt. 

4.1. Validate OR. 
 
 
 
4.2. Prepare 
Sanitary permit 
for release. 

NONE 
 
 
 

NONE 

5 minutes 
 
 
 
10 minutes 

Sanitation 
Inspector/ 
Aide 
(Mun. Health 
Office) 
 
Sanitation 
Inspector/ 
Aide 
(Mun. Health 
Office) 

5. Claim sanitary 
permit. 

5. Release 
sanitary permit 

NONE 5 minutes Sanitation 
Inspector/ 
Aide 
(Mun. Health 
Office) 
 

TOTAL 0-24: PHP 125.00 
25-49: PHP 200.00 
50-99: PHP 250.00 
100-199: PHP 300.00 
200-499: PHP 350.00 
500-999: PHP 400.00 
1,000-1,000,000,000,000: 
PHP 450.00 

2 days, 55 
minutes 
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13. ISSUANCE OF TRANSFER/TRANSIT PERMIT 

This service allows the transfer of a deceased person from one location to another to ensure proper 
hygiene and sanitation. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: Immediate family of the deceased person 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Application Form Municipal Health Office 
Death Certificate (Original or Xerox copy) Local Civil Registrar or PSA 
Burial/Internment documents (if available) Funeral Service Provider 
1 Valid ID of the immediate family (Original) PSA, COMELEC, Philhealth, SSS, LTO, BIR 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Fill out and submit 
application form and other 
requirements. 

1.1. Receive and 
check form and 
requirements. 
 
1.2. Review/evaluate 
Death certificate and 
other burial 
documents. 
 
1.3. Issue order of 
payment 

NONE 
 
 
 
 
NONE 
 
 
 
 
NONE 

5 minutes 
 
 
 
 
10 minutes 
 
 
 
 
5 minutes 

Sanitation Inspector/ 
Aide 
(Mun. Health Office) 
 
 
Sanitation Inspector/ 
Aide 
(Mun. Health Office) 
 
 
Sanitation Inspector/ 
Aide 
(Mun. Health Office) 

2. Pay the required fee at 
the Municipal Treasurer’s 
Office. 

3. Receive payment 
and issue official 
Receipt. 

PHP 100.00 10 minutes Cashier I 
(Mun. Treasurer’s office) 

3. Return to Sanitation 
Office and submit original 
OR. 

3.1. Validate OR. 
 
 
 
3.2. Prepare 
Transfer/Transit 
permit for release. 

NONE 
 
 
 
NONE 

5 minutes 
 
 
 
10 minutes 

Sanitation Inspector/ 
Aide 
(Mun. Health Office) 
 
Sanitation Inspector/ 
Aide 
(Mun. Health Office) 

4. Claim Transfer/Transit 
permit. 

5. Release 
Transfer/Transits 
permit. 

NONE 5 minutes Sanitation Inspector/ 
Aide 
(Mun. Health Office) 

TOTAL PHP 100.00 50 minutes  
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14. LABORATORY SERVICES 

 
Services critical for diagnosing, treating and managing patient illness. 

 
Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All patients with valid physician’s laboratory request 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Valid laboratory request form Physician 

PhilHealth ID or latest MDR if available 
(Original or xerox copy) 

Philhealth 

CLIENT STEPS 
AGENCY 
ACTIONS FEES TO BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present doctor’s 
laboratory request 
form. 

1.1 Validate the 
request form. 
 
 
 
 
1.2. Explain the 
procedure; 
preparation 
need(fasting and 
non-fasting); 
schedule for 
fasting test. 
 
1.3. Issue 
charge slip 
 

NONE 
 
 
 
 
 
NONE 
 
 
 
 
 
 
 
NONE 
 
 

3 minutes 
 
 
 
 
 
5 minutes 
 
 
 
 
 
 
 
2 minutes 

Medical 
Technologist / 
Laboratory Aide 
(Mun. Health 
Office) 
 
 
Medical 
Technologist / 
Laboratory Aide 
(Mun. Health 
Office) 
 
 
Medical 
Technologist / 
Laboratory Aide 
(Mun. Health 
Office) 

2. Pay fees to the 
Municipal Treasurer’s 
Office  

2.Process 
payment for 
specific 
laboratory test. 

CBC with APC: PHP 140.00 
Urinalysis: PHP 40.00 
FBS: PHP 80.00 
Lipid Profile: PHP 350.00 
Blood Uric Acid: PHP 80.00 
Creatinine: PHP 90.00 
BUN: PHP 90.00 
SGPT: PHP 100.00 
SGOT: PHP 100.00 
Dengue Duo: PHP 700.00 
Dengue NS1: PHP 350.00 
Pregnancy Test: PHP 50.00 
Others: Free of Charge 

10 minutes Cashier I 
(Mun. Treasurer’s 
Office) 
 

3. Return to 
Laboratory and 
present Official 
receipt. 

3.1. Validate OR 
and record in the 
logbook. 
 
 
 
 

NONE 
 
 
 
 
 
 

5minutes 
 
 
 
 
 
 

Medical 
Technologist / 
Laboratory Aide 
(Mun. Health 
Office) 
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3.2. Prepare 
materials for 
extraction. 
 
 
 
3.3. Instruct the 
patient for 
collection 
process and 
start specimen 
collection.  
 
3.4. Process 
specimen 
collected. (It 
may varies 
depending on 
the type of test). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3.5. Instruct 
patient when to 
return for the 
release of result. 

NONE 
 
 
 
 
 
NONE 
 
 
 
 
 
 
NONE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NONE 

3 minutes 
 
 
 
 
 
10 minutes 
 
 
 
 
 
 
3 hours 
 
CBC with 
APC: 40 
minutes 
Urinalysis: 30 
minutes 
Blood Chem: 
3 hours 
Dengue Duo: 
30 minutes 
Dengue NS1: 
30 minutes 
Gene Expert: 
3 hours 
DSSM: 3 
hours. 
Newborn 
Screening: 
send out to 
Newborn 
Screening 
Center 
Malaria 
Smear: 3 
hours 
Slit Skin 
Smear: 3 
hours 
HIV Test: 30 
minutes 
HBsAg 
screening: 30 
minutes 
Syphilis test: 
30 minutes 
 
 
 
 
3 minutes 
 
 
 

Medical 
Technologist / 
Laboratory Aide 
(Mun. Health 
Office) 
 
Medical 
Technologist 
(Mun. Health 
Office) 
 
 
Medical 
Technologist 
(Mun. Health 
Office) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Medical 
Technologist / 
Laboratory Aide 
(Mun. Health 
Office) 
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4. Claim results 4. Release 
results 

NONE 10 minutes Medical 
Technologist / 
Laboratory Aide 

TOTAL CBC with APC: PHP 140.00 
Urinalysis: PHP 40.00 
FBS: PHP 80.00 
Lipid Profile: PHP 350.00 
Blood Uric Acid: PHP 80.00 
Creatinine: PHP 90.00 
BUN: PHP 90.00 
SGPT: PHP 100.00 
SGOT: PHP 100.00 
Dengue Duo: PHP 700.00 
Dengue NS1: PHP 350.00 
Pregnancy Test: PHP 50.00 
Others: Free of Charge 

3 hours and 
51 minutes 
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15. LEPROSY TREATMENT 

Services for assessment and treatment of Leprosy patients. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All Leprosy patients residing within the municipality. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Referral from MD for initiation or continuation 
of Treatment 

Doctor 

Slit Skin Smear result (Original or Xerox Copy) Diagnostic Laboratory 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Submit required 
documents for 
assessment. 

1.1. Received the 
required documents 
for validation. 
 
1.2 Check and record 
patient’s vital signs to 
Individual Treatment 
Record. 
 
1.3. Conduct 
counselling and 
health education 
regarding Leprosy 
disease and duration 
of treatment. 
 
1.4 Secure consent 
from patient and 
prepare the 
medications. 

NONE 
 
 
 
 
NONE 
 
 
 
 
 
 
NONE 
 
 
 
 
 
NONE 

10 minutes 
 
 
 
 
5 minutes 
 
 
 
 
 
 
30 minutes 
 
 
 
 
 
10 mis 

Nurse Coordinator 
(Mun. Health Office) 
 
 
 
Nurse Coordinator/ 
Brgy. Health Aide 
(Mun. Health Office) 
 
 
 
 
Nurse Coordinator 
(Mun. Health Office) 
 
 
 
 
Nurse Coordinator 
(Mun. Health Office) 
 

2. Receive leprosy 
medications 

2.1. Give patient 
medicines 
 
 
2.2. Give schedule of 
monthly follow up 
checkups 

NONE 
 
 
 
NONE 

10 minutes 
 
 
 
5 minutes 

Nurse Coordinator 
(Mun. Health Office) 
 
 
Nurse Coordinator 
(Mun. Health Office) 

TOTAL NONE 1 hour, 10 
minutes 
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16. LYING IN/BIRTHING HOME  

Services given to pregnant women who are in active labor and is about to give birth via normal spontaneous 
delivery (NSD). 

Office or Division: Municipal Health Office 
Classification: Highly Technical 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All Pregnant women 20-35 years old(Gravida 2-4) who has no indication of 

high risk pregnancy capable of normal spontaneous delivery (NSD). 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Copy of Updated MDR if available (Original or 
Xerox) 

Philhealth 

Booklet ni Nanay (if available) Maternity Clinic 
Latest Ultrasound (if available) Diagnostic Laboratory 
Mother and Baby Essentials Personal 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.Register at Birthing 
Home 

1.1. Gather patient’s 
complete personal 
and obstetric history. 
 
1.2. Assess patient’s 
condition and perform 
internal examination. 
 *If active: admit 
patient. 
*if IE <4cm: advise 
patient to return home 
and observe and 
return to facility if 
active labor. 
 
1.3.Assess fetal 
condition using 
doppler machine. 
 
 
1.4. Check patient’s 
vital signs. 

NONE 10 minutes 
 
 
 
 
10 minutes 
 
 
 
 
 
 
 
 
 
10 minutes 
 
 
 
 
 
10 minutes 

Midwife/ 
Brgy.Health Aide 
 
 
 
Midwife 
 
 
 
 
 
 
 
 
 
Midwife/ 
Brgy.Health Aide 
(Mun. Health Office) 
 
 
Midwife/ 
Brgy.Health Aide 
(Mun. Health Office) 

2.Prepare for admission. 2.Assist patient for 
admission and 
prepare mother and 
newborn personal 
belongings. 

NONE 10 minutes Midwife/ 
Brgy.Health Aide 
(Mun. Health Office) 

3.Inform attending 
midwife for severe pain 
and possible discharge 
(Leak of BOW). 

3.Monitor patient for 
delivery. 

NONE 6 hours Midwife/ 
Brgy.Health Aide  
(Mun. Health Office) 

4.Proceed to delivery 
room. 

4.Assist and help 
patient for safe 
delivery. 

NONE 1 hour Midwife/ 
Brgy.Health Aide 
(Mun. Health Office) 
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5.Transfer to Recovery 
room after delivery 

5.1. Monitor mother 
and baby after 
delivery. 
 
1.2. Issue order of 

payment 
 

NONE 
 
 
 
NONE 

24 hours 
 
 
 
5 minutes 

Midwife/ 
Brgy.Health Aide 
(Mun. Health Office) 
 
Midwife/ 
Brgy.Health Aide 
(Mun. Health Office) 

6. Pay the required fee at 
the Municipal Treasurer’s 
Office. 

6. Receive payment 
and issue official 
Receipt. 

For qualified 
Philhealth 
member: 
NONE 
 
*for High Risk 
pregnant who 
were about to 
deliver and 
transfer is  not 
possible:  
 
Delivery: PHP 
1,600.00 
 
Expanded 
Newborn 
Screening: PHP 
1,750.00 

10 minutes Cashier I 
(Mun. Treasurer’s 
Office) 

7. Present OR. 7.1. Validate OR. 
 
 
 
7.2. Discuss to 
Mother 
Home/Aftercare and 
schedule of follow up. 

NONE 
 
 
 
NONE 

5 minutes 
 
 
 
 
10 minutes 

Midwife/Brgy. 
Health Aide 
(Mun. Health Office) 
 
Midwife/ Brgy. 
Health Aide 
(Mun. Health Office) 

TOTAL 

For qualified 
Philhealth 
member: 
NONE 
 
*for High Risk 
pregnant who 
were about to 
deliver and 
transfer is  not 
possible:  
 
Delivery: PHP 
1,600.00 
 
Expanded 
Newborn 
Screening: PHP 
1,750.00 

1 day, 8 
hours, 30 
minutes 
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17.  MATERNITY CARE  

Services rendered to pregnant women including prenatal, antenatal and postpartum care. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All Pregnant women 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
NONE  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Go to triage for vital 
signs taking. 
(BP,Ht,Wt,Temp) 

1.1 Interview client 
and record vitas signs 
to Individual 
Treatment Record. 
 
1.2. Discuss Birth 
Plan with the client 
using Booklet ni 
Nanay. 
 
1.3. Prepare the client 
for Tetanus 
diphtheria 
immunization if 
applicable. 

NONE 
 
 
 
 
 
 
NONE 
 
 
 
 
NONE 

10 minutes 
 
 
 
 
 
 
20 minutes 
 
 
 
 
5 minutes 

Midwife/Nurse/ 
Brgy. Health Aide 
(Mun. Health Office) 
 
 
 
 
 
Midwife/Nurse/ 
Brgy. Health Aide 
(Mun. Health Office) 
 
Midwife/Nurse/ 
Brgy. Health Aide 
(Mun. Health Office) 

2. Sign consent prior for Td 
immunization. 

2.1. Give Td consent 
logbook to client prior 
to administration of 
vaccine. 
 
 
2.2. Administer Td 
vaccine. 
 
 
2.3. Prepare other 
supplements 
available for pregnant 
clients (Iron with 
Folic, Calcium 
carbonate) 

NONE 
 
 
 
 
 
NONE 
 
 
 
NONE 

3 minutes 
 
 
 
 
 
2 minutes 
 
 
 
5 minutes 

Midwife/Nurse/ 
Brgy. Health Aide 
(Mun. Health Office) 
 
 
 
Midwife/Nurse 
(Mun. Health Office) 
 
 
Midwife/Nurse/ 
Brgy. Health Aide 
(Mun. Health Office) 
 

3. Receive 
vitamins/supplements 

3. Give vitamins 
according to their 
needs depending on 
their Age of Gestation 
(AOG). 

NONE  5 minutes Midwife/Nurse/ 
Brgy. Health Aide 
(Mun. Health Office) 
 

4. Get routine laboratory 
request needed.  

4.1. Give request of 
routine laboratory 
needed like UTZ, CBC, 
Urinalysis, HIV Test, 

NONE 
 
 
 
 

5 minutes 
 
 
 
 

Midwife/Nurse/ 
Brgy. Health Aide 
(Mun. Health Office) 
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FBS, Syphilis Test and 
Hepa B antigen Test. 
 
4.2. Instruct client to 
have their test done in 
laboratory of their 
choice and return the 
results as soon as 
possible. 
 
4.3. Give schedule of 
next visit or follow up. 

 
 
 
NONE 
 
 
 
 
 
 
NONE 
 
 

 
 
 
5 minutes 
 
 
 
 
 
 
5 minutes 

 
 
Midwife/Nurse/ 
Brgy. Health Aide 
(Mun. Health Office) 
 
 
 
 
Midwife/Nurse/ 
Brgy. Health Aide 
(Mun. Health Office) 

TOTAL NONE 1 hour, 5 
minutes 
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18. MEDICAL CONSULTATION 
 

To provide medical service for clients seeking medical attention. 
 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All individuals seeking medical attention 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
NONE  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Register to OPD (old and 
new patient) 
 

1. Search and verify 
patient record. 

NONE 
 

10 minutes 
 

OPD Staff 
(Mun. Health Office) 
 

2. Proceed triage for vital 
signs taking. 
(BP,Ht,Wt,Temp) 

2.1. Record vital signs 
to Individual 
Treatment Record and 
chief complaints. 
 
2.2. Assist patient to 
the waiting area. 

NONE 
 
 
 
 
NONE 

10 minutes 
 
 
 
 
3 minutes 

OPD Staff 
(Mun. Health Office) 
 
 
 
OPD Staff 
(Mun. Health Office) 

3. Consult to the Physician 3.1. Actual patient 
consultation. (Give 
request for laboratory 
test if needed to any 
laboratory of choice) 
 
3.2. Advice patient to 
return the results 
ASAP once available. 

NONE 
 
 
 
 
 
 
 
NONE 
 

3 hours 
 
 
 
 
 
 
 
5 minutes 
 

Physician 
(Mun. Health Office) 
 
 
 
 
 
 
Physician 
(Mun. Health Office) 

4. Submit laboratory 
results to requesting 
physician for 
interpretation. 

4.1. Analyze 
laboratory results and 
give prescription. 
 
4.2. Remind schedule 
of follow up if needed. 

NONE 
 
 
 
NONE 

30 minutes 
 
 
 
3 minutes 

Physician 
(Mun. Health Office) 
 
 
Physician 
(Mun. Health Office) 

5. Proceed to pharmacy 
and claim available 
medicines 

5. Provide available 
medicines. 

NONE 10 minutes Pharmacist 
(Mun. Health Office) 

TOTAL NONE 4 hours, 11 
minutes 
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19. MENTAL HEALTH MEDICINE ACCESS SITE  

Service offering refill of available mental health drugs. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: Patients diagnosed with mental health conditions and with valid/updated 

prescriptions  
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid/Updated prescription from MD Physician 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Go to triage for vital 
signs taking. 
(BP,Ht,Wt,Temp) 

1.1 Interview client 
and record vitas signs 
to Individual 
Treatment Record. 

NONE 10 minutes Mental Health Nurse 
Coordinator 
(Mun. Health Office) 

2. Submit valid/updated 
prescription 

2. Validate 
prescription and 
check availability of 
medicines. 

NONE 10 minutes Mental Health Nurse 
Coordinator 
(Mun. Health Office) 
 

3. Receive medicines 
 
 
 
 

3. Dispense available 
medicines and record 
to the dispensary 
logbook. 

NONE 
 
 
 
 
 

5 minutes 
 
 
 
 

Mental Health Nurse 
Coordinator 
(Mun. Health Office) 
 
 
 
 

4. Sign to the dispensary 
logbook 

4.1. Give dispensary 
logbook. 
 
4.2. Give schedule of 
next visit for the refill 
of medicines if 
needed. 

NONE 
 
 
 
NONE 
 

2 minutes 
 
 
 
2 minutes 

Mental Health Nurse 
Coordinator 
(Mun. Health Office) 
 
Mental Health Nurse 
Coordinator 
(Mun. Health Office) 

TOTAL NONE 29 minutes  
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20. NATIONAL TUBERCULOSIS PROGRAM (NTP) 

Services for assessment and treatment of TB patients as well as their household and close contacts. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All positive TB patients and household/close contacts of TB patients residing 

within the municipality. 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Referral from MD or other NTP referring unit for 
initiation or continuation of Treatment 

Physician or other NTP Unit 

Gene Expert Result (Original or Xerox Copy) Diagnostic Laboratory 
Chest Xray Result (Original or Xerox Copy) Diagnostic Laboratory 
PPD result if available Diagnostic Laboratory 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit required 
documents for 
assessment. 

1.1. Received the 
required documents 
for validation. 
 
1.2 Check and record 
patient’s vital signs to 
Individual Treatment 
Record. 
 

NONE 
 
 
 
 
NONE 
 
 
 

10 minutes 
 
 
 
 
5 minutes 
 
 
 

NTP Nurse 
(Mun. Health Office) 
 
 
 
NTP 
Nurse/Brgy.Health 
Aide 
(Mun. Health Office) 
 

2. Attend counselling 
and course/treatment 
duration. 

2. Conduct 
counselling and 
health education 
regarding TB disease 
and whole 
course/duration of 
treatment. 
 

 
NONE 
 
 
 
 
 
 

 
30 minutes 
 
 
 
 
 
 

 
NTP Nurse 
(Mun. Health Office) 
 
 
 
 
 

3. Provide consent on 
medications to be 
taken. 

2. Secure consent 
from patient and 
prepare the 
medications. 

NONE 10 minutes NTP Nurse 
(Mun. Health Office) 

2. Receive TB medications 2.1. Provide 
medicines for the 
patient 
 
2.2. Give schedule of 
monthly follow up 
checkups 

NONE 
 
 
 
NONE 

10 minutes 
 
 
 
5 minutes 

NTP Nurse 
(Mun. Health Office) 
 
 
NTP Nurse 
(Mun. Health Office) 

TOTAL NONE 1 hour, 10 
minutes 
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21. NON-COMMUNICABLE DISEASE (NCD) RISK ASSESSMENT/PROFILING 

Provisions given to individuals aged 20 years old and above who wants to know their health status using NCD 
risk assessment form to promote healthy lifestyle, prevent or control disease complications. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All individuals aged 20 years old and above 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
NONE  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Obtain vital signs 
(BP,Ht,Wt,Temp, waist 
circumference) 

1.1 Assess 
client’s eligibility. 
 
 
 
1.2. Interview and 
record vital signs 
to NCD Risk 
Assessment 
form. 
 
1.3. Start NCD 
Risk Assessment 
 
 
1.4. Provide 
health education 
to promote 
healthy lifestyle. 
 
 
1.5. Give referral 
to MD for further 
management if 
found out to be 
high risk. 
 
 
1.6. Remind for 
follow up 
schedule if 
needed. 

NONE 
 
 
 
 
NONE 
 
 
 
 
NONE 
 
 
 
 
NONE 
 
 
 
 
NONE 
 
 
 
 
 
NONE 

5 minutes 
 
 
 
 
10 minutes 
 
 
 
 
10 minutes 
 
 
 
 
10 minutes 
 
 
 
 
5 minutes 
 
 
 
 
 
5 minutes 

NCD Coordinator/ 
Nurse/ 
Midwife/Brgy. 
Health Aide 
(Mun. Health Office) 
 
NCD Coordinator/ 
Nurse/ 
Midwife/Brgy. 
Health Aide 
(Mun. Health Office) 
 
NCD Coordinator/ 
Nurse/ 
Midwife/Brgy. 
Health Aide 
(Mun. Health Office) 
 
NCD Coordinator/ 
Nurse/ 
Midwife/Brgy. 
Health Aide 
(Mun. Health Office) 
 
NCD Coordinator/ 
Nurse/ 
Midwife/Brgy. 
Health Aide 
(Mun. Health Office) 
 
 
NCD Coordinator/ 
Nurse/ 
Midwife/Brgy. 
Health Aide 
(Mun. Health Office) 

TOTAL NONE 45 minutes  
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22. PATIENT TRANSPORT SERVICE  

Services offered for emergency and non-emergency referred to higher level facilities. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents of Gen.Tinio emergency and non-emergency cases requiring transfer 

to other health facilities. 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

NONE  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSIN

G TIME 
PERSON 

RESPONSIBLE 
1. Inquire/request 
transport of patient 

1.1 Check request 
and availability of 
transport vehicle. 
 
 
1.2. Check schedule 
and assign ambulance 
driver. 
 
1.3. Record to Travel 
Logbook  

NONE 
 
 
 
 
NONE 
 
 
 
 
NONE 
 

5 minutes 
 
 
 
 
5 minutes 
 
 
 
 
2 minutes 

Administrative 
Assistant II 
(Mun. Health Office) 
 
 
 
 
Administrative 
Assistant II 
(Mun. Health Office) 
 
 
 
 
Administrative 
Assistant II 
(Mun. Health Office) 

2. Confirm schedule 2. Transport patient 
safely to facility of 
choice. 

NONE 1 hour Ambulance Driver 

TOTAL NONE 1 hour, 12 
minutes 
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23. PHARMACY SERVICES 

Service for dispensing medicines. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All individuals with valid/updated prescriptions. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Valid/updated prescription  Physician 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Present valid/updated 
prescription 

1. Validate 
prescription and 
check availability of 
medicines 

NONE 5 minutes Pharmacist 
(Mun. Health Office) 

2. Receive medicines 
 
 
 

2. Dispense available 
medicines and record 
to the dispensary 
logbook.(Remind 
proper use and 
adherence in taking the 
prescribed meds.) 

NONE 
 
 
 
 
 
 
 
 
 

10 minutes 
 
 
 
 
 
 
 
 

Pharmacist 
(Mun. Health Office) 
 
 
 
 
 
 

3. Sign in the dispensary 
logbook 

3.1. Direct client to 
sign in the 
dispensary logbook. 
 
3.2. Give schedule of 
next visit for the refill 
of medicines if 
needed. 

NONE 
 
 
 
NONE 
 

2 minutes 
 
 
 
2 minutes 

Pharmacist/ 
Pharmacy Assistant 
(Mun. Health Office) 
 
Pharmacist/ 
Pharmacy Assistant 
(Mun. Health Office) 

TOTAL NONE 19 minutes  
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24. PHILHEALTH PROFILING 

Service offered for Philhealth membership registration, updating and renewal. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents of the municipality aged 21 years old and above.  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
PMRF (Philhealth Membership Registration 
Form) 

Philhealth, RHUs/BHS  

1 valid ID (2 xerox copies with 3 specimen 
signatures) 

Personal 

Birth Certificate of member (1 xerox copy) PSA, Local Civil Registrar 
Marriage Certificate (1 xerox copy) *if married PSA, Local Civil Registrar 
Birth Certificate of dependents (1 xerox copy) 
*if applicable 

PSA, Local Civil Registrar 

Certificate of Indigency Barangay Hall 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit PMRF and other 
requirements. 

1.1. Check and 
validate forms and 
documents for 
completeness. 
 
 
1.2. Inform client the 
processing time for 
the release of MDR. 
(Time varies, depends 
on Philhealth office 
Gapan Branch). 

NONE 
 
 
 
 
NONE 

10 minutes 
 
 
 
 
5 minutes 

Philhealth 
Coordinator/Profilin
g Staff 
(Mun. Health Office) 
 
Philhealth 
Coordinator/Profilin
g Staff 
(Mun. Health Office) 

2. Return to RHU on the 
given schedule for the 
release of MDR. Double 
check details if correct. 
 
 
 
 
 

2.1. Confirm 
membership details 
prior to release of 
MDR. 
 
 
2.2. Remind client for 
the yearly updating of 
philhealth 
membership. 

NONE 
 
 
 
 
 
NONE 
 
 
 

10 minutes 
 
 
 
 
2 minutes 
 
 
 

Philhealth 
Coordinator/Profilin
g Staff 
(Mun. Health Office) 
 
 
Philhealth 
Coordinator/Profilin
g Staff 
(Mun. Health Office) 
 

TOTAL NONE 27 minutes  
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25. PHYSICAL THERAPY / REHABILITATION  

Treatment and rehabilitation of patient with physical disabilities. 
 

Office or Division: Municipal Health Office 
Classification: Complex 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All patients with neurologic diseases, musculoskeletal disorders, neuropathies 

and cases requiring physical therapy and rehabilitation. 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Relevant request or referral from MD Rehabilitation Doctor, Neurologist, Orthopedic Doctor, 
Rheumatologist 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Present referral 1.1. Verify referral. 

 
 
 
1.2. Assess patient. 
 
 
1.3. Formulate 
treatment plan.  
 
1.4. Issue order of 
payment 

 
 
 
 
 
 

NONE 

5 minutes 
 
 
 
10 minutes 
 
 
 
15 minutes 
 
 
5 minutes 

Physical Therapist/ 
Assistant Staff 
(Mun. Health Office) 
 
Physical Therapist 
(Mun. Health Office) 
 
 
Physical Therapist 
(Mun. Health Office) 
 
Physical Therapist/ 
Assistant Staff 
(Mun. Health Office) 

2. Pay the required fee at 
the Municipal Treasurer’s 
Office. 

2. Receive payment 
and issue official 
Receipt. 

PHP 100.00 
 

10 minutes Cashier I 
(Mun. Treasurer’s 
Office) 

3. Return to Physical 
Therapy Room. 

3.1. Validate OR and 
record to logbook. 
 
 
3.2. Prepare 
equipment needed for 
the therapy session. 

NONE 
 
 
 
NONE 

5 minutes 
 
 
 
10 minutes 

Physical Therapist/ 
Assistant Staff 
(Mun. Health Office) 
 
Physical Therapist/ 
Assistant Staff  
(Mun. Health Office) 
 

4. Undergo therapy 
session. 

4.1. Conduct actual 
treatment plan. 
*minimum of at least 30 
days up to maximum of 
6 months. 
 
4.2. Remind patient 
for the next follow up 
session schedule. 

NONE 
 
 
 
 
 
NONE 

1 hour 
 
 
 
 
 
5 minutes 

Physical Therapist 
(Mun. Health Office) 
 
 
 
 
Physical Therapist/ 
Assistant Staff 
(Mun. Health Office) 
 

TOTAL PHP 
100.00 

2 hours, 5 
minutes 
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26. SANITARY INSPECTION OF ESTABLISHMENT  

To ensure establishments (food and non-food) maintain high sanitation standards, preventing the spread 
of diseases, food contamination and environmental degradation. 

Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All establishment owners/operators whose business is located within the 

municipality 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter/Personal inquiry Client 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. File request for 
inspection. 

1.Receive request and 
give schedule of 
inspection. 

NONE 
 
 

10 minutes 
 
 

Sanitation 
Inspector/ Aide 
(Mun. Health Office) 

2. Guide the inspectors 
during the inspection 
activity. 

2. Conduct actual 
inspection and 
evaluate the 
establishment. 

NONE 
 
 
 

2 days 
 
 

Sanitation 
Inspector 
(Mun. Health Office) 

3. Receive findings and 
recommendations. 

3. Issue inspection 
report and 
recommendations. 

NONE 30 minutes Sanitation 
Inspector 
(Mun. Health Office) 
 

TOTAL NONE 2 days, 40 
minutes 
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27. X-RAY SERVICES 

 
To provide imaging services as required for better health treatment and management of patients. 

 
Office or Division: Municipal Health Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All individuals with valid diagnostic request from physicians 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Valid Request from physician Physician 
1 Valid Government Issued ID Government Agency 
Letter of Indigency (Original) MSWDO 

CLIENT STEPS 
AGENCY 
ACTIONS FEES TO BE PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1. Submit physician’s 
Xray request form. 

1.1. Validate the 
request. 
 
1.2. Record 
request to 
patient’s 
logbook. 
 
1.3. Give charge 
slip for paying 
clients. 

NONE 
 
 
NONE 
 
 
NONE 

5 minutes 
 
 
5 minutes 
 
 
3 minutes 

Radiology Clerk 
(Mun. Health Office) 
 
Radiology Clerk 
(Mun. Health Office) 
 
Radiology Clerk 
(Mun. Health Office) 
 

2. Pay the required fee 
at the Municipal 
Treasurer’s Office. 

2. Receive 
payment and 
issue official 
Receipt. 

CXR (PA): PHP 200.00 
CXR (PAL): PHP 400.00 
CXR (AP/L): PHP 300 
Skull (AP/L): PHP 400.00 
T.Cage: PHP 300.00 
Thoraco lumbar: PHP 
300.00 
 

>Upper Extremities 
Hand: PHP 300.00 
Fore arm: PHP 300.00 
Arm: PHP 300.00 
Shoulder: PHP 250.00 
Wrist: PHP 300.00 
Elbow: PHP 300.00 
 
>Lower Extemities 
Pelvis: PHP 300.00 
Thigh: PHP 350.00 
Knee: PHP 300.00 
Leg: PHP 300.00 
Ankle: PHP 300.00 
Foot: PHP 300.00 
 
>Abdomen (AP/Upright): 
PHP 500.00 

10 minutes Cashier I 
(Mun. Treasurer’s 
Office) 
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3. Return to Xray room 
and present original 
Official Receipt. 

3.1. Validate OR 
and record to 
logbook. 
 
3.2. Prepare 
equipment and 
instruct patient 
to get ready for 
the procedure. 

NONE 
 
 
 
NONE 

5 minutes 
 
 
 
5 minutes 

Radiology Clerk 
(Mun. Health Office) 
 
 
Radiology Clerk 
(Mun. Health Office) 
 
 

4. Prepare and follow 
instruction for the Xray 
procedure. 

4.1. Perform 
actual 
procedure. 
 
4.2. Instruct 
patient when to 
return for the 
result. 
 
4.3. Interpret 
result. 

NONE 
 
 
NONE 
 
 
 
NONE 

10 minutes 
 
 
5 minutes 
 
 
 
2 days 

Radiology 
Technician 

(Mun. Health Office) 
 
Radiology 
Technician 

(Mun. Health Office) 
 
 
Radiologist 

(Mun. Health Office) 
 

5. Claim official results 
and sign in Result 
Claim logbook. 

5. Give Result 
Claim Logbook 
and release 
official result. 

NONE 5 minutes Radiology Clerk 
(Mun. Health Office) 

 

TOTAL CXR (PA): PHP 200.00 
CXR (PAL): PHP 400.00 
CXR (AP/L): PHP 300 
Skull (AP/L): PHP 400.00 
T.Cage: PHP 300.00 
Thoraco lumbar: PHP 
300.00 
 

>Upper Extremities 
Hand: PHP 300.00 
Fore arm: PHP 300.00 
Arm: PHP 300.00 
Shoulder: PHP 250.00 
Wrist: PHP 300.00 
Elbow: PHP 300.00 
 
>Lower Extemities 
Pelvis: PHP 300.00 
Thigh: PHP 350.00 
Knee: PHP 300.00 
Leg: PHP 300.00 
Ankle: PHP 300.00 
Foot: PHP 300.00 
 
>Abdomen (AP/Upright): 
PHP 500.00 

2 days, 53 
minutes 
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MUNICIPAL ENGINEERING OFFICE 
 

External Services 
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1. ENGINEERING INVESTIGATIONS, SURVEY, DESIGN AND PREPARATION 
OF PROGRAMS OF WORK, DETAILED ESTIMATES AND PLANS OF 
LOCAL INFRASTRUCTURE AND PUBLIC WORKS PROJECTS 

 

The Office of the Municipal Engineer is primarily responsible in the administration, 
coordination, supervision and control of the construction, maintenance, improvement, 
repair of all infrastructure and public works projects of the Municipality. 

The office is also mandated to provide engineering services for public welfare upon 
request and endorsement by the Barangay Council and the Local Chief Executive. The 
following are the technical services that may be availed from the engineering office : a) 
Engineering investigation and surveys; b) Preparation of Architectural and Engineering 
Design plans; c) Detailed Engineering (Preparation of Plans, Program of Works and 
Detailed Estimates), d) Project Management and Supervision. 

 
Office or Division: Municipal Engineering Office 
Classification: Complex / transaction 
Type of Transaction: G2C – Government to Citizen; G2G – Government to Government 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Letter Request Barangay / Organization / requesting party/ies 
2. Barangay Resolution endorsing the 
request 

Barangay Hall 

3. Local Chief Executive endorsement Mayor’s Office 
CLIENT STEPS AGENCY 

ACTIONS 
FEES TO BE 

PAID 
PROCESSING  

TIME 
PERSON 

RESPONSIBLE 
1. Sign in the client 

logbook 
1. Hand the logbook to 

the client 
 

None 
 

3 minutes 

Building 
Inspector/Admin 

Aide III 
Engineering Office 

2. Accompany 
assigned personnel /s 

to the project site 

2.1 Conduct 
inspection and / or 

technical survey 
 

2.2 Prepare technical 
report / design plans, 

detailed estimates 
and program of  work 

None 1 day 

 

 

 

*See matrix below 
this table 

Municipal Engineer 
Engineering Office 

 3.1 Review report 
/ program of work 
 
3.2 Prepare endorsement 
to the LCE for appropriate 
action or approval 

None 1 hour Municipal Engineer 

Engineering Office 

4. Receive copy of the 
report / program of 
work 

14.1 Release copy of                                                 
report                                                     
4.14.1File copy 

 

None 

 

5 minutes 

Mercedita C. Rivera 

Engineering Office 
 TOTAL 

None 1 day, 1 hour, 8 
minutes 
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2.  ISSUANCE OF BUILDING PERMIT / FENCING PERMIT / SIGN PERMIT 
 

Section 301 of the National Building Code provides that any person, firm or corporation, agency or 
instrumentality of the government who will construct, alter, repair, use, occupy, convert, move or 
demolish any building or structure, or cause the same to be done is required to obtain a building permit 
first from the Office of the Building Official assigned in that place where the building or structure is 
located. 

 
A building permit is a document issued by the Building Official giving permission to an applicant to 

proceed construction of a building project upon approval of the building plans, specifications and other 
pertinent documents found conforming to the provisions of the National Building Code of the 
Philippines. In addition, permits supplementary to a building permit such as Ancillary and Accessory 
permits shall also be applied. These are the following: a) Architectural Permit; b) Civil Structural Permit; 
c) Electrical Permit; 
d) Mechanical Permit; e) Sanitary Permit; f) Plumbing Permit; g) Electronics Permit 

 
Office or Division: Municipal Engineering Office / Office of the Building Official 
Classification: Complex / transaction 
Type of Transaction: G2C- Government to Citizen; G2G – Government to Government 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Permit Forms duly accomplished with sign and 
seal of the respective private, licensed and 
registered professions. 

• Building permit 
• Sanitary permit 
• Electrical permit 
• Sign permit 
• Fencing permit 
• Excavation permit 
• Mechanical permit 
• Excavation permit 

Municipal Hall - Office of the Building Official 
(blank application forms) 

2. Legal Documents  
2.1 Transfer Certificate of Title (1 true 
copy and 3 photocopies) 

Provincial Capitol – Registry of Deeds 

2.2 Tax Declaration of lot (1 true copy and 
3 photocopies) 

Municipal Hall – Assessor’s Office 

2.3 Current Tax Receipt / Certificate of 
Non – tax delinquency 

Municipal Hall – Treasurer’s Office 

2.4 Barangay Certification (for unpatented lands) Municipal Hall – Office of the Building Official 

2.5 Alienable and Disposable Certification 
(for unpatented lands) 

Community Environment and Natural Resources 

Office (CENRO) 
2.6 Deed of sale (if ownership is not yet transferred) Provided by the applicant 

2.7 Affidavit of consent of lot owner (if applicant is not 
the registered owner of the The affidavit shall be executed by the registered 



 

129 
 

lot) owner 

2.8 Contract of lease (in case of land lease) Provided by the applicant 

2.9 Certificate of Registration and Board 
Resolution Authorization (in case of Corporation / 
cooperative) 

Provided by the applicant 

3. Building Documents  

3.1 Building Plans / Fencing Plans / Sign Plans (5 
sets each plus one extra copy of the first page of 
architectural plans – site development plans) 1 set 
consist of the following: 

• Architectural plans 
• Structural plans 
• Electrical plans including design 

computations 
• Sanitary / plumbing plans with design 

computations 
• Fire Safety Plans 
• Electronic Plans 
• Geodetic Plans 

Mechanical Plans 

The building / fencing / sign plans shall be prepared, 
duly signed and sealed by the respective private, 
licensed and registered professionals whom the 
applicant has engaged services. 

3.2 Building / Fencing / Sign Cost Estimates, (4 sets 
each) 

• Architectural Works 
• Structural Works 
• Electrical installations 
• Sanitary / Plumbing Installations 
• Fire Safety Installations 
• Electronic Installations 
• Site Development Works 

3.2 Mechanical Installations 

The building / fencing / sign cost estimates shall be 
prepared, duly signed and sealed by the respective 
private, licensed and registered professional/s 
whom the applicant has engaged services. 

3.3 Technical Specifications (3 sets) The technical specifications shall be prepared, 
duly signed and sealed by the respective private, 
licensed and registered professional / s whom the 

applicant has engaged services. 
3.4 Seismic Analysis and Structural Design 
computations EXCEPT for one- storey and single 
detached building / structure with total floor area of 
20.00 sq.m. or less (2 sets) 

The seismic analysis and structural design 
computations shall be prepared, duly signed and 
sealed by the respective private, licensed and 
registered professional whom the applicant has 
engaged services. 

3.5 Boring and load tests / geotechnical investigation report 
for building / structures three-storey roof deck and 
higher (2 sets) 

Private office of geotechnical engineer 

3.6 3.6 Electrical design analysis computations optional if 
included in the plans (2 sets) 

The electrical design analysis shall be prepared, 
duly signed and sealed by the respective private, 
licensed and registered professional electrical 
engineer whom the applicant has engaged 
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services. 
 

3.7 3.7 DOLE approved Construction Safety and Health 
Program, as per DOLE D.O. 13 s. 1998 (2 sets) 

3.8  

DOLE – R3 

3.9 4. Clearances  

3.10 4.1 Mandatory Clearances  

4.1.b Fire Safety Evaluation Clearance (1 original copy) Local Bureau of Fire Protection 

4.2 Written Clearances from other agencies to be 
secured by the applicant 

whenever necessary (1 original and 2 photocopies) 

 

4.2.a Road right-of-way clearance adjacent 
 

  4.2.b Waterway clearance 
 
  4.2.c Transmission line right-of-way clearance 
 
  4.2.d MGB – DENR OGI Report 
 
  4.2.e PAMANA Water Corporation   Water Service   
Clearance for excavation 
 4.2.f LGU / Barangay Clearance 

DPWH – NEED / PEO 
 
DPWH – NEED 
 
NGCP 
 
MGB 
 
PAMANA Water Corporation-Gen. Tinio 
 

   Municipal Hall / Barangay Hall 

5. Supplemental Requirements  

5.1 Photocopy of PRC ID and PTR of 
signing professionals, optional if already submitted for 

the current year (1 set) 

Provided by the design professionals whom the 
applicant has engaged their services. 

5.2 Logbook (1 set) Any school supplies store 

5.3 Expanding envelope (1 piece) Any school supplies store 

5.4 Tarpaulin signage, format provided at 
the back of the checklist of requirements (1 piece) 

Any printing services 

5.5 Authorization letter in case applicant is not 
personally applying (1 original and 1 photocopy) 

Provided by the applicant 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING  
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the client logbook 1. Hand the logbook 
to the client 

 
 

None 

 
 

3 minutes 

Building 
Inspector 
/Admin Aide III  

Engineering 
Office / Office 
of the Building 

Official 
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2. Secure 1 set Building 
permit, ancillary and 
accessory permit 
application forms and 
comply with requirements 
listed in 

the checklist 

2. Issue building 
permit, ancillary and 

accessory permit 
application forms 
and checklist of 

requirements 

 
 

 
None 

 
 

 
5 minutes 

 
 Building 
Inspectors 

Engineering 
Office / Office of 
the Building 
Official 

3. Secure Location 
Clearance 

c/o MPDO – Zoning 
Section 

Refer to 
MPDO – 

Section 
Citizen’s 
Charter 

Refer to 
MPDO – 

Section Citizen’s 
Charter 

Zoning Officer 
Municipal 
Planning and 
Development 
Office – Zoning 
Section 

4. After location clearance is 
issued, request for fire 

endorsement 

4. Prepare fire 
endorsement 

 
 
None 

 
 
5 minutes 

Building 
Inspectors  
Engineering 

Office / Office 
of the Building 

Official 
5. Secure Fire Safety 

Evaluation Clearance 
c/o of local BFP Refer to local 

BFP Citizen’s 
Charter 

Refer to local BFP 
Citizen’s Charter Fire Chief 

Local Bureau of 
Fire 
Protection 

6. After securing location 
clearance and fire 
safety clearance, 

submit accomplished 
building permit 

application together 
with the requirements 

for initial evaluation 

6.1 Receive application 
documents and check 
compliance to 
requirements 

6.2 Provide Order of 
Payment and Progress 
Flow 

Give appropriate 
instructions to 

applicant 

 
 
 
 
 
 

 
None 

 
 
 
 
 
 

 
20 minutes 

 
 
 
 
Building 

Inspectors 
Engineering 

Office / Office 
of the Building 

Official 

7. Secure Line and Grade 
approval 

7.1 Conduct site 
inspection and check 
compliance to 
established easements 
/ setbacks. 

7.2 Verify if applicant 
needs to secure 
additional clearance/s 
from other agencies. 

 
7.3 Assess fee for line 
and grade 

 
7.4 Compute 
excavation bond, 

if necessary 

 
 
 
 

 
See schedule 
of fees below 
this service 
specificati ons 
table 

 
 
 
 
 
 
 
 
 

 
1 day (depends on 
location) 

 
 
 
 
Municipal 
Engineer/ Building 
Inspector/Labor 
Foreman 

Engineering 
Office / Office 
of the Building 

Official 
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8. Secure the approval and 
assessment of fees of 
the following sections: 

    

8.1 Architectural 8.1.a Evaluate 
architectural plans and 
documents  
8.1.b Assess 
architectural fees 

See schedule 
of fees below 
this service 
specifications 
table 

 
 
 
20 minutes 

 
Municipal 
Engineer/ 
Building 

Inspector  
Engineering 

Office / Office 
of the Building 

Official 
8.2 Structural 8.2.a Evaluate structural 

plans and documents 
 
None 

 
20 minutes 

Municipal 
Engineer/ Building 

Inspector  
Engineering 
Office / Office of 
the Building 
Official 

8.3 Electrical 8.3.a Evaluate 
electrical plans and 
documents 

Assess electrical 
fees 

See 
schedule of 
fees below 

this 
service 
specifications 
table 

 

 
20 minutes 

Municipal 
Engineer/ 
Building 
Inspector 
Engineering 
Office / Office of 
the Building 
Official 

8.4 Plumbing and Sanitary 8.4.a Evaluate 
plumbing and sanitary 
plans and documents 

Assess plumbing 
and sanitary fees 

See schedule 
of fees below 
this service 
specificati ons 
table 

 
 

 
20 minutes 

 
Engineer III/ 

Building 
Inspector 
Engineering 

Office / Office of 
the Building 
Official 

9. Secure the order of 
payment to be 

presented at the 
Municipal Treasury 

Office 

9. Compute total 
fees and issue 

Order of Payment 

 
 
 
None 

 
 
 
5 minutes 

 
Building 

Inspector 
Engineering 

Office / Office 
of the Building 

Official 
10. Pay the required fees at 

the Municipal Treasury 
Office by showing the 

Order of Payment 

10.1 Accept the 
payment based on the 
Order of Payment Issue 
the Official Receipt 

 

 
None 

 
Refer to 
MTO’s 

citizen’s charter 

 
Revenue 

Collection Clerk 
Municipal 
Treasurer’s 
Office 

11. Return to the Office of 
the Building Official 

with the official receipt 

11.1 Check the 
official receipt 
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for the processing of 
the permit 11.2 Record the fees 

paid 
 
11.3 Type the 
application number 
including other 
relevant information in 
the application forms 

 

 
None 

 

 
20 minutes 

 Building 
Inspectors 
Engineering 
Office / Office of 
the Building 
Official 

12. Wait for the approval of 
building permit 

application 

12.1 Review and 
check completeness 
of application 
documents and final 
evaluation and 
approval by the 
Building Official 
Type the building permit 
number, record, sort 
and file application 
documents 

 
 
 

 
None 

 
 

 
1 day 

 
 

Municipal 
Engineer/ 
Building 

Inspector 
Engineering 

Office / 
Office of the 
Building Official 

13. Receive approved 
building permit 

13. Release owner’s 
copy of the permit 

 

 
None 

 

 
5 minutes 

Building 
Inspectors 
Engineering 
Office / Office of 
the Building 

Official 
 TOTAL NONE 2 days, 2 hours, 23 

minutes 
 

Note 1: For Fencing permit applications, the signatories of evaluators on Electrical, Sanitary and Bureau of 
Fire Protection are not required. 

Note 2: For Sign (billboard) Permit applications, the signature of the Sanitary Section is not required. 
 

Note 3: For applications involving buildings / structures already constructed without permit, the same 
process and requirements applies. However, both occupancy certificate and building permit applications 
may be applied at the same time. 
Note 4: Process flow is subject to change to comply with the Joint Memorandum Circular 2018-01. 
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3. ISSUANCE OF CERTIFICATE OF OCCUPANCY 
 
The owner of the building or structure who is granted a building permit shall, upon completion of the building, 
apply for a Certificate of Occupancy from the Office of the Building Official. 
 
A Certificate of Occupancy shall be issued by the Building Official within 30 days, if after inspection and 
submittal of a Certificate of Completion by the Architect or Civil Engineer in charge of the construction, it is 
found that the building/structure has complied with the provisions of the Building Code. 
 
A building/structure erected without a building permit may be issued a certificate of occupancy provided the 
owner will be made to comply with the requirements and specifications of the Building Code and other 
pertinent laws. 
 
 

Office or Division: Municipal Engineering Office / Office of the Building Official 
Classification: Complex/ transaction 
Type of Transaction: G2C; G2G 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Application Forms Municipal Engineering Office / Office of the 

Building Official (blank forms) 
2. Inspection Report Municipal Engineering Office / Office of the 

Building Official (blank forms) 
3. Latest picture of the building, exterior face, base it 
from perspective of approved 
plan, completed or almost complete 

Provided by the applicant 

4. Certificate of completion Municipal Engineering Office / Office of the 
Building Official (blank forms) 

5. Affidavit of Civil Engineer Municipal Engineering Office / Office of the 
Building Official (blank forms) 

6. Certificate of Plumbing Inspection Municipal Engineering Office / Office of the 
Building Official (blank forms) 

7. Certificate of Final Electrical Inspection 
(CFEI) 

Municipal Engineering Office / Office of the 
Building Official (blank forms) 

8. Certification from Electrician / Electrical 
Engineer 

Private electrician / Electrical engineer in-charge 
of electrical works 

9. Fire Inspection Certificate Bureau of Fire and Protection 
10. Construction logbook – signed and 
sealed by supervising engineer / architect 

Site Engineer / architect in-charge of construction 

11. Building permit, electrical permit, sanitary permit and 
zoning clearance (1 
photocopy each) 

Provided by the applicant 

12. Approved plans for reference during inspection only, 
to be returned to applicant 
immediately 

Provided by the applicant 

13. PRC ID and current year PTR of professionals, if not 
yet submitted (1 
photocopy) 

Professionals in-charge of construction 
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14. As-built plans for legalization 
application with no violations 

Private professional 

15. As-built plans with proposed remedial 
measures indicated on plans 

Private professional 

16. Affidavit of undertaking to institute 
remedial measures of # 15 within one year only Notary Public 

17. Affidavit of no objection from affected 
neighboring lot owners 

Notary Public 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIB

LE 
1. Sign in the client logbook 1. Hand the 

logbook to the 
client 

 
None 

 
3 minutes 

 Building 
Inspector/ 
Admin Aide III 
Engineering 
Office  

2. Secure application forms 2. Release 
application form 

 
 

None 

 
 

3 minutes 

Building 
Inspectors   
Engineering 
Office / 
Office of the 
Building 
Official  

3. Submit duly accomplished 
application forms and 
documents required from the 
checklist 

3.1 Check 
compliance 
Schedule date of 
inspection 

 
 
None 

 
 
5 minutes 

Building 
Inspectors 
Engineering 
Office / 
Office of the 
Building 
Official 

4. Accompany inspection team 
to the building site 

3.2 4. 
Conduct 
inspection of 
building to 
check 
compliance 
to the 
approved 
building 
plans and 
specifications 
covered by 
the issued 
building 
permit 

 
 
 
 
 
 
 
 

 
None 

 
 
 
 
 
 
 
 

 
3 hours 

 
 
 
 
 
 

Municipal 
Engineer / 
Engineer III / 
Building 
Inspector 
Engineering 
Office / 
Office of the 
Building 
Official 

5. Return to the engineering 
office for the typing of data in 
the Certificate of Occupancy 

5.1 Type data in 
the Certificate of 
Occupancy 
5.2 Prepare 

 
 

 
None 

 
 

 
10 minutes 

 
Building 
Inspector 
Engineering 
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endorsement to the 
local Bureau of Fire 
and Protection 

Office / 
Office of the 

Building 
Official 

6. Secure the approval from the 
zoning section 

6. c/o MPDO – zoning 
section 

c/o MPDO – 
zoning section 

Refer to MPDO 
Zoning Section 
Citizen’s Charter 

Zoning Officer 
Municipal 
Planning and 
Development 
Office – Zoning 
Section 

7. Secure Bureau of Fire and 
Protection 
Certificate of inspection 

c/o local BFP c/o local BFP Refer to local BFP 
Citizen’s Charter 

Bureau of Fire 
and Protection 

6. Secure the approval of the 
inspection team of the 
engineering office 

6. Sign the 
Certificate of 
Occupancy as to 
compliance with 
the following (in any 
order): 
a. Line and grade 
b. Architectural 
c. Structural 
d. Electrical 

Sanitary / Plumbing 

 
 
 
 
 
 
 

 
None 

 
 
 
 
 
 

 
10 minutes (2 
minutes per 
signatory) 

 
 
 
 
 
Municipal 

Engineer/ 
Building 
Inspector  
Engineering 

Office / 
Office of the 

Building 

Official 
7. Pay the Building Code Fees 
and when required, pay the 
Administrative fine 

7. Receive payment 
and issue Official 
Receipt 

See 
schedule of 
fees 
provided 
under 
Service 

#1 

 
Refer to MTO 
Citizen’s Charter 

 
Revenue 

Collection 
Clerk 

Municipal 
Treasurer’s 
Office 

8. Submit official receipt to the 
Engineering Office / Office of 
the Building Official 

8.1 Receive 
Official receipt 
8.2 Process 
application 
8.3 Transmit 
application to 
Building Official for 
approval 

 
 

 
None 

 
 

 

6 minutes 

 
Building 
Inspector  

Engineering 
Office / Office of 
the Building 
Official 

9. Wait for the approval of the 
Certificate of Occupancy 

9.1 Evaluate and 
review 
completeness of 
documents 
9.2 Approve 
application 

 

 
None 

 

 
30 minutes 

Municipal 
Engineer 

Engineering 
Office / 

Office of the 
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Building Official 

10. Wait for the release of 
approved Certificate of 
Occupancy 

Final processing, 
recording, and sorting 
of approved application 
9.3  

None 10 minutes Building 
Inspector 

Engineering 
Office / 

Office of the 
Building 
Official 

11. Receive owner’s copy of the 
Certificate of Occupancy 

11. Release owner’s 
copy of the Certificate 
of Occupancy 

 
 

None 

 
 

5 minutes 

Building 
Inspector/Ad
min Aide III 
 Engineering 
Office / Office 
of the Building 

Official 
 TOTAL  4 hours and 

22 minutes 
 

Note 1: For applications involving buildings / structures already constructed without permit, the same 
process and requirements apply. However, both Certificate of Occupancy and Building Permit applications 
may be applied at the same time. 
Note 4: Process flow is subject to change to comply with the Joint Memorandum Circular 2018-01. 
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   4.ISSUANCE OF CERTIFICATIONS ON ISSUED PERMITS OR CERTIFIED  
PHOTOCOPIES OF BUILDING PERMITS, OCCUPANCY CERTIFICATES, BUILDING  
CLEARANCE AND OTHER RELATED DOCUMENTS 

Any person, upon request, may be issued certified copies of building permits and 
certificates on file provided the purpose of the request is for legal and academic purposes 
only. For request of copies of building plans, a written permission from the designer is 
required prior to issuance of the certified copy except when the requesting party is the 
building owner. 

 
Office or Division: Municipal Engineering Office / Office of the Building Official 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen; G2G – Government to Government 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Accomplished request slip / letter.  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the client logbook 1. Hand the 
logbook to the 
client 

 
 

None 

 
 

3 minutes 

Building 
Inspector/Admin 
Aide III  

Engineering 
Office / Office of 

the Building 
Official 

2. Accomplish request 
slip for the desired 
document to be certified. 

2.1 Receive copy of 
request 
Prepare and 
issue order of 
payment 
2.2 2.3 Prepare the 

requested 
document 

  
25 minutes 

 Building 
Inspector` 
Engineering 
Office / Office of 
the Building 
Official 

3. Pay the required fees 
at the Municipal Treasury 
Office 

Receive payment and 
issue official receipt 

 Refer to MTO 
Citizen’s Charter 

Revenue 
Collection Clerk 
Municipal 
Treasurer’s 
Office 

4. Return to the 
Engineering Office and 
Submit Official receipt 

4.1 Release copy of 
document to the 
client 

Record and file office 
copy of the document 

 

 
None 

 

 

3 minutes 

 Building 
Inspector  

Engineering 
Office / Office of 

the Building 
Official 

 TOTAL  31 minutes  
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5.ISSUANCE OF ELECTRICAL PERMIT AND CERTIFICATE OF FINAL ELECTRICAL 
INSPECTION FOR ADDITIONAL OR RECONNECTION OF KWH METER (Pursuant to 
the provisions of PD 184 and PD 1096) 

Electrical Permit and Certificate of Final Electrical Inspection are issued by the Office of the 
Building Official to applicants who wish to have additional Kilowatt Hour Meter or to be 
reconnected with electricity after the Local Electrical Utility Company has disconnected their 
services. 

 
Office or Division: Municipal Engineering Office / Office of the Building Official 
Classification: Complex 
Type of Transaction: G2C – Government to Citizen; G2G – Government to Government 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Certificate of Non-Tax Delinquency of Lot (1 
true copy)   

Municipal Hall – Municipal Treasurer’s Office 

2. Certificate of Non-Tax Delinquency of Building (1 
true copy) 

Municipal Hall – Municipal Treasurer’s Office 

3. Certificate of Occupancy covering the 
building (1 photocopy) 

Owner’s copy 

4. Electric Bill (1 original and 1 photocopy) Local Electric Utility Company NEECO II AREA 2 
5. For reconnection, proof that the electric service 
of the applicant has been disconnected by the 
Local Electric Utility 

Local Electric Utility Company NEECO II AREA 2 

Company (1 photocopy)  
6. Electric plans signed and sealed by a private 
Professional Electrical Engineer (2 original copies) 

Prepared, signed and sealed by a private Professional 
Electrical Engineer 

7. Location plan signed by the private 
Electrical Engineer (2 original copies) 

Prepared, signed by a private Electrical Engineer 
/ Master Electrician 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the client 
logbook 

1. Hand the logbook to the 
client 

 
 

None 

 
 

3 minutes 

 Building Inspector/ 
Admin Aide IIIi 
Engineering Office / 
Office of the Building 

Official 
2. Secure application 

forms 
2.1 Issue application 
forms 
2.2 Give appropriate 
instructions 

 

 
None 

 

 
3 minutes 

 Building Inspectors 
Engineering Office / 
Office of the Building 
Official 

3. Submit 
accomplished form and 

the required 
documents 

3.1 Receive and 
evaluate application 
as to compliance with 
the requirements 

 
 

 

 
 

 

 
 Building Inspectors 
Engineering Office / 
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3.2 Schedule date of 
inspection 

None 5 minutes Office of the Building 
Official 

4. Accompany 
inspector on the 

scheduled date of 
inspection 

4.1 Conduct 
inspection of 
electrical 
installation 

4.1 Assess building 
code fees 

 

 
None 

 

 
2 hours 

 Building Inspector/                            
Electrician 

Engineering Office / 
Office of the Building 
Official 

5. Secure order of 
payment 

5. Prepare order 
of payment 

 
 
None 

 
 
2 minutes 

 
 Building Inspector 

Engineering Office / 

Office of the Building 
Official 

6. Pay the Building 
Code Fees and fire 

code fees 

6. Receive 
payment and 
issue Official 
Receipt 

See 
schedule 

of fees 
provided 

under Service 
#1 

 
Refer to MTO 
Citizen’s Charter 

 
Revenue Collection 

Clerk 

Municipal 
Treasurer’s Office 

7. Secure Fire 
Protection Certification 

endorsement 

7. Prepare 
endorsement 

 
 

None 

 
 

3 minutes 

Building Inspectors 
Engineering Office / 
Office of the Building 
Official 

8. Secure Fire 
Protection Certification 

c/o local BFP c/o local 
BFP 

Refer to MTO 
Citizen’s Charter 

Local BFP Chief 
Local BFP 

9. Submit application 
with all documentary 

requirements 

9.1 Receive and 
evaluation application 
Record OR 
number and 
application 
number 

 
 

 
None 

 
 

 

8 minutes 

 
Building Inspectors 
Engineering Office / 
Office of the Building 

Official 
 

 
10. Wait for approval of 

the permit 
10.1 Sign 
application for 
endorsement to the 
Building Official 
Final evaluation 
and approval 

 
 

 
None 

 
 

 

4 minutes 

 
Municipal Engineer/ 

Building Inspector 
Engineering Office / 
Office of the Building 

Official 
11. Receive copy of 

permit 
11. Record and 
issue permit 

 
 

None 

 
 

2 minutes 

Building 
Inspector/Admin 
Aide III 
Engineering Office / 
Office of the Building 

Official 
 TOTAL  2 hours and 

30 minutes 
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5. ISSUANCE OF PERMIT FOR TEMPORARY ELECTRICAL SERVICE CONNECTION 
 (Pursuant to the provisions of PD 184 and PD 1096) 

Permit for Temporary Electrical Service Connection is issued by the Office of the Building Official to 
applicants who wish to be connected with temporary electrical service during the construction of their 
buildings / structures and other permitted activities that needs temporary lighting. 

Office or Division: Municipal Engineering Office / Office of the Building Official 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen; G2G – Government to Government 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Approved Building Permit (1 photocopy); or Owner’s copy 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G 

TIME 

PERSON 
RESPONSIBLE 

1. Sign in the client 
logbook 

1. Hand the 
logbook to the 
client 

 
 

None 

 
 

3 minutes 

 Building Inspector  
Engineering Office / 

Office of the Building Official 

2. Secure application 
forms 

2.1 Issue 
application forms 

2.2 Give 
appropriate 
instructions 

 
 

 
None 

 
 

 
3 minutes 

 
Building Inspectors 

Engineering Office / Office 
of the Building 

Official 

3. Submit 
accomplished form 
and the required 
document 

3. Receive and 
evaluate application 
as to compliance 
with the 
requirements 

 
 

None 

 
 

6 minutes 

 Building Inspectors 
Engineering Office / Office 

of the Building Official 

4. Secure order of 
payment 

4. Prepare order of 
payment 

 
 

None 

 
 

2 minutes 

 BuildingInspector 
Engineering Office / 

Office of the Building Official 

5. Pay the Building Code 
Fees 

5. Receive 
payment and 
issue Official 
Receipt 

See schedule 
of fees 

provided under 
Service 

#1 

 
Refer to MTO 

Citizen’s 
Charter 

 
Revenue Collection Clerk 

Municipal Treasurer’s 
Office 

6. Submit official receipt 
to the Engineering Office / 
Office of the Building 
Official 

6.1 Receive 
Official receipt 
Record OR  number and 
application number 

 
None 

 
8 minutes 

 Building Inspector 
Engineering Office / Office of 
the Building Official 
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7. Wait for approval of the 
permit 

7.1 Sign application 
for endorsement to 
the Building Official 

7.2 Final 
evaluation and 
approval 

 
 

 

None 

 
 

 

4 minutes 

Municipal Engineer/ Building 
Inspector 

Engineering Office / Office of 
the Building 
Official 

8. Receive copy of permit 8. Record and 
issue permit 

 
 

None 

 
 

2 minutes 

Building Inspectors 
Engineering Office / 

Office of the Building Official 

 TOTAL 
 28 minutes 
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MUNICIPAL SOCIAL WELFARE AND 
DEVELOPMENT OFFICE 

 
External Services 
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1. ASSISTANCE ON THE NATIONAL YOUTH COMMISSION –  
YOUTH ORGANIZATION REGISTRATION PROGRAM (YORP) 

Requirements for the registration of Youth and Youth-Serving Organization to the National Youth 
Commission’s 2017 Revitalized Youth Organization Registration Program (YORP). 

 
Office or Division: MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE – LOCAL YOUTH 

DEVELOPMENT UNIT 
Classification: Simple 
Type of Transaction: G2C-Government to Citizen 
Who may avail: All Youth and Youth-Serving Organization in the General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Official Registration Form MSWDO, LYDO or NYC Website 
Copy of Directory of Officers and Advisers Applicant 
List of Members in good standing Applicant 
Copy of the Constitution and By-Laws, which should 
indicate the age and scope of members 

Applicant 

Endorsement or Certificate from Appropriate Authority. MSWDO/LYDO, Barangay Captain, SK Chairperson, 
Elected Officials, Priest, Pastor and School Admin. 

Government Issued I.D of the Head of the Organization 
(1 photo copy) 

Comelec, PhilSys, Post Office, DFA, BIR, LTO, etc. 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

6. Sign in the client 
logbook in the front 
desk of the office. 

1. Give the logbook to the 
client. 

None 3 minutes Social Welfare Aide 
MSWDO 

2. Inquire for the 
registration of youth or 
youth-serving 
organization. 

2.1 Conduct interview and 
assessment.  

2.2 Determined the 
classification of the 
organization. 

2.3 Explain and assist client 
with the documentary 
requirements. 

None 
 
 
None 
 
 
 

10 minutes 
 
 
15 minutes 
 
15 minutes 
 
 
 

LYDO/Focal Person 
 
 
LYDO/Focal Person 
 
LYDO/Focal Person 
 

3 Submit the 
documentary 
requirements. 

3.1 Received the required 
documents and check for 
completeness. 

3.2 Start assisting on on-line 
submission of the 
requirements to the NYC-
YORP Web site. And wait 
for the verification 
message through email 
(24-48 hours) 

None     
 
 
 
                                     

None 
         

5 minutes 
 
 
 
 
30 minutes 
 
 

LYDO/Focal Person 
 
 
 
 
LYDO/Focal Person 
 
 
 
 

4 Submit the copy of 
certificate of 
registration from NYC. 

4.1 Record the details to the 
logbook and encode data 
to the database. 

None   15 minutes 
 

LYDO/Focal Person 
 

 TOTAL NONE 1 hour,33 
minutes 
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2. ISSUANCE OF CERTIFICATION OF FINANCIAL INCAPABILITY FOR PHILHEALTH 
AND CERTIFICATION OF INDIGENCY 
• Requirement to avail free health care insurance under RA 112233 or Universal Health Care Act  
•    Requirement to avail the government services for Ambulance, PAO, Scholarship, MCR  

 
Office or Division: MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: ALL residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS FOR FI 
PHILHEALTH 

WHERE TO SECURE 

Government Issued ID (1 photocopy) LTO, BIR, COMELEC, PSA, PAG-IBIG, GSIS, SSS, DFA, 

Barangay Indigency (original copy) Barangay Hall 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIBLE 

7. Sign in the client 
log book. 

3. Give the log book 
to the client. 

None. 5 minutes Social Welfare Aide 

4. Provide 
information 
details. 

8. Interview client 
using Intake 
Sheet Form 

None. 5 minutes Social Worker 

9. Submit the 
required 
documents. 

9.1 Receive the 
required 
documents and 
check for 
completeness. 

9.2 Start processing 
the certification. 

9.3 Forward to 
MSWDO for 
signature of the 
certification 

9.4 Record the 
details at the 
issue log book. 

 

None. 
 
 
 
 
None. 
 
 

5 minutes 
 
 
 
 

5 minutes 
 
 

5 minutes 
 

 
5 minutes 

 

Social Worker 
MSWDO 
 
 
 
Social Worker 
MSWDO 
 
Social Worker 
MSWDO 
 
Social Welfare Aide 
MSWDO 

10. Receive the 
signed 
Certification and 
sign the client’s 
receiving log book. 

Issue the signed 
Certification and 
sign the client’s 
receiving log book. 

None. 
 

3 minutes Social Welfare Aide 
MSWDO 

 TOTAL NONE 33 minutes  

 
 



 

146 
 

 
 
 

3. ISSUANCE OF CERTIFICATION OF PRE-MARRIAGE ORIENTATION  
AND COUNSELLING 

Requirement to ensure that the couples intending to marry each other are equipped with the necessary 
tools and knowledge for the establishment of family life as provided under RA 10354 

 
Office or Division: MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: Residents of General Tinio, Nueva Ecija and residents from other town aged 18 years 
old and above 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Referral slip for PMOC PSA or MCR 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIBLE 

11. Give referral to 
PMOC staff 

11.1 Received referral None. 1 minute 
Social Welfare Aide 
MSWDO 

12. Sign in to client’s 
log book. 

2.1  Give the logbook  None. 5 minutes MSWDO 

3 Fill out the necessary 
documents: 
➢ Family 

Development 
Session Activity 
Report 

➢ Marriage 
Evaluation 
Inventory Form 

3.1 Received the 
filled-out form 
and check for 
completeness  

None. 
 

15 minutes 
 
 

MSWDO 
 
 
 

4 Participate on the 
orientation and 
counselling. 

4.1 Conduct 
orientation and 
counselling 
session. 

4.2 Prepare and 
submit the sign 
certificate at the 
MCR 

 

None. 60 minutes 
 
 
 
300 minutes 

MSWDO 
 
 
 
MSWDO 

 TOTAL NONE 1 hour, 26 
minutes 
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4. ISSUANCE OF PERSONS WITH DISABILITIES IDENTIFICATION CARD 
 

Requirements to avail the benefits of Persons with disabilities as provided under RA 10754 amended RA 
7277. 

 
Office or Division: MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFIC/ PDAO 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: ALL Residents of General Tinio, Nueva Ecija with Disabilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Latest medical certificate (original and 1 photo copy) Attending physicians  

Voter’s I.D or Voter’s Certificate COMELEC 

Whole body picture 1x1 pictures Photo Printing Shop 

1x1 pictures Photo Printing Shop 

Community Tax certificate MUNICIPAL TREASURER’S OFFICE 

IFTHE APPLICANT IS MINOR:  

Latest medical certificate (original and 1 photo copy) Attending physicians 

Voter’s I.D or Voter’s Certificate COMELEC 

Whole body picture 1x1 pictures Photo Printing Shop 

1x1 pictures Photo Printing Shop 

Birth certificate (1 original) PSA or MCR 

Barangay clearance (1 original) Barangay hall 

Community Tax certificate MUNICIPAL TREASURER’S OFFICE 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIBLE 

13. Sign in the client 
log book. 

5. Give the log book to 
the client. 

None 5 minutes 

Social Welfare 
Aide 
MSWDO 

6. Fill out application 
form. 

14. Give application 
form. 

None 10 minutes MSWDO 

15. Submit the 
required 
documents as 
stated. 

3.1 Receive the required 
documents and check 
for completeness. 
3.2 Start processing the 
application. 
3.3 Forward to the LCE 
for signature of the I.D. 

None 
 
 
 
None 
 

5 minutes 
 
 
 
1 day 
 

Social Worker 
MSWDO 
 
Social Worker 
MSWDO 
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3.4 Record the details at 
the issue log book. 

None 
 
 
None 

1 day 
 
 
5 minutes 

Social Worker 
MSWDO 
 
Social Welfare 
Aide 
MSWDO 

16. Receive the 
signed PWD I.D 
with the purchase 
booklet and sign 
the client’s log 
book. 

4. Issue the signed 
PWD I.D with the 
purchase booklet 
and give the client’s 
log book 

None 5 minutes Social Welfare 
Aide 
MSWDO 

 TOTAL NONE 2 days, 30 
minutes 
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5.ISSUANCE OF SOCIAL CASE STUDY REPORT 
Requirement to avail benefits for hospital bill, scholarship, continuous medication (chemotherapy, 
dialysis, radiation) to different government offices  

 
Office or Division: MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE 
Classification: Simple 
Type of Transaction: G2C-Government to Citizen 
Who may avail: ALL Residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS FOR HOSPITAL 
BILL 

WHERE TO SECURE 

Government Issued ID (1 photocopy) LTO, BIR, COMELEC, PSA, PAG-IBIG, GSIS, SSS, DFA, 
Medical Abstract (Original or Cert. Xerox Copy) Hospital, Private Physician 
Statement of Account (Original or Cert. Xerox Copy) Hospital 
  

CHECKLIST OF REQUIREMENTS FOR 
CONTINUOUS MEDICATION (CHEMOTHERAPY, 

DIALYSIS, RADIATION AND OTHER CHRONIC 
ILLNESSES TREATMENT) 

WHERE TO SECURE 

Government Issued ID (1 photocopy) LTO, BIR, COMELEC, PSA, PAG-IBIG, GSIS, SSS, DFA, 
Medical Abstract (Original or Cert. Xerox Copy) Hospital, Private Physician 
Medical Protocol Treatment (Original or Cert. Xerox 
Copy) 

Hospital, Private Physician 

  
CHECKLIST OF REQUIREMENTS FOR 

SCHOLARSHIP 
WHERE TO SECURE 

School Issued ID (1 photocopy) College or University School 
Certificate of Enrollment/Registration College or University School 
Barangay Indigency Barangay Hall 
  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Sign in the client 

log book. 
1.1 Give the log book to 

the client. 
None. 5 minutes Social Welfare Aide 

2. Provide 
information 
details 

2.1 Interview client 
using Intake Sheet 
Form 

None. 15 minutes Social Worker 
MSWDO 

3. Submit the 
required 
documents as 
stated. 

3.1 Received the 
documents and 
check for 
completeness. 

3.2 Preparation of 
Social Case 
Study Report: 

➢ Visitation 
➢ Assessment 

None. 
 
 
None. 
 
 
None 
 
 

5 minutes 
 
 
 

1 day 
 

 
1 day 

 

Social Worker 
MSWDO 
 
Social Worker 
MSWDO 
 
Social Worker 
MSWDO 
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➢ Evaluation 
3.3 Forward to 

MSWDO for 
signature of the 
Social Case Study 
Report 

 
None 

 
5 minutes 

 
 
 

 
 
 
Social Welfare Aide 
MSWDO 

4. Receive the Social 
Case Study 
Report and sign 
the client’s 
receiving log book. 

4.1 Issue the Social 
Study Report and 
sign the client’s 
receiving log book. 

None. 
 

5 minutes Social Welfare Aide 
MSWDO 

 TOTAL NONE 2 days, 35 
minutes 
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6.ISSUANCE OF SOLO PARENT IDENTIFICATION CARD AND BOOKLET 
Requirements to avail benefits of Solo Parent as provided under the Republic Act 11861 otherwise known 
as The Expanded Solo Parents Welfare Act. 

 
Office or Division: MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE 
Classification: Complex 
Type of Transaction: G2C-Government to Citizen 
Who may avail: All Solo Parents that are residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
CATEGORY: A.1 - BIRTH AS A CONSEQUENCE OF RAPE 
Birth Certificate/s of the child or children (xerox copy) PSA or MCR 
Complaint affidavit (1 photocopy) PNP or RTC 
Medical record on the incident of rape (1 photocopy) Hospital 
Sworn Affidavit declaring that the solo parent is not 
cohabiting with a partner or co-parent, and has the sole 
parental care and support of the child/children at the 
time of the execution of affidavit. (1 original copy) 

Law Firm or Notary Public 

Barangay Certificate or Affidavit of barangay official 
attesting that the solo parent is a resident of the 
barangay and the child/children is/are under the 
parental care and support of the solo parent. (1 original 
copy) 

Barangay Hall (residence of the applicant) 

Solo Parents Orientation Seminar Certificate of 
Attendance 

MSWDO/SPO 

National ID No. (if any) (1 photo copy) PhilSys 
1x1 Picture of Applicant (2 photo copy) Applicant 
Community Tax Certificate (1 photo copy) Municipal Treasurer’s Office 
CATEGORY: A.2 – DEATH OF THE SPOUSE (WIDOW/ER) 
Birth Certificate/s of the child or children (xerox copy) PSA or MCR 
Marriage Certificate (1 photocopy) PSA or MCR 
Death Certificate of spouse (1 photocopy) PSA or MCR 
Sworn Affidavit declaring that the solo parent is not 
cohabiting with a partner or co-parent, and has the sole 
parental care and support of the child/children at the 
time of the execution of affidavit. (1 original copy) 

Law Firm or Notary Public 

Barangay Certificate or Affidavit of barangay official 
attesting that the solo parent is a resident of the 
barangay and the child/children is/are under the 
parental care and support of the solo parent. (1 original 
copy) 

Barangay Hall (residence of the applicant) 

Solo Parents Orientation Seminar Certificate of 
Attendance 

MSWDO/SPO 

National ID No. (if any) (1 photo copy) PhilSys 
1x1 Picture of Applicant (2 photo copy) Applicant 
Community Tax Certificate (1 photo copy) Municipal Treasurer’s Office 
CATEGORY: A.3 – DETENTION OR CRIMINAL CONVICTION OF THE SPOUSE 
Birth Certificate/s of the child or children (xerox copy) PSA or MCR 
Marriage Certificate (1 photocopy) PSA or MCR 
Certificate of detention or a certification that the 
spouse is serving sentence for at least three (3) months 

PNP or RTC 
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issued by the law-enforcement agency having actual 
custody of the detained spouse or commitment order 
by the court pursuant to a conviction of the spouse (1 
photocopy) 
Sworn Affidavit declaring that the solo parent is not 
cohabiting with a partner or co-parent, and has the sole 
parental care and support of the child/children at the 
time of the execution of affidavit. (1 original copy) 

Law Firm or Notary Public 

Barangay Certificate or Affidavit of barangay official 
attesting that the solo parent is a resident of the 
barangay and the child/children is/are under the 
parental care and support of the solo parent. (1 original 
copy) 

Barangay Hall (residence of the applicant) 

Solo Parents Orientation Seminar Certificate of 
Attendance 

MSWD Office/SP Office 

National ID No. (if any) (1 photo copy) PhilSys 
1x1 Picture of Applicant (2 photo copy) Applicant 
Community Tax Certificate (1 photo copy) Municipal Treasurer’s Office 
CATEGORY: A.4 – PHYSICAL OR MENTAL INCAPACITY OF THE SPOUSE 
Birth Certificate/s of the child or children (xerox copy) PSA or MCR 
Marriage Certificate (1 photocopy) PSA or MCR 
Medical record, medical abstract or certificate of 
confinement in National Center for Mental Health or 
any medical hospital or facility as a result of the 
spouse’s physical or mental incapacity which record of 
incapacitated spouse should have been issued not 
more than three (3) months before the submission or 
PWD ID (1 photocopy) 

Medical Hospital/Facility 

Sworn Affidavit declaring that the solo parent has the 
sole parental care and support of the child/children at 
the time of the execution of affidavit. (1 original copy) 

Law Firm or Notary Public 

Barangay Certificate or Affidavit of barangay official 
attesting that the solo parent is a resident of the 
barangay and the child/children is/are under the 
parental care and support of the solo parent. (1 original 
copy) 

Barangay Hall (residence of the applicant) 

Solo Parents Orientation Seminar Certificate of 
Attendance 

MSWD Office/SP Office 

National ID No. (if any) (1 photo copy) PhilSys 
1x1 Picture of Applicant (2 photo copy) Applicant 
Community Tax Certificate (1 photo copy) Municipal Treasurer’s Office 

 
CATEGORY: A.5 – LEGAL OR DE FACTO SEPERATION OF SPOUSE 
Birth Certificate/s of the child or children (xerox copy) PSA or MCR 
Marriage Certificate (1 photocopy) PSA or MCR 
Certificate of detention or a certification that the 
spouse is serving sentence for at least three (3) months 
issued by the law-enforcement agency having actual 
custody of the detained spouse or commitment order 
by the court pursuant to a conviction of the spouse (1 
photocopy) 

PNP or RTC 

Sworn Affidavit declaring that the solo parent is not 
cohabiting with a partner or co-parent, and has the sole 
parental care and support of the child/children at the 
time of the execution of affidavit. (1 original copy) 

Law Firm or Notary Public 
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Barangay Certificate or Affidavit of barangay official 
attesting that the solo parent is a resident of the 
barangay and the child/children is/are under the 
parental care and support of the solo parent. (1 original 
copy) 

Barangay Hall (residence of the applicant) 

Solo Parents Orientation Seminar Certificate of 
Attendance 

MSWD Office/SP Office 

National ID No. (if any) (1 photo copy) PhilSys 
1x1 Picture of Applicant (2 photo copy) Applicant 
Community Tax Certificate (1 photo copy) Municipal Treasurer’s Office 
CATEGORY: A.6 – DECLARATION OF NULITY OR ANNULMENT OF MARRIAGE OR DIVORCE 
Birth Certificate/s of the child or children (xerox copy) PSA or MCR 
Marriage Certificate, annotated with the fact of 
declaration of nullity of marriage or annulment of 
marriage (1 photocopy) 

PSA or MCR 

Judicial decree of nullity or annulment of marriage or 
judicial recognition of foreign divorce (1 photocopy) 

PNP or RTC 

Sworn Affidavit declaring that the solo parent is not 
cohabiting with a partner or co-parent, and has the sole 
parental care and support of the child/children at the 
time of the execution of affidavit. (1 original copy) 

Law Firm or Notary Public 

Barangay Certificate or Affidavit of barangay official 
attesting that the solo parent is a resident of the 
barangay and the child/children is/are under the 
parental care and support of the solo parent. (1 original 
copy) 

Barangay Hall (residence of the applicant) 

Solo Parents Orientation Seminar Certificate of 
Attendance 

MSWD Office/SP Office 

National ID No. (if any) (1 photo copy) PhilSys 
1x1 Picture of Applicant (2 photo copy) Applicant 
Community Tax Certificate (1 photo copy) Municipal Treasurer’s Office 

 
CATEGORY: A.7 – ABANDONMENT BY THE SPOUSE 
Birth Certificate/s of the child or children (xerox copy) PSA or MCR 
Marriage Certificate (1 photocopy) PSA or MCR 
Affidavit of two (2) disinterested person attesting to the 
fact of abandonment of the spouse. 

Law Firm or Notary Public 

Police or barangay record of the fact of abandonment. 
(1 photocopy) 

PNP or Barangay Hall 

Sworn Affidavit declaring that the solo parent is not 
cohabiting with a partner or co-parent, and has the sole 
parental care and support of the child/children at the 
time of the execution of affidavit. (1 original copy) 

Law Firm or Notary Public 

Barangay Certificate or Affidavit of barangay official 
attesting that the solo parent is a resident of the 
barangay and the child/children is/are under the 
parental care and support of the solo parent. (1 original 
copy) 

Barangay Hall (residence of the applicant) 

Solo Parents Orientation Seminar Certificate of 
Attendance 

MSWD Office/SP Office 

National ID No. (if any) (1 photo copy) PhilSys 
1x1 Picture of Applicant (2 photo copy) Applicant 
Community Tax Certificate (1 photo copy) Municipal Treasurer’s Office 
CATEGORY: B.1 – SPOUSE OF AN OFW OR FAMILY MEMBER AS GUARDIAN OF THE CHILD/CHILDREN OF 
AN OFW 
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Birth Certificate/s of the child or children (xerox copy) PSA or MCR 
Marriage Certificate, if the applicant is the spouse of the 
OFW, or birth certificate or the other competent proof 
of the relationship between the applicant and the OFW, 
if the applicant is a family member of the OFW. 
(photocopy) 

PSA or MCR 

Philippine Overseas Employment Administration 
Standard Employment Contract (POEA-SEC) or its 
equivalent document. (1 photocopy) 

Employer/Agency or Department of Migrant Worker 
(DMW) 

OFW’s passport with stamp showing continues twelve 
(12) months of overseas work, or a certification from 
Bureau of Immigration. (1 photocopy) 

Department of Foreign Affairs (DFA) or Bureau of 
Immigration (BI) 

Proof of Income of the OFW’s spouse or family member. 
(if any) (1 photocopy) 

Employer/Agency or Applicant  

Sworn Affidavit declaring that the solo parent is not 
cohabiting with a partner or co-parent, and has the sole 
parental care and support of the child/children at the 
time of the execution of affidavit. (1 original copy) 

Law Firm or Notary Public 

Barangay Certificate or Affidavit of barangay official 
attesting that the solo parent is a resident of the 
barangay and the child/children is/are under the 
parental care and support of the solo parent. (1 original 
copy) 

Barangay Hall (residence of the applicant) 

Solo Parents Orientation Seminar Certificate of 
Attendance 

MSWD Office/SP Office 

National ID No. (if any) (1 photo copy) PhilSys 
1x1 Picture of Applicant (2 photo copy) Applicant 
Community Tax Certificate (1 photo copy) Municipal Treasurer’s Office 
CATEGORY: C.1 – UNMARRIED FATHER OR MOTHER WHO KEEPS REARS THE CHILD/CHILDREN 
Birth Certificate/s of the child or children (xerox copy) PSA or MCR 
Certificate of No Marriage (CENOMAR) (1 original copy) PSA or MCR 
Sworn Affidavit declaring that the solo parent is not 
cohabiting with a partner or co-parent, and has the sole 
parental care and support of the child/children at the 
time of the execution of affidavit. (1 original copy) 

Law Firm or Notary Public 

Barangay Certificate or Affidavit of barangay official 
attesting that the solo parent is a resident of the 
barangay and the child/children is/are under the 
parental care and support of the solo parent. (1 original 
copy) 

Barangay Hall (residence of the applicant) 

Solo Parents Orientation Seminar Certificate of 
Attendance 

MSWDO/SPO 

National ID No. (if any) (1 photo copy) PhilSys 
1x1 Picture of Applicant (2 photo copy) Applicant 
Community Tax Certificate (1 photo copy) Municipal Treasurer’s Office 
CATEGORY: D.1 – LEGAL GUARDIAN, ADOPTIVE OR FOSTER SOLO PARENT 
Birth Certificate/s of the child or children (xerox copy) PSA or MCR 
Proof of guardianship, such as the decision granting 
legal guardianship issued by court: proof of adoption, 
such as the decree of adoption issued by court, or order 
for adoption issued by DSWD or the National Authority 
on Child Care; proof of foster care such as the Foster 
Parent License issued by the DSWD on NACC. (1 
photocopy) 

RTC, DSWD or NACC 
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Sworn Affidavit declaring that the solo parent is not 
cohabiting with a partner or co-parent, and has the sole 
parental care and support of the child/children at the 
time of the execution of affidavit. (1 original copy) 

Law Firm or Notary Public 

Barangay Certificate or Affidavit of barangay official 
attesting that the solo parent is a resident of the 
barangay and the child/children is/are under the 
parental care and support of the solo parent. (1 original 
copy) 

Barangay Hall (residence of the applicant) 

Solo Parents Orientation Seminar Certificate of 
Attendance 

MSWD Office/SP Office 

National ID No. (if any) (1 photo copy) PhilSys 
1x1 Picture of Applicant (2 photo copy) Applicant 
Community Tax Certificate (1 photo copy) Municipal Treasurer’s Office 

 
CATEGORY: E.1 - FOURTH (4TH) CIVIL DEGREE OF CONSANGUINITY OR AFFINITY OF THE PARENT OR 
ASSUME PARENTAL CARE AND SUPPORT OF THE CHILD/CHILDREN 
Birth Certificate/s of the child or children (xerox copy) PSA or MCR 
Death Certificate, Certificate of incapacity, or judicial 
declaration of absence or presumptive death of the 
parents or legal guardian; police or barangay records 
evidencing the fact of disappearance or absence of the 
parent or legal guardian for at least six (6) months. 

PSA, MCR, RTC, PNP or Barangay Hall 

Proof of relationship of the relative to the parent or legal 
guardian, such birth certificate, marriage certificate, 
family records, or other similar or analogous proof of 
relationship. 

PSA, MCR or Applicant 

Sworn Affidavit declaring that the solo parent is not 
cohabiting with a partner or co-parent, and has the sole 
parental care and support of the child/children at the 
time of the execution of affidavit. (1 original copy) 

Law Firm or Notary Public 

Barangay Certificate or Affidavit of barangay official 
attesting that the solo parent is a resident of the 
barangay and the child/children is/are under the 
parental care and support of the solo parent. (1 original 
copy) 

Barangay Hall (residence of the applicant) 

Solo Parents Orientation Seminar Certificate of 
Attendance 

MSWD Office/SP Office 

National ID No. (if any) (1 photo copy) PhilSys 
1x1 Picture of Applicant (2 photo copy) Applicant 
Community Tax Certificate (1 photo copy) Municipal Treasurer’s Office 
CATEGORY: F.1 – PREGNANT WOMAN 
Medical record of her pregnancy Hospital or Medical Facility 
Affidavit of a barangay official attesting that the solo 
parent is a resident of the barangay. 

Law Firm, Notary Public or Barangay Hall 

Sworn Affidavit declaring that the solo parent is not 
cohabiting with a partner or co-parent who is providing 
support to the pregnant woman. 

Law Firm or Notary Public 

Solo Parents Orientation Seminar Certificate of 
Attendance 

MSWDO/SPO 

National ID No. (if any) (1 photo copy) PhilSys 
1x1 Picture of Applicant (2 photo copy) Applicant 
Community Tax Certificate (1 photo copy) Municipal Treasurer’s Office 
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CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
17. Sign in the client 

logbook in the front 
desk of the office. 

7. Give the logbook to 
the client. 

None 3 minutes Social Welfare 
Aide 
MSWDO 

8. Inquire for the solo 
parent and 
documentary 
requirement. 

4.2 Conduct Solo Parent 
Orientation seminar. 

4.3 Issue a certificate of 
attendance on Solo 
Parent Orientation 
Seminar. 

4.4 Determine the 
category of the 
applicant and give 
the requirement 
checklist according 
to his/her category. 

None 
 
 
None 
 
 
 
 
 
None  

30 minutes 
 
 
5 minutes 
 
 
 
 
 
5 minutes 

SPO 
Social Welfare 
Officer 
MSWDO 
SPO 
Social Welfare 
Officer 
MSWDO 
 
 
 
SPO 
Social Welfare 
Officer 
MSWDO 
 
 
 

5 Submit the 
documentary 
requirements and sign 
the application form. 

5.1 Received the 
required documents 
and check for 
completeness. 

5.2 Start processing the 
application. 
Conduct interview 
and assist fill-out 
application form. 

5.3 Conduct validation 
and assessment 
process regarding 
circumstances of 
being a solo parent. 

5.4 Forward to the 
MSWDO and LCE 
for signature of ID 
and purchase 
booklet (if 
applicable). 

5.5 Record the details 
to the logbook and 
encode data to the 
database. 

None     
 
 
 
                                     

None 
 
 
None 
 
 
 
None 
 
 
 
None 
                          

5 minutes 
 
 
 
 
20 minutes 
 
 
 
 
4 days 
 
 
 
 
 
2 days 
 
 
 
 
 
5 minutes 

SPO 
Social Welfare 
Officer 
MSWDO 
 
 
SPO 
Social Welfare 
Officer 
MSWDO 
 
 
SPO 
Social Welfare 
Officer 
MSWDO 
 
 
 
SPO 
Social Welfare 
Officer 
MSWDO 
 
 
 
SPO 
Social Welfare 
Officer 
MSWDO 

6 Receive the signed 
Solo Parent ID with 
the purchase booklet 

5.1. Issue the signed Solo 
Parent ID with the 
purchase booklet (if 

None  
 
 

5 minutes 
 
 

SPO 
Social Welfare 
Officer 
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(if applicable) and 
sign the client’s 
logbook. 

applicable) and assist 
the client to sign on 
client’s logbook. 

 
 
 
 
  

 
 
 
 
 

MSWDO 
 
 
 
 
 

 TOTAL NONE 6 days, 1 hour,18 
minutes 
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7.PROVISION OF AID TO INDIVIDUAL IN CRISIS SITUATION 
 

Requirement to avail to be qualified for the provision of financial/medical, burial, educational, 
transportation assistance  
 

Office or Division: MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: ALL residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS FOR 
FINANCIAL/MEDICAL ASSISTANCE 

WHERE TO SECURE 

Government Issued ID (1 photocopy) LTO, BIR, COMELEC, PSA, PAG-IBIG, GSIS, SSS, DFA, 

Barangay Certification Barangay Hall 

Medical Abstract or Medical Certificate (Original or 
Cert. Xerox Copy) 

RHU, Hospital, Private Physician 

Hospital Bill (Original or Cert. Xerox Copy) Hospital 

Prescription RHU, Private Physician 

Community Tax Certificate (1 Photocopy) Municipal Treasurer’s Office  

CHECKLIST OF REQUIREMENTS FOR BURIAL 
ASSISTANCE 

WHERE TO SECURE 

Government Issued ID (1 photocopy) LTO, BIR, COMELEC, PSA, PAG-IBIG, GSIS, SSS, DFA, 

Barangay Certification Barangay Hall 

Registered Death Certificate (Original or Cert. Xerox 
Copy) 

Municipal Registrar’s Office 

Contract of Service (1 Photocopy) Funeral Parlor 

Burial Permit (1 Photocopy) Municipal Treasurer’s Office 

Community Tax Certificate (1 Photocopy) Municipal Treasurer’s Office  

Burial Transfer Permit (if the deceased died in other 
province or municipality) 

City/Municipal Registrar’s Office of the said 
province/municipality 

CHECKLIST OF REQUIREMENTS FOR 
EDUCATIONAL ASSISTANCE 

WHERE TO SECURE 

Government Issued ID (1 photocopy) (if the client is 
the parent) 

LTO, BIR, COMELEC, PSA, PAG-IBIG, GSIS, SSS, DFA, 

Certificate of Enrollment or Registration  School, College, University 

School ID (1 photocopy) School, College, University 

Barangay Certification Barangay Hall 
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Community Tax Certificate (1 Photocopy) Municipal Treasurer’s Office  

CHECKLIST OF REQUIREMENTS FOR 
TRANSPORTATION ASSISTANCE 

WHERE TO SECURE 

Government Issued ID (1 photocopy) LTO, BIR, COMELEC, PSA, PAG-IBIG, GSIS, SSS, DFA, 

Barangay Certification Barangay Hall 

Community Tax Certificate (1 Photocopy) Municipal Treasurer’s Office  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIBLE 

1. Sign in the client 
log book. 

1. Give the log book to 
the client. 

None. 5 minutes Social Welfare Aide 

 
2. Provide 

information 
details 

2. Interview client 
using Intake Sheet 
Form 

None. 15 minutes Social Worker 

3. Submit the 
required 
documents as 
stated 

3.1 Receive 
documents and 
check for 
completeness. 

3.2 Start processing:  
3.2.1 Prepared 

voucher, 
Application 
and 
Certificate of 
Eligibility, 

3.2.2 Submit for 
signature to: 

➢ MSWDO 
➢ Budget Office 
➢ Accounting 

Office 
➢ MTO 

3.2.3 Endorsed to 
Mayor’s 
Office for 
approval 

 

None. 
 
 
 
None. 
 
 
 
 
 
 
 
None 
 
 
 
 
 
 
 
None 

5 minutes 
 
 
 

30 minutes 
 
 
 
 
 
 
 

1 day 
 
 
 
 
 
 
 

1 day 

Social Worker 
MSWDO 
 
Social Worker 
MSWDO 
 
Social Worker 
MSWDO 
 
 
 
 
Social Welfare 
Aide 
MSWDO 

4. Receive the 
financial/medical 
assistance and 
sign the client’s 
receiving log book. 

Issue the 
financial/medical 
assistance and sign 
the client’s 
receiving log book. 

None. 
 

5 minutes Social Welfare 
Aide 
MSWDO 

 TOTAL NONE 2 days, 57 
minutes 
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8.REGISTRATION OF YOUTH AND YOUTH-SERVING ORGANIZATION 

Requirements for the registration of Youth and Youth-Serving Organization in the Municipality. 
 

Office or Division: MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE – LOCAL YOUTH 
DEVELOPMENT UNIT 

Classification: Simple 
Type of Transaction: G2C-Government to Citizen 
Who may avail: All Youth and Youth-Serving Organization in the General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Official Registration Form MSWDO/LYDO 
Copy of Directory of Officers and Advisers Applicant 
List of Members in good standing Applicant 
Copy of the Constitution and By-Laws, which should 
indicate the age and scope of members 

Applicant 

Endorsement or Certificate from Appropriate Authority. Barangay Captain, SK Chairperson, Elected Officials, 
Priest, Pastor and School Admin. 

Government Issued I.D of the Head of the Organization 
(1 photo copy) 

Comelec, PhilSys, Post Office, DFA, BIR, LTO, etc. 

 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the client logbook 
in the front desk of the 
office. 

9. Give the logbook to the 
client. 

None 3 minutes Social Welfare Aide 
MSWDO 

18. Inquire for the 
registration of youth or 
youth-serving 
organization. 

6.1 Conduct interview and 
assessment.  

6.2 Determined the 
classification of the 
organization. 

6.3 Explain and assist client 
with the documentary 
requirements. 

None 
 
 
None 
 
 
 

10 minutes 
 
 
10 minutes 
 
10 minutes 
 
 

LYDO/Focal Person 
 
 
LYDO/Focal Person 
 
LYDO/Focal Person 
 

19. Submit the 
documentary 
requirements. 

6.4 Received the required 
documents and check 
for completeness. 

6.5 Process the 
application. 

6.6 Forward to the 
MSWDO for signature 
of the certificate. 

6.7 Record the details to 
the logbook and 
encode data to the 
database. 

None     
 
 
 
                                     

None 
None 
 
 
None                          

5 minutes 
 
 
 
 
20 minutes 
 
10 minutes 
 
 
 
 
10 minutes 

LYDO/Focal Person 
 
 
 
 
LYDO/Focal Person 
 
LYDO/Focal Person 
 
 
 
 
LYDO/Focal Person 

20. Receive the signed 
certificate of 
registration. 

a. Issue the signed 
certificate of registration 
and assist the client to 
sign on client’s logbook. 

None  
 
 
 
 

5 minutes 
 

LYDO/Focal Person 
 

 TOTAL NONE 1 hour, 23 
minutes 

 

 
 



 

161 
 

 
 
 

9.REGISTRATION TO EARLY CHILDHOOD CARE AND DEVELOPMENT CENTER 
Requirement to register in ECCD as provided under Republic Act No. 12199, or the “Early Childhood Care 

and Development (ECCD) System Act,” 
 

Office or Division: MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: ALL children of General Tinio, Nueva Ecija ages 0-59 moths old 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Birth Certificate (1 photocopy ) PSA or MCR 

Health Record (1 photocopy ) RHU, Private Pediatrician 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIBLE 

10. Fill out 
Registration Form. 

21. Give registration 
form. 

None. 20 minutes Day Care Worker I 

22. Submit the 
required 
documents. 

22.1 Receive the 
required 
documents and 
check for 
completeness. 

22.2 Start processing 
the intake sheet. 

 
 

None 
 
 
 
 
None. 
 
 

3 minutes 
 
 
 
 

5 minutes 
 

Day Care Worker I  
 
 
 
 
Day Care Worker I  

23. Bring the child at 
the center to get 
the height and 
weight. 
 

23.1 Take the height 
and weight of the 
child 

None 3 minutes 
 

Day Care Worker I 

24. Received the 
Registration Form 

24.1 Register to 
ECCD Masterlist 

24.2 Keep the 
document’s 
safe. 

 

P 350.00 
 
 
None  

5 minutes 
 
 

3 minutes 

Day Care Worker I 
 
 
Day Care Worker I 

 TOTAL P 350.00 36 minutes  
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MUNICIPAL AGRICULTURE OFFICE 
 

External Services 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 

163 
 

 
 

1. ISSUANCE OF CERTIFICATION 

 
The office of the Municipal Agriculture issues certification to the farmers/client for their agricultural 
loan purposes in Land Bank Philippines (LBP) and Rural Bank of Angeles (RBA). 

 
Office or Division: Municipal Agriculturist Office 
Classification: Complex 
Type of Transaction: G2C-Government to Citizen 
Who may avail: All farmers registered in the Registry System for Basic Sectors in Agriculture 

(RSBSA) under the municipality of General Tinio 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

(1) Copy of proof of registration to RSBSA 
 

(1) Original copy of Request Letter/ Walk-in 
inquiry 

 

Municipal Agriculture Office 
 

Farmers/ Clients 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Submit request and 
present proof of 
RSBSA registration  

1. Receive request 
and verify if the client 
is RSBSA registered 

NONE  
Clerk 

(Municipal 
Agriculture Office) 

2.Provide basic 
information required. 

2.Interview the client 
to assess the eligibility 
of the client for the 
request 

NONE  
Clerk 

(Municipal 
Agriculture Office) 

3.Wait for approval 3.Approve or 
disapprove  NONE  

Municipal 
Agriculturist 
(Municipal 

Agriculture Office) 
 4.Once approved, 

prepare and sign the 
requested document  NONE  

Clerk, Municipal 
Agriculturist 
(Municipal 

Agriculture Office) 
4. Receive order of 
payment 

5.Issue order of 
payment NONE  

Clerk 
(Municipal 

Agriculture Office) 
5.Pay the required fee 6.Receive 

payment and 
provide official 
receipt 

PHP 100.00  
Clerk 

(Municipal 
Agriculture Office) 

6.Receive the 
document 

7.Release the 
document NONE  

Clerk 
(Municipal 

Agriculture Office) 
 Total PHP 100.00   
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2. ISSUANCE OF E-COPY OF MASTERLIST OF FARMERS 
The office of the Municipal Agriculture Office provides e-copy of Masterlist of Rice and Vegetable 
Farmer to requesting individuals, organizations, companies and student-researchers to be used for 
reference and research purposes. 
 

Office or Division: Municipal Agriculturist Office 

Classification: Complex 

Type of Transaction: G2C-Government to Citizens 
G2B-Government to Business 
G2G-Government to Government 

Who may avail: All individuals, organization, businesses and students who wished to secure an 
electronic copy of Masterlist of Farmers in the municipality. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

(1) Original copy of Request Letter or 
Electronic mail 

Client  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.Submit request and log 
in to client’ 

1. Receive request  
NONE 2 minutes 

Clerk 
(Municipal Agriculture 

Office) 
2.Provide basic 
information required. 

2.Interview the client 
to assess the eligibility 
of the client for the 
request 

NONE 10 minutes 
Clerk 

(Municipal Agriculture 
Office) 

3.Wait for approval 3.Approve or 
disapprove  NONE 1 day 

Municipal Agriculturist 
(Municipal Agriculture 

Office) 
4. Receive and 
acknowledge the 
document 

4.Once approved, 
send the E-copy of the 
document to the 
requesting entity 

NONE 5 minutes 
Clerk  

(Municipal Agriculture 
Office) 

 Total 
NONE 1 day, 17 

minutes  
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3. MASS VACCINATION OF ANTI-RABIES VACCINE 
 

The office of the Municipal Agriculturist provides technical assistance and conduct Mass 
Vaccination of anti-rabies for dogs and cats in the Municipal Wide of General Tinio. 
 

Office or Division: Municipal Agriculturist Office 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: All dogs/cat owners in the Municipality. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

(1) Original copy of Request Letter/ Walk-in 
inquiry 

(1) Original copy of Vaccination card (if 
applicable) 

 
Dog/Cat Owner 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSI
NG TIME PERSON RESPONSIBLE 

 
1. Submit the request letter 
and/or personally request for 
vaccination of their pet. 

  
1.Receive the 
request and 
log in the 
registration 
logbook. 

 
NONE 

 
5 minutes 

 
Agricultural Extension 

Worker (AEW) 
-Municipal Agriculture 

Office 
 

2. Provide information about 
the health of the pet 

2. Assess and 
record the animal's 
health status if 
qualified to receive 
vaccine or for 
further 
examinations/treat
ment. 

 
NONE 

 
15 minutes 

 
Agricultural Extension 

Worker (AEW) 
-Municipal Agriculture 

Office 
 

  
3. Provide schedule 
and location of 
vaccination. 

NONE 5 minutes 

Agricultural Extension 
Worker (AEW) 

-Municipal Agriculture 
Office 

 
3.Bring pet to the scheduled 
vaccination date. 

4.Administer 
vaccination NONE 1 day 

Agricultural Extension 
Worker (AEW) 

Municipal Agriculturist 
-Municipal Agriculture 

Office 

4.Receive Vaccination 
card 

5.Issue vaccination 
card to the owner. 
 

NONE 5 minutes 

Agricultural Extension 
Worker (AEW) 

-Municipal Agriculture 
Office 

 
 Total NONE 1 day, 30 

minutes 
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4. PROVISION OF TECHNICAL ASSISTANCE ON SOIL TESTING 
 
The office of the Municipal Agriculture providing assistance thru soils testing for the farmers. The 
clients may directly go to the Municipal Agriculture Office and directly go to the assigned Agricultural 
Extension Worker in their perspective Brgy. to provide technical assistance for the fertilizer 
application needed. 
 

Office or Division: Municipal Agriculturist Office 
Classification: Simple 
Type of Transaction: G2C-Government to Citizen 
Who may avail: All farmers of the Municipality of General Tinio 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

(1) Original copy of Request Letter/ Walk-in 
inquiry 

 
Farmers/ Clients 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1.  Submit the request 
letter and/or inform about 
the situation of their crops 
and sign in to the visitors 
log book. 
 
 
 

 
 
1.1 Receive and log 
the request of the 
client. 
 
 
 
1.2 Schedule farm 
visitation and notify 
the farmer/client of 
the schedule 
 

 
 

NONE 

 
 

10 minutes 
 
 
 
 
 
 

5 minutes 

 
 
Agricultural Extension 

Worker,  
Mun. Agriculturist- 

Municipal Agriculture 
Office 

 
 

Farm Worker I-  
Municipal Agriculture 

Office 
 

2.Guide the MAO 
personnel during the farm 
visitation. 

2.Conduct farm 
visitation and 
perform soil 
testing 

NONE 1 day Agricultural Extension 
Worker, 

Mun. Agriculturist- 
Municipal Agriculture 

Office 
 Total NONE 1 day, 15 

minutes 
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5. PROVISION OF TECHNICAL ASSISTANCE TO FARMERS AND 
 LIVESTOCK FARMERS 

 
The office of the Municipal Agriculturist provides technical assistance for the farmers and their field 
about the pest and diseases of palay, vegetables and other crops. 
 

Office or Division: Municipal Agriculturist Office 
Classification: Simple 
Type of Transaction: G2C-Government to Citizen 
Who may avail: All farmers of the Municipality of General Tinio 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

(1) Original copy of Request Letter/ Walk-in 
inquiry 

 
Farmers/ Clients 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1.  Submit the request 
letter and/or inform about 
the situation of their crops 
and sign in to the visitors 
log book. 
 
 
 

 
 
1.1 Receive and log 
the request of the 
client. 
 
 
 
1.2 Schedule farm 
visitation and notify 
the farmer/client of 
the schedule 
 

 
 

NONE 

 
 

10 minutes 
 
 
 
 
 
 

5 minutes 

 
 

Agricultural 
Extension Worker,  
Mun. Agriculturist- 

Municipal Agriculture 
Office 

 
 

Farm Worker I-  
Municipal Agriculture 

Office 
 

2.Guide the MAO 
personnel during the farm 
visitation. 

2.Conduct farm 
visitation to 
assess what type 
of assistance 
shall be 
applicable. 

NONE 1 day Agricultural 
Extension Worker, 
Mun. Agriculturist- 

Municipal Agriculture 
Office 

 3.Provide the 
necessary 
assistance  

NONE 1 day Agricultural 
Extension Worker,  
Mun. Agriculturist- 

Municipal Agriculture 
Office 

 Total NONE 2 days, 15 
minutes 
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6. PROVISION OF TECHNICAL ASSISTANCE TO LIVESTOCK FARMERS 

The office of the Municipal Agriculture providing assistance to livestock raisers, farmers/client may directly 
go to the assigned livestock coordinator to provide technical assistance for their livestock. 

 
Office or Division: Municipal Agriculturist Office 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 
Who may avail: All Livestock Raisers/Owners in the municipality of General Tinio. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
(1) Original copy of Request Letter/ Walk-in 

inquiry 
 

 
Livestock owners/ Clients 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1.  Submit the request 
letter and/or inform about 
the situation of their 
livestock and sign in to the 
visitors log book. 
 
 
 

 
 
1.1 Receive and log 
the request of the 
client. 
 
 
 
1.2 Schedule farm 
visitation and notify 
the farmer/client of 
the schedule 
 

 
 

NONE 10 minutes 
 
 
 
 
 
 

5 minutes 

 
 

Agricultural 
Extension Worker,  
Mun. Agriculturist- 

Municipal 
Agriculture Office 

 
 

Farm Worker I-  
Municipal 

Agriculture Office 
 

2.Guide the MAO 
personnel during the farm 
visitation. 

2.Conduct farm 
visitation to assess 
what type of 
assistance shall be 
applicable. 

 
 

NONE 1 day 

Agricultural 
Extension Worker, 

Mun. Agriculturist- 
Municipal 
Agriculture Office 

 3.Provide the 
necessary assistance  

NONE 

1 day 

Agricultural 
Extension Worker,  
Mun. Agriculturist- 

Municipal 
Agriculture Office 

 Total NONE 2 days, 15 
minutes 
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 MUNICIPAL ENVIRONMENT AND 
NATURAL RESOURCES OFFICE 

 
External Services 
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1. ASSISTANCE TO BARANGAY CLEAN-UP DRIVE 

  This service covers the provision of technical assistance different barangay for the conduct of clean-up drive. 
Office or Division: Municipal Environment & Natural Resources Office 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen, G2G-Government to Government 

Who may avail: All barangays of the municipality. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter request addressed to the LCE, indicating 
the planned and scheduled activity. 

Municipal Environment & Natural Resources Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

 

1. Request letter addressed to 
the LCE for the approval of 
clean-up drive 

1.1 Receive and 
check the request 
letter 

1.2 Approval and 
distribution of the 
letter in different 
barangay 

NONE 2 minutes 

 

Admin Aide II  
(MENRO) 
 

2. Participate in the activity 2.1Conduct 
barangay clean-
up drive 

2.2 Monitor and 
document activity 

NONE 2 Hours 

Environmental 
Management 
Specialist II 

 
Admin Aide II 

(MENRO) 
 

 

TOTAL 

 
NONE 6 Hours, 2 

minutes 
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2. FORESTRY AND GREENING PROGRAM 
 

This service covers the implementation of tree planting, reforestation and environmental greening activities, 
aimed at promoting ecological balance and environmental sustainability. 
 

Office or Division: Municipal Environment & Natural Resources Office 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen, G2G-Government to Government 

Who may avail: All individuals, schools, organizations, barangays and institutions. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request letter or personal coordination to 
MENRO  

Client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCES
SING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit request or 
coordinate for 
participation 

1.1 Receive and record 
request or proposal 

1.2 Evaluate feasibility 
and schedule activity 

NONE 
10 

Minutes 

Admin. Aide II 

(MENRO) 
 

2. Coordinate with 
MENR Officer for 
schedule and 
requirements 

2.1 Prepare planting site 
and materials 

2.2. Coordinate with 
stakeholders and 
participants 

NONE 2 Hours 

Admin. Aide IV, 

Environmental 
Management 
Specialist II 

(MENRO) 
 

3. Participate in 
activity 

3.1 Conduct tree 
planting/greening activity 

3.2 Monitor and document 
activity 

NONE 1 Day 

Environmental 
Management 
Specialist II 

Admin. Aide II 

(MENRO) 
 

 TOTAL NONE 1 Day, 2 
Hours 
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3. ISSUANCE OF CUTTING PERMIT 
 

This service is issued to residents of the municipality for legal purposes and to avoid legal issues that may 

arise from cutting of trees. 
 

 
 
 
 
 
 
 

Office or Division: Municipal Environment & Natural Resources Office 

Classification: Complex 

Type of Transaction: G2C-Government to Citizen 

Who may avail: All residents of the municipality. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Clearance/Certification 
2. Proof of ownership 

-Barangay 
-Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

 
1.Submit all the 

documents/requirements 
for evaluation 

1. Receive, check 
and review the 
requirements/docu
ments presented 

NONE 2 minutes 

 
Admin Aide IV 

(MENRO) 
 

 

3. Wait for the approval of 
issuance of permit  

3.Schedule the 
releasing of permit NONE 

 

1 day 

 

 

Admin Aide IV 

(MENRO) 

 
4.Claim the approved 

permit  
4. Release the 
approved permit.  

NONE 
 

2 minutes 

Environmental 
Management 
Specialist II 
(MENRO) 

 
TOTAL 

NONE 1 day, 4 
minutes 
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4. PRUNING OF TREES ON SCHOOLS AND BARANGAY 
 

This service involves the selective removal of specific branches or stems from trees to improve their health, 
structure, safety, and appearance. Pruning is probably one of the least understood and most daunting 
landscape maintenance practices for most homeowners for maintaining attractive and healthy trees and 
shrubs.  

Office or Division: Municipal Environment & Natural Resources Office 

Classification: Complex 

Type of Transaction: G2C-Government to Citizen, G2G-Government to Government 

Who may avail: All schools and 13 barangay within the Municipality of General Tinio 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter request addressed to the LCE, indicating 
the schedule and place of tree pruning. 

Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIB

LE 

1. Submit request letter 
for evaluation and 
approval 

1.1 Receive and review 
the request letter 

NONE 2 Minutes 

Admin Aide II 

(MENRO) 
 

 

2.Provide preferred 
schedule of the pruning 

 

2.1Check the 
availability of 
schedule/date 

NONE 2 Minutes 
Admin Aide II 

(MENRO) 
 

  
2.2 Schedule the 
approved request of 
the client NONE 4 Minutes 

Admin Aide 
IV 

(MENRO) 
 

 
TOTAL NONE 8 Minutes  
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5. SOLID WASTE MANAGEMENT & SANITATION 

 This service covers the collection, management and disposal of solid waste as well as sanitation-related 
services, to ensure a clean and healthy environment within the municipality. 

Office or Division: Municipal Environment & Natural Resources Office 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen, G2G-Government to Government 

Who may avail: Residents, barangays, establishments and institutions within the municipality. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter request addressed to the LCE indicating 
the disposal of waste. 

Client 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCES
SING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit request or 
follow scheduled 
waste collection  

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           

1.1 Receive and record 
request or coordinate 
with concerned 
barangay. 

1.2 Verify schedule and 
service requirements 

NONE 5 Minutes 

Admin. Aide IV 

(MENRO) 
 

 
2. Coordinate with 
MENRO personnel for 
the schedule of waste 
collection 

2.1 Schedule waste 
collection or 
sanitation activity 

2.2 Mobilize personnel 
and equipment 

NONE 10 Minutes 

Environmental 
Management 
Specialist II 
(MENRO) 

 

 

3. Guide the waste 
collectors during the 
activity. 

3.1. Conduct waste 
collection, disposal or 
sanitation activity 

3.2 Ensure proper waste 
handling and compliance 
with environmental 
standards 

 
 
 
 

 
NONE 

 
 

 

 

 

5 Hours 

 

Environmental 
Management 
Specialist II 

(MENRO) 
 

 
TOTAL NONE 

5 
Hours,15 
minutes 
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MUNICIPAL CIVIL REGISTRY OFFICE 
 

External Services 
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1. APPLICATION FOR ADMISSION OF PATERNITY/ ACKNOWLEDGEMENT 

Where a man formally acknowledges under oath that he is the biological father of the child born outside of  
wedlock. 

Office or Division: Municipal Civil Registrar (MCR) 

Classification: Complex 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All residents and non-residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PSA Birth Certificate – original copy 
 

Notarized Affidavit executed by the 
Biological Father- 4 original copies 

 
 

Photocopy of Government issued ID 
(present original, 2 photocopy) 
 
To prove child’s filiation submit any of 
the following: 
     Baptismal Certificate 
     School Record 
     Form 137 
     Income Tax Return (ITR) 
     Medical Record of the child 
(Immunization or Baby Book) 
     MDR 
     Statement of Assets and Liabilities 
(SALN) 
     SSS/GSIS Record 

PSA 
 

Law Office 
 
 
PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, COMELEC, LTO, 
PhilPost, BIR, PRC, OSCA, PhilHealth, School recognized by 
DepEd or CHED 
 
 
 
Religious Institution 
Elementary/ Secondary School 
Elementary/ Secondary School 
BIR 
Concerned Hospital or birthing facilities 
PhilHealth 
Client 
SSS/GSIS 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID PROCESSING TIME 

PERSON 
RESPONS

IBLE 

1. Submit all the 
required documents  

1.1 Re
ceive and 
check the 
authenticity 
of the 
submitted 
documents. 

 
1.2 If 
documents in 

   
 
 
 

None 

 
 
 
 

1Hour 

 
 
 

Registratio
n Officer III 

MCR 
Office 
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order proceed 
to processing. 
 
1.3 Issue 
order of 
payment. 

 

2. Pay the 
corresponding fee 
to the Treasurer’s 
Office 

2.  Accept 
payment 
and issue 
OR 

  
 

Acknowledgement/Ad
mission of Paternity - 

PHP 300.00 
 

Indorsement Fee-PHP 
200.00 

 
Local Birth with 
Annotation – PHP 

60.00 
 

Certified Photocopy of 
Birth – PHP 60.00 

 
 
 

5 Minutes 

 
 

Ticket 
Checker  

Municipal 
Treasurer’

s Office 

3. Return to MCR 
Office and submit 
Official Receipt 

3. 1.Record 
Official 
Receipt. 

3.2Prepare 
Endorsemen
t to PSA QC. 
Release copy 
to client.  

 
 

None 
 
   

  
 
 25 Minutes 
 
 

 
 

MCR or 
duly 

assigned 
signatory 

 TOTAL PHP 620.00 1 Hour, 30 Minutes  
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2. APPLICATION FOR AFFIDAVIT TO USE THE SURNAME OF THE FATHER (R.A. 9255)  
An Act allowing illegitimate child to Use the Surname of the Father, Amending the Purpose Article 176 of Executive 
Order No. 9, Otherwise known as the “Family Code of the Philippines”. 

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Complex 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
PSA Birth Certificate – 1 original copy 
 
Notarized Affidavit to Use the Surname of the Father 
if expressly recognized through Admission of 
Paternity - 3 original copies  
 
Photocopy of Government issued ID – 2 copies 
(present original) 

PSA 
 
Law Office 
 
 
 
PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, COMELEC, 
LTO, PhilPost, BIR, PRC, OSCA, PhilHealth, School 
recognized by DepEd or CHED 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSIN

G TIME 
PERSON 

RESPONSIBLE 
1. Submit the 

needed 
requirements  

1.1 Receive and check the 
authenticity of the 
submitted documents. 
 

1.2 If found documents 
accurate continue the 
process. 

 
a. Issue order of payment. 

   
 
 
 

None 

 
 
 
 
1Hour 

 
 
 
 

Registration Officer 
III 

MCR Office 
 
 

2. Pay the 
corresponding 
fee to the 
Treasurer’s Office 

2.  Accept payment and 
issue OR 

  
 

 
AUSF (RA 9255) - 

PHP 300.00 
Indorsement Fee - 

PHP 200.00 
Local Birth with 
Annotation - PHP 

60.00 
Certified Photocopy 

of Birth - PHP 
60.00 

 5 Minutes  
 
 
 
 

Ticket Checker  
Municipal 

Treasurer’s Office 

3. Return to MCR 
Office and submit 
Official Receipt 

3.1 Record OR 
 

3.2 Prepare Endorsement 
to PSA QC.  

 
3.3 Release copy to client.  

 
 

None 
 
  

  
 
25 Minutes 
 
 
 
 

 
 

MCR or duly 
assigned signatory 

 TOTAL PHP 620.00 1 Hour, 30 
Minutes 
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3. APPLICATION FOR CHANGE OF FIRST NAME (CFN), CORRECTION OF  

ENTRY IN THE DAY AND/OR MONTH OF DATE OF BIRTH AND SEX UNDER R.A. 10172  
 

Section 1 of Republic Act No. 9048, hereinafter referred to as the Act, is hereby amended to read as follows: 

"SECTION 1. Authority to Correct Clerical or Typographical Error and Change of First Name or Nickname. – No entry in a 
civil register shall be changed or corrected without a judicial order, except for clerical or typographical errors and change 
of first name or nickname, the day and month in the date of birth or sex of a person where it is patently clear that there 
was a clerical or typographical error or mistake in the entry, which can be corrected or changed by the concerned city or 
municipal civil registrar or consul general in accordance with the provisions of this Act and its implementing rules and 
regulations." 

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Highly Technical Complex 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 PRINCIPAL  

  
Birth Certificate – I Original copy 

     Certificate of Employment with no pending 
Administrative      case 

     Affidavit of Non-Employment (if not employed) 
NBI Clearance 
Police Clearance 
School record 
Baptismal Certificate 
Certificate of Marriage (If married) 
Voter’s Registration Record/Certification 
Government Issued ID  
 
 
Medical Certification by an accredited 
government Physician that the petitioner has 
not undergone Sex Change 
 
Note: The processor will determine the 
applicable documents 

 
PSA 
Employer of client 
 
Law Office 
NBI 
Philippine National Police 
Elementary 
Religious Institution 
PSA/Local copy 
COMELEC 
PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, COMELEC, LTO, 
PhilPost, BIR, PRC, OSCA, PhilHealth, School recognized by 
DepEd or CHED 
 
Government Hospital/ Rural Health Unit 
 

REPRESENTATIVE  
Special Power of Attorney (SPA) – 2 Original 

copy 
 
Photocopy of Government Issue ID with 
specimen signature of the document owner 
and requester – 2 Original copy 

Notary Public 
 
Client/Petitioner 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1. Submit all required 
documents 

1.1 Receive and 
review the 

   
 
 

 
 
 

 
 MCR 
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documents 
presented. 
 

1.2 If found 
document 
sufficient process 
petition. 

 
1.3 Print 

documents and 
ask client to read, 
review and sign 
the petition. 

 
1.4 Issue order 

of payment.  

 
None 

 
 

 
10 Minutes 

 
 
 
 
 

Registration 
OFFICER I 

MCR Office 
 
 
 

2. Pay the 
corresponding fee to 
the Treasurer’s 
Office 

2.    Accept  payment 
and issue OR 

  
 

Filing Fee   -   PHP 
3,000.00 
Processing Fee-PHP 
300.00 
Affidavit Fee   -  PHP 
50.00 
Oath Fee        -  PHP 
50.00 
INDIGENT LESS FILING 
FEE 

 5 Minutes Ticket Checker  
Municipal 

Treasurer’s Office 

3. Present O.R. to MCR 
Personnel 

3.1 Post Notice for 
review 
affirmation of the 
MCR 

 
3.1 Published in local 

newspaper for 2 
consecutive 
weeks 

 

 
 

None 
 
   
 

  
5 Minutes 
 
 
2 Weeks 
publication 
 
 
 
 

 
 

MCR or duly 
assigned signatory 

4 Return to MCR after 
the publication  

3.3 Mail Petition to 
PSA Central 
Office.  

 
 
3.4 Furnish client 

copy of petition 
with review 
affirmation of 
MCR. 

  20 Minutes Registration Officer 
I 
Municipal Civil 
Registrar 
 
 

1. Wait for notice to be 
sent my MCR 
personnel 

 

1.1 Upon receipt 
of affirmed 
petition from PSA 
prepare 
annotated civil 
registered 
documents 
including Finality. 

 20 Minutes Registration Officer 
I 
Municipal Civil 
Registrar 
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1.2 Issue order 

of payment. 
 
 

2. Pay the 
corresponding fee to 
the Treasurer’s 
Office 

5. Receive payment 
and  issue OR. 

Indorsement Fee-
PHP200.00 
Cert. of Finality-
PHP100.00 

 
5 Minutes 

 
Ticket Checker I 

Municipal 
Treasurer’s Office 

3. Return to MCR 
Office and submit 
Official Receipt 

  6. Issue certified 
documents to 
petitioner. Advice 
petitioner to submit 
the documents to 
PSA Pampanga 
thru courier for 
annotation 
processing. Upon 
approval of PSA 
Region contact 
petitioner. 

 20 Minutes  
Registration Officer 
I 
Municipal Civil 
Registrar 

1. Secure PSA 
annotated document 
on Security Paper 

7. Petitioner may 
apply thru PSA 
Serbilis or BREQS. 

   

 TOTAL SB Ordinance 010-2016 Depends 
on the 
approval of 
PSA 
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4. APPLICATION FOR DELAYED REGISTRATION OF CERTIFICATE OF DEATH 
This is the process of registering Certificate of Death of an individual whose death occurred in General Tinio, Nueva 
Ecija after 30 days reglementary period. 

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Complex 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 Certificate of Death – 4 copies  
 
Autopsy Report (if applicable) – 2 photocopies  
 
Burial Permit (if applicable) 
 
Photocopy of Government issued ID’s of 
Informant 
 
 
 
Notarized Affidavit for Delayed Registration 
 
Photocopy of Funeral Banner or tombstone (if 

available) – 1 copy 
 
Note: Submit proof of urgency when requesting 
for  Indorsement 

Funeral Parlor 
 

PNP-Medico Legal 
 

Municipal Treasurer’s Office 
 

PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, COMELEC, 
LTO, PhilPost, BIR, PRC, OSCA, PhilHealth, School 
recognized by DepEd or CHED 
 
 
Law Office 
 
Applicant 
 
 
Concerned Agency 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1. Submit 
Certificate of 
Death and 
supporting 
documents 

1.1 Receive and 
check the 
authenticity of the 
submitted 
documents. 
 

1.2 Interview the 
client. Issue order 
of payment. 
Advice applicant 
to return after 10 
day posting 
period.  

 

   
 
 
 

None 

 
15 Minutes 
 
 
 
 
 
5 Minutes 

 
Registration Officer 

III 
MCR Office 

 
 
 
 

Admin. Aide I 
MCR Office 

 
 

2. Pay the 
corresponding 
fee to the 
Treasurer’s 
Office 

2.    Accept  payment 
and issue OR 

  
 

PHP 300.00  5 Minutes Ticket Checker  
Municipal 

Treasurer’s Office 

3. Return to MCR 
Office for the 

3.1 Record OR 
 

 
 

 3 Minutes 
 

 
 



 

183 
 

processing of the 
document  

1.1 Assign registry 
number.  

 
3.3 Release copy to 

client.  
 
 

None 
 
   
 

 5 Minutes 
 
 

 2 Minutes 
 

 
 

MCR or duly 
assigned signatory 

 TOTAL PHP 300.00 35 Minutes  
 
 (Release 
after 10 
days) 
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5. APPLICATION FOR DELAYED REGISTRATION OF CERTIFICATE OF MARRIAGE 
This is the process of registering Certificate of Marriage after 15-day (License) and 30-day (Art. 34) reglementary 

period. 

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Complex 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents (who married in General Tinio, Nueva Ecija) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Application/ Verification Form 
 
Certificate of Marriage 4 copies 
 
Negative Certificate of Marriage - 1 original 2 
photocopies 
 
Photocopy of Government Issued ID -  present 
original 
 
 
Joint Affidavit for delayed registration of marriage  
executed by contracting parties – 4 copies 
 
Certificate of No Marriage (CENOMAR) of 
contracting party (husband & wife) – original copy 
 
Birth Certificate of Children 
 
Note: Submit proof of urgency when requesting for 
Indorsement 

MCR  
 

Church, Solemnizing Officer  
 

PSA 
 
PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, COMELEC, 
LTO, PhilPost, BIR, PRC, OSCA, PhilHealth, School 
recognized by DepEd or CHED 
  
Law Office 
 
  
PSA 
 
 
Local Civil Registrar/ PSA 
 
Concerned Agency 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

2. Submit filled-out 
application form  

2.1 The receiving clerk 
verify in the 
registry book. 
 

1.2   If negative result 
advice applicant 
to provide 
necessary 
documents for 
late registration. 

 
1.3 Check the 

authenticity and 
completeness of 
the documents 
submitted. 

 

None 10Minutes 
 
 
 
 

10 Minutes 
 
 
 
 
 

10 Minutes 
 
 
 
 

5 Minutes 

 
Repro. Machine 

Operator I 
MCR Office 

 
Or 

 
Admin. Aide III 

MCR Office 
 
 

 
MCR 
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1.4 Prepare Certificate 
of Marriage. Issue 
Order of Payment.  
Advice applicant to 
return after the 10 
day posting period. 

 

Registration 
Officer III 

MCR Office 
 
 

3. Pay the 
corresponding 
fee to the 
Treasurer’s 
Office 
 

2. Accept payment and 
issue OR. 

  
 

 Service Fee - PHP 
300.00 

Certificate of 
Marriage- PHP  
60.00 

 5 Minutes Ticket Checker 
Municipal 

Treasurer’s Office 

4. Return to MCR 
Office and submit 
Official Receipt 

3.1 Record Official 
receipt. 

 
3.1 Assign registry 

number. 
 

3.2 Release copy to 
client.  

 
 

None 

 
 
10 Minutes 

 
 
 

 

 
 

MCR or duly 
authorized 
signatory 

 
MCR Personnel 

 TOTAL PHP 360.00  50 Minutes 
 
(Release 
after 10 
days) 
 
 

 

 
 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

186 
 

 

 

6. APPLICATION FOR DELAYED REGISTRATION OF LIVE BIRTH FOR  
79 YEARS OLD AND BELOW 

This is the process of registering the Certificate of Live Birth of a person born in General Tinio after one (1) month 
reglementary period.  

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Complex 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents born in General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Verification/Application Form 
 
Government Issued ID 
 
 
Negative Certification of Birth (6 Month old and 
above) 

 
Phil. National ID (physical card, paper form, 
downloadable Digital Phil. National ID, 
Transaction Reference Number (TRN) 
 
Affidavit of two (2) disinterested person who have 
witnessed or known the birth of the child 
 
Barangay Certification as proof of residency  
 
Unedited front-facing photo of the registrant to be 
attached to the application with white 
background taken within 3 months from the date 
of registration 
 
Any two (2) of the following documentary 
evidence that shows the name of the child, date 
and place birth and name of parents: 
 
 • Baptismal /Dedication Certificate 
 • School Record (Form 137) 
 • Voter’s Certification w/ VRR 
 • SSS E-1 Form 
 • Medical Record 
 • Member’s Data Record; and 
 • Any other proof of identification  
 
Additional documentary evidence showing the 
identity of parents but not limited to the following: 
 • Birth Certificate of parents (Valid ID if not 

registered) 
 • Death Certificate of parents, if deceased at the 

time of registration 
 
For Marital Child: 

MCR 
 
PSA, SSS, DFA, AFP, DSWD, Pag-ibig, COMELEC, LTO, 
PhilPost, BIR, PRC, OSCA, Philhealth, School recognized by 
DepED or CHED 
 
PSA/ MCR BREQS request   

 
PSA 
 
 
 
Law Office 
 
 
Office of the Barangay Chairman 
 
Photography Studio 
     
 
   
 
 
 
Religious Institutions 
 School 
 COMELEC 
 SSS 
 Concerned Hospital or birthing facilities 
 Philhealth 
 
 
 
 
   Applicant 
   MCR/Applicant  
 
 
 
   Applicant 
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   Marriage Contract of Parents 
 

For Nonmarital Child: 
Affidavit of Admission of Paternity at the back of 

Certificate of Live Birth, if the child is 
acknowledged by the father)  

 Affidavit to Use the Surname of the  Father 
(AUSF): 

   • Mother for children below 7 years old 
   • Child if 7 to 17 years old with sworn 

attestation of the mother 
   • Child if 18 years old and above (majority age) 
   • Affidavit of Acknowledgement for child born 

before 3 August 1988 
 

For Registrant who have no capacity to 
personally appear at the LCRO its personnel can 
conduct home visitation. 

 
  

Note: Submit Proof of urgency when requesting 
for Indorsement 

   MCR 
 
 
 
 
 
 
 
 
 
 
 
Concerned Agency 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

4. Submit filled-out 
verification form 

4.1 The receiving 
clerk verify in the 
registry book. 
 

4.2 Upon 
negative result 
advice the 
applicant to 
provide 
necessary 
documents for 
late registration. 

 
4.3 Email all the 

documents. 
 

4.4 After PSA 
confirmation 
prepare COLB. 

 
4.5 Issue order 

payment 
 

 

   
 
 
 
 
 

None 

 
 

5 Minutes 
 

      
 
      5 Minutes 
 
 
 
 
10-day posting                                          
period 
 
 Release after 
11 days 

 
 

Admin. Aide I 
MCR Office 

 
or 

 
Admin. Aide II 

MCR Office 
 

 

5. Return to MCR 
Office after the 
10-day posting 
period and pay 
the 
corresponding 

5.1 Accept 
payment based 
on the order of 
payment. 

  
5.2 Issue Official  

2 mos. to 11 mos. old    -  
PHP 100.00 

1 yr.  to 5 yrs. old           -  
PHP 150.00 

6 yrs.  to 10 yrs. old       -   
PHP 200.00 

 
       3 Minutes 

 
 

Ticket Checker  
Municipal 

Treasurer’s Office 
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fee to 
Treasurer’s 
Office  

Receipt. 
 

11 yrs.  to 15 yrs. old     -   
PHP 250.00 

16 yrs. to 20 yrs. old      -   
PHP 300.00 

21 yrs. to 30 yrs. old      -   
PHP 350.00 

31 yrs. old and above    -   
PHP 500.00 

COLB Fee  -   PHP  
60.00 

Reg. Fee AUSF - PHP 
300.00 

Oath Fee -           PHP   
50.00 

Indorsement Fee            -  
PHP 
200.00 

 
AS PER 

SANGGUNIANG 
BAYAN 

ORDINANCE 010-
2016 

6. Return to MCR 
Office and 
submit Official 
Receipt 

6.1 Assign 
registry number 
and sign the 
document. 
  

3.2 Release personal  
copy to client. 

        
 

 
 3 Minutes and 
10-day posting 
period 

 
    2 Minutes 

MCR or duly 
authorized 
signatory 

 
 
 

MCR Personnel 
 

  
TOTAL 

Fees to be pay varies 
on age and status of 
the child/ document 
owner 

18 Minutes  
 
(Release after 
10 days) 
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7. APPLICATION FOR DELAYED REGISTRATION OF LIVE BIRTH OF 
 80 YEARS OLD AND ABOVE 
 

This is the process of registering the Certificate of Live Birth of a person born in General Tinio after one (1) month 
reglementary period.  

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Complex 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents born in General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
•Verification/Application Form 
 
 
•Government Issued ID 
 
 
• Negative Certification from PSA, 1 original & 3 

photocopies  
 
• National ID (physical card, paper form, 

downloadable Digital National ID, Transaction 
Reference Number (TRN)- present original copy, 
2 photocopies 

 
• Affidavit of two (2) disinterested person who  

have  known the birth of the child, 4 original 
copies each 

 
•Marriage Contact (parents and applicant, if 

married) – present original, 2 photocopies 
 
• Barangay Certification as proof of residency  
 
• Unedited front-facing photo of the registrant to 

be attached to the application – 2x2 (3 copies) 
white background 

 
• Baptismal /Dedication Certificate – 1 original, 2 
photocopies 
 • School Record (Form 137) 
 • Voter’s Certification w/ VRR 
 • SSS E-1 Form 
 • Medical Record 
 • Member’s Data Record; and 
 • Any other proof of identification (birth cert. of 

siblings and children if available)  
 
Additional documentary evidence showing the 
identity of parents but not limited to the following: 
 • Birth Certificate of parents (Valid ID if not 

registered) 

PSA/ MCR request   
 
PSA, SSS, DFA, AFP, DSWD, Pag-ibig, COMELEC, LTO, 
PhilPost, BIR, PRC, OSCA, Philhealth, School recognized by 
DepED or CHED 
 
 
PSA 
 
PSA 
 
 
 
Law Office 
 
     
PSA/Local Civil Registrar 
     
 
Office of the Barangay Chairman 
 
Photography Studio 
 
Religious Institutions 
School 
COMELEC 
SSS 
Concerned Hospital or birthing facilities 
 Philhealth 
 
 
 
 
Applicant 
      
MCR/Applicant  
 
 
 
PSA/MCR 
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 • Death Certificate of parents, if deceased at the 
time of registration 

 
For Registrant who have no capacity to 
personally appear at the LCRO its personnel can 
conduct home visitation. 
 
MANDATORY VERIFICATION at the Civil 
Registration Service provided with supporting 
documents to ascertain the date of birth. The 
result of verification will be provided via email 
before transmitting to Provincial Office.  

 
Note: Submit proof of urgency when requesting 
for Indorsement 

      
Concerned Agency 
 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit filled-out 
verification form 

1.1 The receiving 
clerk verify in the 
registry book. 
 

1.2 Upon 
negative result 
advice the 
applicant to 
provide 
necessary 
requirements for 
late registration. 

 
1.3 When 

complete email 
all the 
documents to 
PSA QC. After 
confirmation 
from PSA, 
prepare COLB 
and issue order 
of payment. 

 

   
 
 
 
 
 

None 

 
15 Minutes 

 
 

5 Minutes 
 
 
 

 
 
Depends upon 
the release of 
confirmation 

from CRS (PSA) 

 
Admin. Aide I 
MCR Office 

 
or 

 
Admin. Aide II 

MCR Office 
 

 

2. Pay the 
corresponding 
fee to 
Treasurer’s 
Office  

2.1 Accept 
payment based 
on the order of 
payment. 

  
2.2 Issue Official  

Receipt. 

 
Service Fee - PHP 

500.00 
COLB Fee   - PHP   

60.00 
Indorsement Fee-PHP 

200.00 
 

 
5 Minutes 

 
 

Ticket Checker  
Municipal 

Treasurer’s 
Office 

3. Return to MCR 
Office and 
submit Official 
Receipt 

3.1 Assign 
registry number 
and sign the 
document   

        
 

 
 
 
 

MCR or duly 
authorized 
signatory 
 
   Clerk 
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3.2 Release personal  
copy to client 

MCR Office 

  
TOTAL 

 
    PHP 760.00 

Depends upon 
the release of 
confirmation 
from CRS 
(PSA).  
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8. APPLICATION FOR LEGITIMATION 

 
The process where children born outside of wedlock are consider legitimate granting them the same rights 
 as children born within a valid marriage due to subsequent marriage of their biological parents. 
 

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Complex 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 Birth Certificate 
 
 Marriage Certificate 
 
CENOMAR of both parents 
 
Joint Affidavit executed by the Biological Parents 
 
Death Certificate if one of the parents is 
deceased at the time of execution of the Affidavit 
of Legitimation 
 
Photocopy of Government issued ID (present 
original) of both parents 
 
 

PSA 
 
PSA 
 
PSA 
 
Law Office 
 
PSA 
 
 
PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, COMELEC, 
LTO, PhilPost, BIR, PRC, OSCA, PhilHealth, School 
recognized by DepEd or CHED 
 
 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1. Submit the needed 
requirements  

1.1 Receive and 
check the 
authenticity of the 
submitted 
documents. 
 

1.2 If found accurate 
continue the 
process. 

 
1.2 Issue order 

of payment. 

   
 
 
 

None 

 
 
 
 
1Hour 

 
 
 
 

      Registration 
Officer III 

MCR Office 
 
 

2. Pay the 
corresponding fee to 
the Treasurer’s Office 

2.    Accept  payment 
and issue OR 

  
 

 
 

Legitimation Fee – 
PHP 300.00 

 
Indorsement Fee – 

PHP 200.00 
 

Local Birth with 
Annotation – PHP 

60.00 

  
 
 
  5 Minutes 

 
 

Ticket Checker  
Municipal 

Treasurer’s Office 
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Certified Photocopy 

of Birth – PHP 
60.00 

 
 

3. Return to MCR Office 
and submit Official 
Receipt 

3.1 Record OR 
 

3.2 Prepare 
Endorsement to 
PSA QC. Release 
copy to client.  

 
 

 
 

None 
 
   
 

  
 
25 Minutes 
 
 
 
 
 

 
 

MCR or duly 
assigned signatory 

 TOTAL PHP 620.00 1 Hour, 30  
Minutes 
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9. APPLICATION FOR MARRIAGE LICENSE 
 

This is the process of applying for Marriage License wherein one or both of the applicant is a resident of  
General Tinio, Nueva Ecija. A sworn request filed with the Local Civil Registrar to obtain legal permit to marry. 
Office or Division: Municipal Civil Registrar (MCR) 
Classification: Highly Technical 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents (Marrying Age -18 years old and above) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
     Application Form 
 
     Government Issued ID  
 
 
     Birth Certificate PSA Copy of applicants 
 
    Certificate of No Mariage (CENOMAR) original 

copy  
 
     Parents consent for 18 to 20 yrs. old 
 
     Parental advice for 21 to 25 yrs. old 
 
     Pre-Marriage Orientation and Counselling 

Seminar  
 
If one of the applicant is previously married: 
 
     Certified Photocopy of Court Decision if 

marriage is annulled or null and void 
 
    Divorce Certificate 
 
 
    Death Certificate of deceased spouse (PSA 

original copy) 
 
For Foreign Applicant: 
 
   Legal Capacity to contract marriage issued by 

diplomatic or consular officials 
 
   Passport (present original) – 2 photocopies 
 
 

MCR  
 
PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, COMELEC, 
LTO, PhilPost, BIR, PRC, OSCA, PhilHealth, School 
recognized by DepEd or CHED 
 
PSA 
 
PSA 
 
MCR  
 
MCR 
 
DSWD 
 
 
 
RTC 
 
 
RTC 
 
 
PSA 
 
 
 
Embassy in the Philippines 
 
 
Client 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 
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1. Submit filled-out 
application form  

1.1. Receive and 
Check 
completeness of 
document 
presented 

 
1.3 Prepare 

Application for 
Marriage. Advice 
client to review 
and validate data 
in the 
accomplished 
form and affix 
signature, if found 
in order. 

 
1.3 Issue order of 

payment  

None 
 
 
 
 
 

 
    5 Minutes 

 
 
 
 

20 Minutes 
 
 
 
 

2 Minutes 

 
Repro. Machine 
Operator I 

MCR Office 
 

or 
 

Admin. Aide III 
MCR Office 

2. Pay the 
corresponding fee to 
the Treasurer’s 
Office 

2. Accept  payment 
and issue OR 

  
 

For Both Filipino   
-  PHP 562.OO 
 
One is a 
Foreigner- 
PHP3,112.00 

 
      5 Minutes 

Ticket Checker 
Municipal 

Treasurer’s Office 
 

3. Return to MCR 
Office and submit 
Official Receipt 

3. Attach OR to the 
prepared 
application. Assign 
registry number 
and record the 
application in the 
record book. 
Advice   client to 
return after the 10-
day posting period.  

None 
 
 
 
 

 
     10 Minutes 
 
 

 

Repro. Machine 
Operator I 

MCR Office 
 

or 
 

Admin. Aide III 
MCR Office 

 
 

2. Receive Marriage 
License in the 
MCR Office after 
10 days 

4. Release Marriage 
License to 
applicant.  

 10 Minutes MCR or duly 
authorized signatory 

          
 
 
            TOTAL 
 

FOR BOTH 
FILIPINO   - PHP   
562.00 
 
 
ONE  OF THE 
APPLICANT 
IS A  FOREIGNER 
-             PHP 
3,112.00 
 
 
 

 
52 Minutes 

 
(Release 
after 10 

days) 
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10. APPLICATION FOR OUT-OF-TOWN REPORTING OF CERTIFICATE  
OF LIVE BIRTH 

Assistance given to client whose Birth occurred outside the municipality. This process is pursuant to Rule 20 of 
Administrative Order No.1, series of 1993.  

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Complex 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents of the municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
• Application Form 
 
• Negative Certification from PSA, 1 original & 3 

photocopies  
 
• National ID (physical card, paper form, 

downloadable Digital National ID, Transaction 
Reference Number (TRN)- present original copy, 
2 photocopies 

 
Government Issued Identification 
 
• Affidavit for Out of Town Registration and 
 Affidavit of two (2) disinterested person who 

might have  known the birth of the child, 4 
original copies each 

 
•Marriage Contact (parents and applicant, if 

married) – present original, 2 photocopies 
 
• Barangay Certification as proof of residency  
 
• Unedited front-facing photo of the registrant to 

be attached to the application – 2x2 (3 copies) 
white background 

 
• Baptismal /Dedication Certificate – 1 original, 2 
photocopies 
 • School Record (Form 137) 
 • Voter’s Certification w/ VRR 
 • SSS E-1 Form 
 • Medical Record 
 • Member’s Data Record; and 
 • Any other proof of identification (birth cert. of 

siblings and children if available)  
 
Additional documentary evidence showing the 
identity of parents but not limited to the following: 
 • Birth Certificate of parents (Valid ID if not 

registered) 

MCR  
 

PSA 
 

PSA 
 
 
 
PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, COMELEC, 
LTO, PhilPost, BIR, PRC, OSCA, PhilHealth, School 
recognized by DepEd or CHED 

 
Law Office 

 
 

MCR Office/ PSA 
 
 

Office of the Barangay Chairman 
 

Photography Studio 
 
 

Religious Institution 
School 
COMELEC 
SSS 
Concerned Hospital or birthing facilities 
Philhealth 
Client 
 
 
              
 
  Client 
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 • Death Certificate of parents, if deceased at the 
time of registration 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
required 
documents 

1.1 Verify the 
authenticity and 
completeness of 
document 
presented. 
 

1.2 Interview the 
applicant. Prepare 
Certificate of Live 
Birth. Issue order of 
payment. 

 

None 
 
 
 

20 Minutes 
 
 
 
10 Minutes 
 
 
 

Registration Officer 
III, MCR Office 

 
 
Admin. Asst. IV, 
 MCR Office   

2. Pay the 
corresponding fee 
to the Treasurer’s 
Office 

2. Accept  payment 
and issue OR 

  
 

PHP 300.00  5 Minutes Ticket Checker, 
Municipal 

Treasurer’s Office 

3. Return to MCR 
Office for the 
processing of the 
document. 
 

 

3.1 Record OR 
 

3.2 Advice client to 
review and 
validate the data 
in the 
accomplished 

      form and affix 
signature, if found 
in order.  

None 
 
 

 5 Minutes 
 
 
 10 Minute 

Admin. Asst. IV, MCR 
Office 
 
MCR or duly 
authorized signatory 
 
 

4. Inform client for 
the fees for late 
registration after 
it was confirmed 
from the 
concerned MCR 

4.1 After the 10 day 
posting period 
prepare 
transmittal letter 
to PSA Provincial 
Office. 
 

4.2 Wait for the 
approval of the 
receiving MCR. 

None  MCR or duly 
authorized signatory 

          
TOTAL 

 
PHP 300.00 

 
50 Minutes 
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11. APPLICATION FOR OUT-OF-TOWN REPORTING OF CERTIFICATE OF LIVE BIRTH  
FOR 80 YEARS OLD AND ABOVE 

Assistance given to client whose Birth occurred outside the municipality. This process is pursuant to Rule 20 of 
Administrative Order No.1, series of 1993.  

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Complex 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents of the municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
• Application Form 
 
• Negative Certification from PSA, 1 original & 3 

photocopies  
 
• National ID (physical card, paper form, 

downloadable Digital National ID, Transaction 
Reference Number (TRN)- present original copy, 2 
photocopies 

 
Government Issued Identification – present original 

copy 
 
• Affidavit for Out of Town Registration and 
 Affidavit of two (2) disinterested person who might 

have  known the birth of the child, 4 original copies 
each 

 
•Marriage Contact (parents and applicant, if married) 

– present original, 2 photocopies 
 
• Barangay Certification as proof of residency  
 
• Unedited front-facing photo of the registrant to be 

attached to the application – 2x2 (3 copies) white 
background 

 
• Baptismal /Dedication Certificate – 1 original, 2 
photocopies 
 • School Record (Form 137) 
 • Voter’s Certification w/ VRR 
 • SSS E-1 Form 
 • Medical Record 
 • Member’s Data Record; and 
 • Any other proof of identification (birth cert. of 

siblings and children if available)  
 
Additional documentary evidence showing the identity 
of parents but not limited to the following: 
 • Birth Certificate of parents (Valid ID if not 

registered) 

MCR  
 

PSA 
 

PSA 
 
 
 
PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, 
COMELEC, LTO, PhilPost, BIR, PRC, OSCA, 
PhilHealth, School recognized by DepEd or CHED 
 
Law Office 

 
 

MCR Office/ PSA 
 
 

Office of the Barangay Chairman 
 

Photography Studio 
 
 

Religious Institution 
School 
COMELEC 
SSS 
Concerned Hospital or birthing facilities 
Philhealth 
Client 
 
 
              
 
  Client 
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 • Death Certificate of parents, if deceased at the time 
of registration. 

 
For Registrant who have no capacity to personally 
appear at the LCRO its personnel can conduct home 
visitation. 
 
MANDATORY VERIFICATION at the Civil Registration 
Service provided with supporting documents to 
ascertain the date of birth. The result of verification 
will be provided via email before transmitting to 
Provincial Office.  

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit all the required 
documents 

1.1 Verify the authenticity 
and completeness of 
document presented.   

 
1.2 Interview the 

applicant. If found 
documents sufficient, 
email all the 
documents to PSA 
QC. After confirmation 
from PSA prepare 
COLB and issue order 
of payment. 

 

 20 Minutes 
 
 
 
 
 

Depends 
upon the 

release of 
confirmation 

from  CRS 
(PSA) 

 

Registration Officer 
III, MCR Office 

 
 
 
 
 
 

Admin. Asst. IV, 
MCR Office 

 
 

2. Pay the corresponding 
fee to the Treasurer’s 
Office 

2.    Accept  payment and 
issue OR 

  
 

PHP 300.00  5 Minutes Ticket Checker, 
Municipal 

Treasurer’s Office 

3. Return to MCR Office 
for the processing of 
the document. 

 
 

1.1 Record OR 
 

3.2 Advice client to review 
and validate the data 
in the accomplished 

      form and affix 
signature, if found in 
order.  

None 
 
 

 5 Minutes 
 
 
 10 Minute 

Admin. Asst. IV, 
MCR Office 
 
MCR or duly 
authorized 
signatory 
 
 

2. Inform client for the 
fees for late 
registration after it 
was confirmed from 
the concerned MCR 

2.1 Prepare transmittal 
letter to PSA 
Provincial Office. 
 

2.2 Wait for the approval 
of the receiving MCR 

None  MCR or duly 
authorized 
signatory 

 
 

TOTAL PHP 300.00 
 
 
 
 
 
 

Depends 
upon the 
result of 

confirmation 
from CRS 

(PSA) 
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12. APPLICATION FOR PETITION FOR CORRECTION OF ENTRY    
This law provides an administrative process for fixing obvious mistakes in civil registry documents like birth, 
marriage or death certificates.  

Classification: Highly Technical 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
PRINCIPAL  
Civil registry documents to be corrected - 1 
original copy 
 
Government Issued ID  
 
 
 
Any three (3) of the following documents to 
support the affected document to be 
corrected: 
 
      Baptismal Certificate 
      School record  
      Voter’s Registration Record/Certification 
      GSIS/ SSS Record 
      Birth Certificate of Parents/Children/ 
Siblings 
      Marriage Certificate (if doc. owner is 
married/ parents) 
 
Note: The processor will determine the 
applicable documents 
 

PSA 
 

PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, COMELEC, 
LTO, PhilPost, BIR, PRC, OSCA, PhilHealth, School 
recognized by DepEd or CHED 
 
 
 
 
 
Religious Institution 
School 
COMELEC 
GSIS/SSS 
PSA 
PSA 

REPRESENTATIVE  
Special Power of Attorney (SPA) – 2 original 
copy 
 
Photocopy of Government Issued ID with 
specimen signature of the document owner and 
the requester – 1 copy 

Notary Public 
 
Client/Petitioner 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

2. Submit all required 
documents 

 
 

2.1 Receive and 
check all the 
presented 
documents by 
the petitioner. 
 

1.2 If found 
documents  
sufficient prepare 
the petition. 

 

   
 
 
 

None 

15 Minutes 
 
 
 
 
18 Minutes 
 
 
 
5 Minutes 
 

 
MCR 
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1.3 Print documents 
and ask client to 
review and sign 
the petition 

 
1.4 Issue order of 

payment. 
  

 
 
2 Minutes 

Registration 
Officer I 

MCR Office 
 
 

3. Pay the 
corresponding fee 
to the Treasurer’s 
Office 

2.    Accept payment 
and issue OR 

  
 

Filing Fee – PHP 
1,000.00 

Processing Fee-PHP 
300.00 

Affidavit Fee-PHP 
50.00 

Oath Fee-PHP 50.00 
Indigent-Less Filing 

Fee  

 5 Minutes Ticket Checker 
Municipal 

Treasurer’s 
Office 

4. Return to MCR 
Office and submit 
Official Receipt 

4.1 Record OR 
 

3.2 Post notice of 
petition for review 
and affirmation of 
the MCR  

 
3.3 Advice petitioner 

to   return after 10 
days   

   to receive copy of      
petition with 
review 
affirmation  

  of the MCR. 

 
 

None 
 
   
 

  
 
 
 
 
 
10-day 
posting 
period 
 
 
 
 

 
Registration 

Officer I 
Municipal Civil 

Registrar 
 
 
 

MCR or duly 
assigned 

personnel 

5. Wait for the 
notification of the 
MCR personnel  

4.1 Upon receipt of 
affirmed petition 
from PSA prepare 
annotated civil 
registered 
documents 
including Finality. 

 
4.2 Issue order of 

payment 

 
 
 

2-3 Months 
(Depends 
upon the 
action taken 
by PSA Legal 
Department) 

 
 
Registration 
Officer I 
Municipal Civil 
Registrar 

6. Pay the 
corresponding fee 
to the Treasurer’s 
Office. 

5. Receive payment 
and issue O.R. 

Indorsement Fee-PHP 
200.00 

Cert. of Finality Fee-
PHP 100.00 

 
5 Minutes 

 
Ticket Checker 

Municipal 
Treasurer’s 

Office 
7. Submit the O.R. to 

MCR Office 
7.1 Release copy to 

client. 
 

7.2 Advice petitioner 
to submit 
documents to 
PSA Pampanga 

  
 
 
 
2-3 Months 
 (Depends 
upon the 

 
 
 
Registration 
Officer I 
Municipal Civil 
Registrar 
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thru courier for 
annotation 
processing. Upon 
approval from 
PSA Region 
contact the 
petitioner.   

approval of 
PSA 
Pampanga) 

8. Secure PSA 
Annotated 
document on 
Security Paper 

7.  Petitioner may 
apply thru PSA 
Serbilis outlet or 
BREQS.  

   

 TOTAL SB Ordinance 010-
2016 

Depends on 
the approval 
of PSA 
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13. APPLICATION FOR REGISTRATION OF COURT DECREES 
The concerned civil registry office shall prepare the amended civil registry document and make the proper 
annotation and applicable registry book after submission of the certified true copy of the decision and certificate 
of finality by the civil registry office where the court decree was registered. 

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Complex 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
CTC of Court Decision 
 
Original/ CTC of Certificate of Registration of 
Court Decision 
 
Original/ CTC of Certificate of Finality 
 
Original/ CTC of the Certificate of Authenticity of 
Court Decision issued by the civil registrar where 
the decision is registered 
 
Original PSA civil registry of affected document  
 
Photocopy of Government Issued ID (present 
original) 
 
 

RTC 
 

RTC 
 

RTC 
 

MCR/CCR 
 
 
 
PSA/Client 
 
PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, COMELEC, 
LTO, PhilPost, BIR, PRC, OSCA, PhilHealth, School 
recognized by DepEd or CHED 
 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit the all required 
documents 

1.1 Receive and 
check the 
authenticity of 
all the 
submitted 
documents. 
 

1.2 If found 
accurate 
continue the 
process.  

 
 

1.3 Issue order of 
payment. 

   
 
 
 

None 

 
 
 
 
2 Hours 

 
 
 
 
 

Registration 
Officer III 

MCR Office 
 
 

2. Pay the required 
registration fee to the 
Treasurer’s Office 

2.    Accept payment 
and issue OR. 

 

Annulment - PHP 
300.00 

 
Legal Separation – 

PHP 300.00 
 

Adoption – PHP 
300.00 

 5 Minutes  
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Other Court Decrees 

– PHP 300.00 
 

Indorsement Fee – 
PHP 200.00 

 
Local Civil Registry 

Document w/ 
Annotation – PHP 

60.00 
 

Local Civil Registry 
Document w/o 

Annotation – PHP 
60.00 

Ticket Checker  
Municipal 

Treasurer’s 
Office 

3. Return to MCR Office 
and submit Official 
Receipt 

3.1 Prepare 
Endorsement to 
PSA QC. 

 
3.2  Release copy to 

client.  
 
 

 
 

None 
 
   
 

  
 
20 Minutes 
 
 
 
 
 

 
 

MCR or duly 
assigned 
signatory 

 TOTAL  2 Hours, 25 
Minutes 
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14. APPLICATION FOR SUPPLEMENTAL REPORT 
A Supplemental Report is a legal document used to supply information that was inadvertently omitted during the 
initial registration of civil documents. 

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
PSA copy of affected document  
 
Affidavit of Supplemental Report 
 
Photocopy of Government issued ID’s  
 
 
 
Any other proof of identity to establish the 
omitted information:  
     Baptismal 
     Marriage Certificate (If married) 
     VRR  
     Form 137 
 
Note: The processor will determine the 
applicable documents 

PSA 
 

Law Office 
 

PSA, SSS, GSIS, AFP, DSWD, Pag-ibig, COMELEC, LTO, 
PhilPost, BIR, PRC, OSCA, PhilHealth, School recognized 
by DepEd or CHED 
 
 
 
 
Religious Institution 
PSA 
COMELEC 
School 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1. Submit all the 
requirements  
needed 

1.1 Receive and 
check the 
authenticity of 
the documents 
presented. 
 

1.2 Prepare the 
application for 
Supplemental 
Report. 

 
1.3 Prepare 

Indorsement to 
PSA Region 
Office. 

 
1.4 Issue Order of 

payment 

   
 
 
 

None 

 
 
 
 
1 Hour and 
30 Minutes 

 
 
 
 
 

Registration Officer 
III 

MCR Office 
 
 

2. Pay the 
corresponding fee to 
the Treasurer’s 
Office 

2.   Accept  payment 
and  issue Official  

       Receipt.  
 

Supplemental Report 
Fee - PHP 100.00 

Indorsement Fee - 
PHP 200.00 

 5 Minutes Ticket Checker  
Municipal 

Treasurer’s Office 
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Local copy with 
Annotation - PHP 
60.00   

Certified Photocopy 
of document - PHP 
60.00 

 
3. Return to MCR 

Office for the 
processing of the 
document  

3.1 Record Official 
Receipt. 

 
3.2  Release copy to 

client.  
 
 

 
 

None 
 
   
 

  
 
5 Minutes 
 
 
 
 
 

 
 
MCR or duly 
assigned signatory 

 TOTAL PHP 420.00 1 Hour, 40 
Minutes 
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15. APPLICATION FOR TIMELY REGISTRATION OF BIRTH 

This is the process of registering Certificate of Live Birth born in General Tinio within 30 days from the date of birth. 

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents, Maternity & Lying In Clinic and Other Birth 

Attendant 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 Application Form 
 
 Marriage Certificate (if parents are   married – 1 

photocopy) 
 
 Government issued ID of parents – 1 Photocopy 
  
 
Note: Submit Proof of urgency when requesting for 
Indorsement 

MCR  
 

Parents of the child 
 

   PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, 
COMELEC, LTO, PhilPost,   BIR, PRC, OSCA, 
PhilHealth, School recognized by DepEd or CHED 

 
   Concerned Agency 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSI

NG TIME  
PERSON 

RESPONSIBLE 
16. Submit filled-out 

application form  
16.1 Review the 

completeness of 
document 
presented. 
 

16.2 Prepare 
Certificate of 
Live Birth and 
AUSF (if parents 
are not married). 
Issue order of 
payment.   
 

None 5 Minutes 
 
 
 
 
20 Minutes 
 
 
   
 

Admin. Aide III 
MCR Office 

 
or 

 
Admin. Aide II 

MCR Office 

17. Pay the corresponding 
fee to the Treasurer’s 
Office 

2.    Accept payment 
and    issue OR 

  
 

FOR MARITAL 
CHILD 

 
COLB Fee- PHP 

60.00 
 
FOR NON-MARITAL 
CHILD 
 
COLB Fee-PHP 

60.00 
Oath Fee- PHP 50.00 
Reg. Fee AUSF-PHP 

300.00 

 5 Minutes Ticket Checker 
Municipal 

Treasurer’s 
Office 

3. Return to MCR Office 
and submit Official 
Receipt 

4.1 Record OR 
 

 
 
 

 3 Minutes 
 
 

Admin. Aide III  
MCR Office 
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   3.2 Advice client to 
review and 
validate the data 
in the 
accomplished 

      COLB form. 
 

 
3.3 Sign/assign 

registry number by 
the concerned 
authority.  

 
3.4 Release copy 

to client. 

 
 

None 
 
 
 
 
 
 
 
 

 
 

 7 Minutes 
 
 
 
 
3 Minutes 
 
 
 
2 Minutes 

 
 
 
 

 
MCR or duly 
authorized 
signatory 

 
 
MCR personnel 

 
 
 
 
 
 
 
 
 
 

           TOTAL 
 
 
 
 
 

FOR MARITAL 
CHILD 
PHP 60.00  
 
FOR NON-MARITAL 
CHILD 
 
PHP 410.00 
 
 
 

45 Minutes  
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16.ISSUANCE OF LOCAL TRANSCRIPTION AND CERTIFIED TRUE COPIES OF BIRTH,  

DEATH, MARIAGE CERTIFICATES  
This is the process of securing certified true copies and local civil registry copy of the documents registered in the 
Municipality. 

 
Office or Division: Municipal Civil Registrar (MCR) 
Classification: Simple 
Type of Transaction: G2C - Government to Citizen 
Who may avail: All residents and non-residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Principal  

Request Form 
 

      Government Issued Identification (present original) 

Municipal Civil Registrar Office 
 

PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-Ibig, 
COMELEC, LTO, PhilPost, BIR, PRC, OSCA, 
PhilHealth, School recognized by DepEd or CHED et. 
al. 

Representative  
- Authorization Letter/Special Power of 

Attorney (SPA) - 1 original copy 
- Government issued ID of document owner (1 

photocopy with specimen signature) 
   

- Government Issued ID of representative (1 
photocopy) 

Client/Document Owner 
 
 

PSA, SSS, GSIS. DFA, AFP, DSWD, Pag-ibig, 
COMELEC, LTO, PhilPost, BIR, PRC, OSCA, 
PhilHealth, School Recognized by DepED or CHED et. 
al 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

4. Submit filled-
out request 
form  

4.1 Review the completeness 
of the information in the 
request form. 
 

4.2 Verify in the Registry book. 
Prepare the certification. 

 
4.3 Issue order of 

payment   

     
 
 
 
 
 

None 

       5 Minutes 
 
 
 
 
 
     10 Minutes 

Reproduction Machine 
Operator II, Office of 
the Municipal Civil 
Registrar or 
Admin. Aide II, Office 
of the Municipal Civil 
Registrar 

5. Pay the 
corresponding 
fee to the 
Treasurer’s 
Office 

15. Accept payment and 
issue OR. 

  
 

PHP 60.00 
per copy 

      5 Minutes 
 

Ticket Checker, Office 
of the Municipal 
Treasurer 

6. Return to MCR 
Office and 
submit Official 
Receipt 

3.1 Record Official Receipt 
 

 
3.2 Sign document requested.  

 
3.3 Release to client. 
16.  

None 
 

4 Minutes 
 

   
      3 Minutes 

 
 

      2 Minutes 
 

Admin. Aide II, Office 
of the Municipal Civil 
Registrar 
 
Municipal Civil 
Registrar or duly 
authorized signatory 

 TOTAL PHP 60.00 28 Minutes  
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   17.PIECEMEAL INDORSEMENT OF CIVIL REGISTRY DOCUMENTS 
The process of indorsing civil registry documents with negative result and blurred entries from  
Philippine Statistics Authority or request for clear copy for blurred entries. 
 
Classification: Highly Technical 
  
Type of Transaction: Complex 
Who may avail: All residents and non-residents 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
PRINCIPAL  
  
Negative Certification/ Blurred Civil Registry 
Documents - 1 original copy  
 
Government Issued ID 

 
PSA 
 
PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, COMELEC, 
LTO, PhilPost, BIR, PRC, OSCA, PhilHealth, School 
recognized by DepEd or CHED 
 

REPRESENTATIVE  
Special Power of Attorney (SPA) / Authorization 
Letter- 1 original copy 
 
Photocopy of Government Issued ID with 
specimen signature of document owner and 
requester – 1 copy 

Notary Public/Document Owner 
 
 
Document owner/client 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit Negative 
Certification/ Blurred 
Civil Registry 
Document from PSA 

1.1 Verif
y in the registry 

book. 
 

1.2 If registered (for 
PSA negative 
result) prepare 
endorsement to 
PSA Provincial 
Office. 

 
1.3 Issue order of 

payment. 

 
 
 
 

None 

 
 
 
 

20 Minutes 

 
 
 

Admin. Aide I 
MCR Office 

 
or 

Admin. Aide II 
MCR Office 

 
 

2. Pay the corresponding 
fee to the Treasurer’s 
Office 

2.    Accept  payment 
and issue OR 

  
 

PHP 200.00  5 Minutes Ticket Checker  
Municipal 

Treasurer’s 
Office 

3. Return to MCR Office 
and submit Official 
Receipt 

3.1 Submit the 
prepared  
endorsement  to 
Provincial Office. 
Release personal 
copy to client.  

 

 
 

None 
 
   
 

  
 
10 Minutes 
 
 
 
 

 
Registration 

Officer III 
MCR Office 
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3.2 Advice client to 
request PSA copy 
after 25 working 
days upon 
submission to 
PSA provincial 
office.  

 
 

  
MCR or duly 

assigned 
signatory 

 TOTAL PHP 200.00 35 Minutes  
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18. REQUEST FOR PSA DOCUMENTS UNDER BREQS 
The Batch Request Entry System (BREQS) is a service authorized by PSA that allows LGU specifically LCRO to 
receive, process and issue PSA civil registry documents in behalf of the public. 

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Principal  
 Application Form  
 
 
Photocopy of Government issued ID’s  
 
 

MCR 
 

 
PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, 
COMELEC, LTO, PhilPost, BIR, PRC, OSCA, PhilHealth, 
School recognized by DepEd or CHED 
 
 
 

Representative  
 
Photocopy of Government Issued ID with 
specimen signature of the document owner and 
the requester – 1 copy each 
 
Special Power of Attorney (SPA) or Authorization 
letter -1 original copy 

 
 
 
 
Law Office 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit filled out 
application form  

1.1 Receive and 
check the entries 
in the 
accomplished 
form.  
 

1.2 Issue order of 
payment.  

   
 
 
 

None 

 
 
 
 
5 Minutes 

 
 
 

            
Bookbinder II 

MCR Office 
 
 

2. Pay the 
corresponding fee to 
the Treasurer’s 
Office 

2.    Accept  payment 
and issue OR 

  
 

PHP 95.00 
Birth, Death & 

Marriage 
 

PHP 100.00 
CENOMAR 

5 Minutes Ticket Checker  
Municipal 

Treasurer’s 
Office 

3. Return to MCR 
Office and submit 
Official Receipt 

3.1 Record OR 
 

3.2 Receive payment 
for PSA 
documents. 
Advice applicant 

 
 

PHP 155.OO 
Birth, Death & 

Marriage 
 

5 Minutes 
 
 
 
 
 

 
 

Bookbinder II 
MCR Office 
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to return on the 
schedule release 
of the document.   

 
 

4.1 Encode the 
application form 
in the BREQS 
System.   

 
 

PHP 210.00 
CENOMAR 

 
   
 

 
 
 
 
 

5 Minutes 
 
 
 
 
 

 
 
 
 
 

Admin. Asst. IV 
MCR Office 

 TOTAL PHP 250.00 
Birth, Death & 

Marriage 
 

PHP 310.00 
CENOMAR 

20 Minutes 
(Return on 
the 
assigned 
schedule 
release 
from PSA) 
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   19.TIMELY REGISTRATION OF CERTIFICATE OF DEATH 
 

This is the process of registering Certificate of Death of an individual whose death occurred in General Tinio, 
Nueva Ecija within 30-day reglementary period. 

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents  of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Certificate of Death – 4 copies  
 
Autopsy Report (if applicable) 
 
Burial Permit 
 
Photocopy of Government issued ID’s of 
Informant 
 
 
Note: Submit proof of urgency when requesting 
for Indorsement 

Funeral Parlor 
 

    PNP-Medico Legal 
 

    Municipal Treasurer’s Office 
 

    PSA, SSS, GSIS, DFA, AFP, DSWD, Pag-ibig, COMELEC, 
LTO, PhilPost,   BIR, PRC, OSCA, PhilHealth, School 
recognized by DepEd or CHED 

 
    Concerned Agency 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit 
Certificate of 
Death  

1.1. Receive and 
check the 
entries in the 
Certificate of 
Death. 

 
 

1.1 Issue order of 
payment. 
Advice client to 
request for 
burial permit.   

 
 
 
 
 

None 

  
 
 
 
 
10 Minutes 
 
 
  

 
 
 
 
 

Admin. Aide I 
MCR Office 

 
 
 
 
 

2. Pay the 
corresponding fee to 
the Treasurer’s 
Office 

2.  Accept payment 
and issue OR and 
Burial Permit Fee 

  
 

COD Fee -   PHP  
60.00 

Burial Permit-
PHP150.00 

 5 Minutes Ticket Checker  
Municipal 

Treasurer’s Office 

3. Return to MCR 
Office and submit 
Official Receipt 

4.2 Assign registry 
number.  

 
3.2  Release copy to 

client. 
 

 3 Minutes 
 
 
2 Minutes 

MCR or duly 
assigned signatory 
 

MCR Personnel 

 TOTAL 
 

PHP 210.00 20 Minutes  
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20.TIMELY REGISTRATION OF CERTIFICATE OF MARRIAGE  

This is the process of registering Certificate of Marriage within 15 days after solemnization and for Art. 34 must be 
registered within 30 days from the date of marriage. 

Office or Division: Municipal Civil Registrar (MCR) 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: All residents and non-residents of General Tinio, Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Certificate of Marriage  - 4 copies  
 
Original or photocopy of Marriage License 
 
Photocopy of Certificate of Registration of 
Authority to Solemnize Marriage (CRASM)-1 copy 
 
Affidavit of Cohabitation under Art. 34 executed 
by the contracting party living together as 
husband and wife for 5 years and more  
 
Notarized request for the celebration of marriage 
in a place other than those authorized by law 
 
Note: Submit Proof of urgency when requesting 
for Indorsement 

Church, Solemnizing Officer 
 

Solemnizing Officer, Client 
 

Solemnizing Officer 
 
 

 Notary Public 
 
 
 

 Solemnizing Officer 
 
 
Concerned Agency 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit Certificate of 
Marriage  

1.2 Receive and 
check the entries 
in the Certificate 
of Marriage.  
 

1.2 Issue order of 
payment.   

None 5 Minutes 
 
 
 
2 Minutes 
 
 

 
Admin. Aide I 
Office of the 

Municipal Civil 
Registrar 

2 Pay the 
corresponding fee to 
the Treasurer’s 
Office 

2.      Accept payment 
and issue OR. 

  
 

PHP 60.00  5 Minutes Ticket Checker 
Municipal 

Treasurer’s Office 

3 Return to MCR 
Office to submit 
Official Receipt and 
claim personal copy  

3.1   Record Official 
Receipt 

 
3.2 Assign registry 

number.  
 

 
3.3   Release copy to 

client. 

None 
 
 

3 Minutes 
 
3 Minutes 
 
 
 
2 Minutes 
 

Admin. Aide I, 
MCR Office 

 
MCR or duly 

assigned signatory 
 

MCR Personnel 

  
TOTAL 

 
PHP 60.00 

 
20 Minutes 
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NEUST PAPAYA OFF CAMPUS 
 

External Services 
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1. ADMISSION SERVICES FOR PROSPECTIVE ENROLLEES (COLLEGE LEVEL) 
 

 
This service covers the admission process for senior high school graduates applying for college studies in the 

University, including application evaluation, administration of admission test, and release of results. 
 

Office or Division: Office of Admission and Registration 
Classification: Simple 
Type of Transaction: G2C-Government to Citizens (Students) 
Who may avail: Graduates of Senior High School for the New Curriculum /  

Graduates of High School for the Old Curriculum 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

2x2 picture (2 copies; colored with name tag 
SURNAME, FIRST NAME MI.) Student applicant 

Original Form, 137 (1 copy) Last school attended 
Original Form, 138 (1 copy) Last school attended 
E-signature Student applicant 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Fill out the online 
application form 
at the NEUST 
admission portal. 
Applicants may 
access portal 
through this link: 
NEUST Online 
Admission 
Registration 

1.1. Receive and 
evaluate the 
submitted 
application. 
 
 

1.2. Approve the 
application, if 
compliant with 
requirements. 

 
1.3. Send approval 

email with 
enrollment 
instructions to 
qualified 
applicants. 

 
1.4. Disapprove the 

application, if 
requirements are 
incomplete or 
non-compliant. 

 
1.5. Send notification 

email stating 
reason for 
disapproval. 

 
 

NONE 
 
 
 

 
NONE 

 
 

 
 

NONE 
 
 
 
 
 
 

NONE 
 
 
 
 
 
 
 

NONE 
 

 
 

15 minutes 
 

 
 

 
1 minute 

 
 
 
 

3 minutes 
 
 
 
 
 
 

1 minute 
 
 
 
 
 
 
 

1 minute 
 

 
Designated Registrar 

Staff 
Office of Admission 

and Registration 
 
Designated Registrar 

Staff 
Office of Admission 

and Registration 
 
 

Designated Registrar 
Staff 

Office of Admission 
and Registration 

 
 
Designated Registrar 

Staff 
Office of Admission 

and Registration 
 
 
 

 
Designated Registrar 

Staff 
Office of Admission 

and Registration 
   

 
 
 

 

http://58.69.126.78:81/admission/
http://58.69.126.78:81/admission/
http://58.69.126.78:81/admission/
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2. Comply with the 
instructions 
indicated in the 
email and 
resubmit required 
documents. 

2.1. Receive and re-
evaluate the 
resubmitted 
documents. 

 
2.2. Approve the 

application upon 
compliance. 

 
2.3. Send confirmation 

email of approval. 

NONE 
 
 

 
 

NONE 
 
 

 
 

NONE 
 

10 minutes 
 
 

 
 

1 minute 
 

 
 

 
1 minute 

 

Designated Registrar 
Staff 

Office of Admission 
and Registration 

 
Designated Registrar 

Staff 
Office of Admission 

and Registration 
 
Designated Registrar 

Staff 
Office of Admission 

and Registration 
3. Wait for the 

entrance 
examination 
schedule to be 
sent via email 

3.1  Send the 
entrance examination 
schedule to approved 
applicants. 

 
 

NONE 
 

 
 

3 days 

 
 

Campus Registrar 
Office of Admission 

and Registration 
 

TOTAL NONE 

3 Days and 19 
minutes (if 

approved upon 
initial 

evaluation) 
 
 

3 days and 29 
minutes 

(Additional 
time required if 
compliance or 

resubmission is 
necessary) 
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2. CERTIFICATION OF GOOD MORAL CHARACTER COUNSELING SERVICE 

 
Students and graduates request certification of good moral character for whatever legal purpose  
the document may serve. 

 
Office or Division: Guidance and Counseling Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: NEUST Students and Graduates 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
None Not Applicable 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Guidance and Counseling 
Office and complete the 
QR Code / Google Form / 
Logbook. 

1.1 Prepare and issue 
a signed Good 
Moral Certificate. 

NONE 1 minute Guidance Personnel 

2. Accomplish Client 
Feedback Form. 

2.1. Utilize evaluation 
data for service 
improvement. 

NONE Not Applicable 

Guidance Personnel, 
Office of the 

Guidance and 
Counseling Office 

3. Present certificate to 
Registrar’s Office for 
sealing (Optional). 

3.1.  Seal the 
certificate. NONE 1 minute 

Registrar Personnel, 
Office of Admission 

and Registration 
 TOTAL NONE 2 minutes  
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3. CLAIMING OF LOST AND FOUND ITEMS 

 
This service covers the process in claiming lost and found items within the University premises and applies 

to all University campuses. 
 

Office or Division: Civil Security Unit 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: University Personnel, Students, External Visitors / Guests 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Valid Identification Card (1 copy) Claimant of Lost and Found Item 
Claim Form (1 copy) Civil Security Unit (CSU) Office 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
accomplished claim 
form and required 
information to the 
Civil Security Unit. 

 
1.1 Record the 

reported lost and 
found item and 
post information, 
if necessary. 

 

NONE 2 minutes 
Security Guard on 

Duty 
Civil Security Unit 

 
2. Present valid 

Identification Card 
and provide necessary 
details for verification. 
 

1.1 Verify the 
submitted 
requirements and 
confirm 
ownership of the 
item. 

NONE 2 minutes 
Security Guard on 

Duty 
Civil Security Unit 

3. Confirm and check 
the found item for 
verification. 

3.1 Request the 
claimant to sign the 
Security Record Book 
and release the 
item/s. 

NONE 2 minutes 
Security Guard on 

Duty 
Civil Security Unit 

 TOTAL NONE 6 minutes  
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4. ENROLLMENT/REGISTRATION OF NEW COLLEGE STUDENTS (ONLINE ADMISSION) 

 
 
This service covers the enrollment and registration process of newly admitted college students, including 

account activation, updating of student information, subject selection, and final registration. 
 

Office or Division: Office of Admission and Registration 
Classification: Complex 
Type of Transaction: G2C – Government to Citizens (Students) 
Who may avail: Qualified and admitted applicants for college studies 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Original Form 138 (1 copy) Last School Attended 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Access the 
enrollment link sent 
via email and upload 
required documents. 

1.1. Verify and 
approve the uploaded 
documents. 

 
 
 

NONE 

 
 
 

2 minutes 

 
Campus Registrar 

Office of Admission and 
Registration 

2. Update Personal 
Information Form, 
Health Survey, and 
Mode of Learning. 
Choose course, 
section, and subjects, 
then click “Register.” 
 

2.1 Assist qualified 
enrollees during 
the registration 
process, if 
necessary. 
 

2.2 Confirm 
enrollment and 
validate subject 
load. 

 
2.3  Generate 

registration 
record. 

 
 

 
 
 

NONE 
 
 
 
 

NONE 
 
 
 
 

NONE 

 
 
 

5 minutes 
 
 
 
 

10 minutes 
 
 
 
 

2 minutes 

 
 

Designated Registrar 
Staff 

Office of Admission and 
Registration 
 
 

Enrolling Teacher of 
each Department 

 
 

Designated Registrar 
Staff 

Office of Admission and 
Registration 

 
3. Print Certificate of 

Registration (COR) 
once verified. 

 
3.1. Verify registration 
details and 
release/confirm COR. 

 
 

NONE 

 
 

1 minute 

 
Designated Registrar 

Staff 
Office of Admission and 

Registration 
 

 TOTAL NONE 20 minutes  
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5. ENROLLMENT/REGISTRATION OF OLD COLLEGE STUDENTS 

This service covers the enrollment and registration process of old college students, including updating of student 
information, subject selection, verification, and issuance of Certificate of Registration. 

 
Office or Division: Office of Admission and Registration 
Classification: Complex 
Type of Transaction: G2C – Government to Citizens (Students) 
Who may avail: Old College Students (Enrolled last semester/year) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Certificate of Grades (COG) Student / Office of Admission and Registration 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Log in to 
enroll.neust.edu.ph using 
previously issued 
username and password. 
Update Personal 
Information Form, Health 
Survey, and Mode of 
Learning. Choose course, 
section, and subjects, 
then click “Register.” 

 
 
1.1 Check and verify 
the selected subjects 
and updated 
information. 

 
 
 

NONE 

 
 
 

10 minutes 

 
 

Enrolling Teacher of 
each Department 

2. If verified, print 
Certificate of Registration 
(COR). 

2. Provide 
assistance in 
case the enrollee 
encounters 
technical or 
system-related 
concerns. 

 

 
 
 
 

NONE 

 
 
 
 

5 minutes 

 
 
 

Designated Registrar 
Staff 

Office of Admission 
and Registration 

 TOTAL NONE 15 minutes  
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6. ENROLLMENT / REGISTRATION OF TRANSFEREES 

This service covers the enrollment and registration process of old college students, including updating of student 
information, subject selection, verification, and issuance of Certificate of Registration. 

 
Office or Division: Office of Admission and Registration 
Classification: Simple 
Type of Transaction: G2C – Government to Citizens (Students) 
Who may avail: New / Transferring students from other schools 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Original Transcript of Records (1 copy) Previous School Attended 
Certificate of Good Moral Character (1 copy) Previous School Attended 
Certificate of Honorable Dismissal (1 copy) Previous School Attended 
Evaluation Form (1 copy) Office of Admission and Registration 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit Letter of Intent 
to transfer addressed to 
the College Administrator 
of the intended course and 
present original Transcript 
of Records. 

1.1. Evaluate 
scholastic records 
and determine 
eligibility. If qualified, 
endorse applicant to 
OAR for further 
evaluation. 

NONE 15 minutes 

College 
Administrator/Camp

us Registrar 
Office of the College 

Administrator 

2. Receive username and 
password via email for 
online enrollment. 

2.1. Assist student in 
accessing the 
enrollment system. 

NONE 3 minutes 

Designated Registrar 
Staff 

Office of Admission 
and Registration 

3. Fill out Personal 
Information Form, Health 
Survey, Mode of Learning, 
choose course and 
section, then click 
“Register.” 

3.1. Assist student 
during online 
enrollment and 
subject selection. 

NONE 10 minutes 

Designated Registrar 
Staff 

Office of Admission 
and Registration 

4. If verified, print 
Certificate of Registration 
(COR). 

4.1. Verify registration 
details and provide 
assistance if needed. 

PHP 10.00 2 minutes Office of Admission 
and Registration 

 TOTAL NONE 30 minutes  
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7. ISSUANCE OF REPORT OF GRADES 

This service covers the issuance of a printed copy of the Report of Grades to currently enrolled students upon 
presentation of a valid Identification Card. 

Office or Division: Management Information System (MIS) Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: University Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Valid University ID Card (1 original copy) University Student 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

2. Present valid 
Identification Card to 
the MIS Office. 

 
1.1 Receive and verify 

the Identification 
Card. 
 

1.2 Encode the 
student number in 
the system. 

 
 

1.3  Print the Report 
of Grades. 

 

 
 

NONE 
 
 
 
 

NONE 
 
 
 
 
 

NONE 

 
 

1 minute 
 
 
 
 

2 minutes 
 
 
 
 
 

2 minutes 

 
Campus assigned 

MIS Staff 
Management 

Information System 
Office 

 
Campus assigned 

MIS Staff 
Management 

Information System 
Office 

 
Campus assigned 

MIS Staff 
Management 

Information System 
Office 

 

3. Receive printed 
Report of Grades from 
MIS personnel. 

1.1 Release printed 
Report of Grades 
to requesting 
student. 

 
 

NONE 

 
 

2 minutes 

 
Campus assigned 

MIS Staff 
Management 

Information System 
Office 

 
 TOTAL NONE 7 minutes  
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8. ISSUANCE/RELEASE OF CERTIFICATES 

This service covers the issuance of requested academic certificates to students, graduates, and alumni for various 
purposes such as employment, scholarship, and transfer. 

 
Office or Division: Office of Admission and Registration 
Classification: Complex 
Type of Transaction: G2C – Government to Citizens (Students) 
Who may avail: Students, Graduates / Alumni 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Duly Accomplished Request Form Office of Admission and Registration / Online 
Official Transcript of Records (TOR) Office of Admission and Registration 
Certificate of Grades (COG) Office of Admission and Registration 
Certificate of Earned Units Office of Admission and Registration 
Certification, Authentication, and Verification (CAV) Office of Admission and Registration 
Certificate of Enrollment Office of Admission and Registration 
Certificate of Honorable Dismissal Office of Admission and Registration 
Certificate of English as Medium of Instruction Office of Admission and Registration 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Accomplish Request 
Form personally at the 
Campus or submit 
request online. 

 
3.1 Receive and 

evaluate the 
request form. 

NONE 3 minutes 

Designated Registrar 
Staff 

Office of Admission 
and Registration 

2. Pay the corresponding 
fee at the Cashier’s Office 
in the municipality of 
General Tinio. 

 
2.1. Receive 

payment and 
issue Official 
Receipt. 
 

Depends on 
requested 
certificate 

10 minutes 
Designated Staff 

Office of Municipal 
Treasurer 

3. Wait for the certificate 
to be released. For TOR, 
present the Official 
Receipt to OAR or email 
proof of payment (for 
online request) to 
papayacampus@gmail.co
m. 

 
1.1. Issue a claim 

stub, verify 
payment if  
applicable 
(TOR), and 
prepare the 
requested 
document. 
 

1.2. Bring the TOR 
to the NEUST 
Main Campus 
for signatories 
of the 
Registrar’s 
director. 
 

1.3. Email or 
message the 
requestor to 

 
 
 

NONE 
 
 
 
 
 

 
 
 
 

NONE 
 
 
 
 
 
 
 

 
3 minutes 
(same-day 

certificates) 
 

1 hour (for TOR) 
 
 
 
 

 
 

6 working days 
(TOR) 

 
 
 
 
 
 
 

 
Designated Registrar 

Staff/ Campus 
Registrar 

Office of Admission 
and Registration 

 
 

 
 

 
 

Designated Registrar 
Staff/ Campus 

Registrar  
Office of Admission 

and Registration 
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claim the 
TOR. 

 
 

NONE 

 
1 minute 

Designated Registrar 
Staff/ Campus 

Registrar  
Office of Admission 

and Registration 
2. Proceed to the 

Registrar’s Office to 
claim the certificate. If 
the requested 
document is a 
Transcript of Records 
(TOR), the claim stub 
must be presented 
upon claiming. 

 
2.1. Release the 

certificate 
requested. 

 
NONE 

 
2 minutes 

 
Designated Registrar 

Staff/ Campus 
Registrar  

Office of Admission 
and Registration 

 

TOTAL NONE 

8 minutes 
(Face-to-Face 

or Online 
Transactions – 

same-day 
certificates) 

 
 6 Working 

Days and 16 
minutes 
(Official 

Transcript of 
Records only) 
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9. RECEIVING, RECORDING, AND RELEASING OF DOCUMENTS 

This service covers the receiving, recording, processing, and releasing of official documents from external clients, 
government agencies, and business entities, including requests, invitation letters, and other communications requiring 
action. 

Office or Division: Office of the College Administrator 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 

G2B – Government to Business 
G2G – Government to Government 

Who may avail: External Clients / Government Agencies / Business Entities 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letters / Documents from External Clients, 
agencies, or business entities (1 copy) External Clients/ Agencies / Business Entities 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Forward official 
letter/document to the 
Office of the College 
Administrator for 
appropriate action. 

 
1.1 Receive and 

record the 
document in the 
logbook or 
document 
tracking system. 
 

1.2 Review and 
endorse the 
document to the 
College 
Administrator for 
appropriate 
action. 

 
1.3 Approve, note, or 

issue instruction 
on the document. 

 
1.4 Record the action 

taken and forward 
the document to 
the Records 
Office for 
dissemination. 

 
 
 

NONE 
 
 
 
 
 

 
 

NONE 
 
 
 
 

 
NONE 

 
 
 
 
 

NONE 
 

 
 
 

1 minute 
 
 
 
 
 

 
 

3 minutes 
 
 

 
 
 

2 minutes 
 
 
 
 
 

2 minutes 

 
 

Admin Secretary 
Office of the College 

Administrator 
 
 

 
 
 

Admin Secretary 
Office of the College 

Administrator 
 

 
 

College 
Administrator, 

Office of the College 
Administrator  

 
 

Admin Secretary 
Office of the College 

Administrator 

2. Receive the processed 
document. 

 
2.1. Release the 
document with action 
to the concerned 
external 
clients/government 
agency/business 
entity. 

NONE 3 minutes 
Admin Secretary 

Office of the College 
Administrator 

 TOTAL NONE 11 minutes  
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10. REQUEST OF GATE PASS STICKER 

This service covers the issuance of gate pass stickers for vehicles of university personnel, students, and 
concessionaires. 

Office or Division: Civil Security Unit 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: University Personnel, Students, and Concessionaires 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Gate Pass Form (1 original copies) Forms available at the CSU Office 
Vehicle OR/CR (1 photocopy) Vehicle Owner 
Driver’s License (1 photocopy) Vehicle Owner 
2x2 ID Picture (2 original copies) Applicant 
Photocopy of ID (if employee or student) Applicant 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1. Fill out Gate Pass Form, 
attach complete 
requirements, and submit 
to the Civil Security Unit 
Office. 

 
1.1 Receive and 

check the 
submitted 
requirements. 

 
 
1.2 Verify the validity 

of OR/CR and 
Driver’s License. 

 
1.3 Advise the 

applicant to 
renew expired 
documents, if 
any. 

 
1.4 Review and 

approve the gate 
pass application. 

 
1.5 Issue the gate 

pass sticker to the 
applicant. 

 
 
 

NONE 
 

 
 

 
NONE 

 
 

 
 
 

NONE 
 
 
 

 
 

NONE 
 
 
 

 
NONE 

 
 
 

2 minutes 
 
 

 
 

1 minute 
 
 
 

 
 

1 minute 
 
 
 

 
 

2 minutes 
 
 

 
 

2 minutes 

 
 
Security Guard on Duty 

Civil Security Unit 
 

 
Security Guard on Duty 

Civil Security Unit 
 
 
 

Security Guard on Duty 
Civil Security Unit 

 
 
 

Security Guard on Duty 
Civil Security Unit 

 
 
Security Guard on Duty 

Civil Security Unit 

Receive the gate pass 
sticker. 

1.1 Release the gate 
pass sticker to the 
applicant. 

NONE 2 minutes Security Guard on Duty 
Civil Security Unit 

 TOTAL NONE 10 Minutes  
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11. REVIEW OF CCTV MONITORING 

This service covers the procedure for requesting and reviewing CCTV footage within the university premises for 
investigation purposes. 

Office or Division: Civil Security Unit 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: University Personnel, Students, External Visitors / Guests 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Request Form (1 copy) indicating specific date and 
time of incident Forms available at the CSU Office 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Fill out and 
accomplished the CCTV 
Review Request Form 
indicating the date, time, 
and scope of review. 

 
1.1 Receive and verify 

the submitted 
request form. 
 

1.2 Forward the 
request to the 
Chief, Civil 
Security Unit for 
approval. 

 
1.3 Review and 

approve the CCTV 
review request. 

 
1.4 Review the CCTV 

footage based on 
the approved 
scope and time 
frame. 

 
1.5 Prepare the 

incident report, if 
necessary. 

 
 

NONE 
 
 
 
 

NONE 
 
 
 
 
 

NONE 
 
 
 
 
 

NONE 
 
 
 
 
 

NONE 
 

 
 

2 minutes 
 
 
 

 
3 minutes 

 
 
 
 
 

2 minutes 
 
 
 
 
 

10 minutes 
 
 
 
 
 

10 minutes 

 
 

Security Guard on Duty 
Civil Security Unit 

 
 

Chief 
Civil Security Unit 

 
 
 
 

Chief 
Civil Security Unit 

 
 
 
 

Security Guard on Duty 
Civil Security Unit 

 
 

Chief 
Civil Security Unit 

 

2. Receive the result of 
the CCTV review. 

2.1 Release the CCTV 
review findings to 
the requester. 

NONE 5 minutes 

 
Security Guard on Duty 

Civil Security Unit 
 

3. Reporting (Internal 
Process). 

3.1 Chief Security 
submits consolidated 
report to the Office of 
the College 
Administrator every 
end of the month. 

NONE 2 minutes Chief 
Civil Security Unit 

 TOTAL NONE 34 minutes  



 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NEUST PAPAYA OFF CAMPUS 
 

Internal Services 
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1. ASSESSMENT OF SUBJECTS (PROCEDURE FOR FACE-TO-FACE ENROLLMENT) 

 
This service covers the issuance of the copy of Assessment of Subjects of the student and applies to campus 
students. 

Office or Division: Management Information System (MIS) Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: Campus Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Preliminary Form (2 copies) duly approved by the 
Enrolling Teacher 

Forms available at the Dean’s Office per College 
Department / Campus Students 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Verify subjects to enroll 
and submit the approved 
Preliminary Form to the 
MIS Office. 

 
1.1 Receive and 

check the 
approved 
Preliminary Form. 
 

1.2 Encode the 
enrolled subjects 
in the system. 

 
1.3 Print the 

Assessment of 
Subjects. 

NONE 3 minutes 

Assigned MIS Staff, 
Management 

Information System 
Office 

2. Receive the printed 
Assessment of Subjects 
form from MIS Office. 

 
2.1. Release the 
printed Assessment 
of Subjects to the 
student. 
 

NONE 1 minute 

Assigned MIS Staff, 
Management 

Information System 
Office 

 TOTAL NONE 4 minutes  
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2. DENTAL EXAMINATION AND ENDORSEMENT 

This service covers the provision of dental assessment, basic dental consultation, and issuance of dental 
endorsement or referral when necessary for students and personnel of the University. The process includes 
verification of dental records, clinical evaluation, provision of initial management, and referral to appropriate 
health facilities such as the Municipal Health Office or partner health centers when required. 

Office or Division: Health Services Unit (HSU) 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 

G2G – Government to Government 
Who may avail: Students and Personnel 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Dental Record (Student Health Profile (1 copy) Campus Clinic 
Dental Treatment Record  Campus Clinic 
Clinic Referral Form (if referred externally) Campus Clinic 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1. Log-in in Visitation 
Logbook and fill-out the 
Student Health Profile 
online. 

 
1.1 Receive and 

record submitted 
health data. 

 
1.2 Assess the 
student’s condition 

through history 
taking, vital signs. 

 
1.3 Give appropriate 

medication, and 
prescribed 
medicines. 

 
1.3 1.4 Fill-out the 

referral form by 
the Campus 

Nurse for worst 
case scenario.  

 
1.4 Inform the 

guardian, and refer 
to the Rural Health 
unit, if cannot be 
treated within the 
clinic. 

 
1.6  Transfer the 

patient to the RHU. 

 
NONE 

 
 
 
 
 

NONE 
 
 
 
 
 
 

 
NONE 

 
 
 
 
 
 

NONE 
 
 
 

 
 

NONE 

 
2 minutes 

 
 
 
 
 

5 minutes 
 
 
 
 
 
 
 
 

1 minute 
 
 
 
 
 
 

1 minute 
 
 

 
 

5 minutes 
 

 
Clinic Staff/Campus 

Nurse 
Health Services Unit 

 
 

 
Clinic Staff/Campus 

Nurse 
Health Services Unit 

 
 
 
 

 
Campus Nurse 

Health Services Unit 
 
 
 

 
 

Campus Nurse 
Health Services Unit 

 
 

 
Campus Nurse 

Health Services Unit 

2. Wait for the physician 
for further evaluation. 

2.1. Assess and treat 
the patient. NONE 

Depends on 
RHU 

assessment and 
evaluation 

Dentist 
Municipal Health Unit 
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 TOTAL NONE 25 minutes  
 

3. HANDLING OJT STUDENTS’ ENROLLMENT AND DEPLOYMENT 

 
This service covers the Standardized and uniform procedures of the On–the–Job–Training (OJT) and 
Career Development Office, applicable to all Program Heads/OJT Coordinators across this 
university's colleges and campuses. 

 
 

Office or Division: On-the-Job Training (OJT) Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: NEUST Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Certificate of Registration (1 copy) Registrar’s Office 
Proof of Attendance to Pre-Departure Orientation 
Seminar (PDOS) (1 copy) Pre-Departure Orientation Seminar / OJT Office 

Accomplished OJT Application Form OJT Office 
Checklist of Requirements and Standardized OJT 
Forms OJT Office 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit Certificate of 
Registration and Proof of 
Attendance to PDOS to 
the OJT Office. 

1.1. Collect and verify 
Certificate of 
Registration and 
PDOS attendance as 
proof of enrollment in 
the OJT Program. 

NONE 5 minutes OJT Coordinator, 
OJT Office 

 

1.2. Provide List of 
Requirements and 
Application Form for 
OJT including 
standardized OJT and 
Career Development 
forms. 

NONE 5 minutes OJT Coordinator 

2. Submit accomplished 
OJT Application Form and 
complete requirements. 

2.1. Collect 
Application Form and 
all pertinent 
requirements based 
on the checklist. 

NONE 5 minutes OJT Coordinator 

 

2.2. Assign Host 
Training 
Establishment/Comp
any for student 
deployment. 

NONE 10 minutes OJT Coordinator 

 

2.3. Release 
Accomplishment 
Form and Training 
Plan to student-
trainee. 

NONE 5 minutes OJT Coordinator 
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3. Undergo On-the-Job 
Training at assigned Host 
Training Establishment 
based on required 
curriculum hours. 

3.1. Monitor 
deployment and 
compliance with 
training plan (as 
applicable). 

NONE 
Depends on 

training duration 

Host Training 
Establishment / OJT 

Coordinator 

 TOTAL NONE 30 minutes 
(Excludes actual 

OJT training 
hours required 

under the 
curriculum.) 
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4. HIRING AND PROMOTION OF EDITORIAL STAFF 

This service covers the issuance of the certification of no scholarship or financial assistance received.  
 

Office or Division: Office of Student Affairs 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen (Students) 
Who may avail: NEUST Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Application Form for New Applicants (1 copy) Office of Student Affairs – Student Publication 
Application Form for Promotion (1 copy) Office of Student Affairs – Student Publication 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.1. Request and 
accomplish the 
appropriate 
application form 
for new applicant 
or promotion. 

b. Provide the 
appropriate 
application 
form to the 
applicant. 

 
 
 

NONE 

 
 
 

5 minutes 

 
 

Head, Student 
Publication, Office 
of Student Affairs 

6. Submit the 
accomplished 
application form 
to the Office of 
Student Affairs. 

a. Conduct 
competitive 
examination 
and interview 
of applicants. 
 

b.  Evaluate 
examination and 
interview 
results. 

 
c.  Prepare 

evaluation forms 
and summary 
sheets. 

 
d. Endorse list of 

qualified 
applicants and 
promoted 
members to the 
Dean of Student 
Affairs for 
approval. 

 
 

NONE 
 
 
 
 
 

NONE 
 
 
 
 
 

NONE 
 
 
 
 
 
 
 

NONE 

 
 

1 day 
 

 
 
 
 

1 day 
 
 
 
 
 

5 minutes 
 
 
 
 
 
 
 

5 minutes 

 
Committee on 

Student 
Publications, Office 

of Student Affairs 
 
 

Committee on 
Student 

Publications, Office 
of Student Affairs 

 
 
 

Committee on 
Student 

Publications, Office 
of Student Affairs 

 
 
 
 

Committee on 
Student 

Publications, Office 
of Student Affairs 

7. Wait for 
notification of 
results. 

 
a. Notify 

applicants of 
the final 
decision. 

 
NONE 

 
2 days 

 
Head, Student 

Publication, Office 
of Student Affairs 

 TOTAL NONE 4 days and 15 
minutes  
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5.ISSUANCE OF CERTIFICATION OF FREE HIGHER EDUCATION 
 

This service covers the process of issuance of the certification of free higher education.  

 
Office or Division: Office of Student Affairs / Scholarship and Financial Assistance Office (SFAO) 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: NEUST Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Photocopy of Certificate of Registration (1 copy) Student Applicant 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the Office 
of Student Affairs and 
submit photocopy of 
Certificate of 
Registration. 

1.1. Receive and 
verify submitted 
requirement. 
 
1.2. Issue 
Certification of Free 
Higher Education. 

 
NONE 

 
 
 

NONE 

 
2 minutes 

 
 
 

3 minutes 

 
SFAO Personnel, 
Office of Student 

Affairs 
 
 

SFAO Personnel, 
Office of Student 

Affairs 
 TOTAL NONE 5 minutes  
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6.ISSUANCE OF CERTIFICATION OF NO SCHOLARSHIP OR FINANCIAL  
ASSISTANCE RECEIVED 

 
This service covers the issuance of the certification of no scholarship or financial assistance received.  

 
Office or Division: Office of the Student Affairs / Scholarship and Financial Assistance Office 

(SFAO) 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: NEUST Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Photocopy of Certificate of Registration (1 copy) Student Applicant 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBL

E 

1. Proceed to the Office 
of Student Affairs and 
submit photocopy of 
Certificate of 
Registration. 

1.1. Receive and 
verify submitted 
requirement. 
 
1.2. Issue 
Certification of No 
Scholarship or 
Financial Assistance 
Received. 

 
NONE 

 
 
 

NONE 

 
2 minutes 

 
 
 

3 minutes 

 
SFAO 

Personnel, 
Office of 

Student Affairs 
 
 

SFAO 
Personnel, 

Office of 
Student Affairs 

 TOTAL NONE 5 minutes  
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7.ISSUANCE OF IDENTIFICATION CARD 
 
This service covers the issuance of Identification Card (ID) to currently enrolled campus students.  

Office or Division: Management Information System (MIS) Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: Campus Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Fully Accomplished Google Form for Identification 
Card Campus Students / MIS Office 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

2. Accomplish and 
submit the Google 
Form for Identification 
Card. 

 
1.1 Receive and verify 

the accomplished 
Google Form. 
 
 

1.2 Validate the 
submitted 
information. 

 
 

1.3 Encode the 
student 
information in the 
system. 

 
 

1.4 Print the 
Identification 
Card. 

 

 
 

NONE 
 
 
 
 

NONE 
 
 
 
 

NONE 
 
 
 
 
 

NONE 

 
 

5 minutes 
 
 
 
 

1 minute 
 
 
 
 

1 minute 
 
 
 
 
 

5 minutes 

 
 

NEUST Main Campus 
assigned MIS Staff MIS 

Office 
 

 
NEUST Main Campus 

assigned MIS Staff MIS 
Office 

 
 

NEUST Main Campus 
assigned MIS Staff MIS 

Office 
 

 
 
NEUST Main Campus 

assigned MIS Staff MIS 
Office 

 

2. Wait for adviser’s 
announcement regarding 
release of Identification 
Card. 

 
1.1 Deliver the 

printed 
Identification 
Card to the Office 
of the Registrar 
for distribution. 
 

 
 
 

NONE 

 
 
 

 10 minutes 

 
 

NEUST Main Campus 
assigned MIS Staff MIS 

Office 
 

3. Receive the 
Identification Card. 

3.1. Release the 
Identification cards to 
students. 

 
 

NONE 

 
 

3 minutes 

 
Campus Designated 

Officer 
Office of Admission 

and Registration 
 

 TOTAL NONE 25 minutes  
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8.ISSUANCE OF LIBRARY CARD 

 
This service covers the procedures for applying for a library card to be used every time they borrow library 
materials, and can be used for a specific academic year, and applies to all University campuses.  

 
Office or Division: Office of the Campus Library 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen (Students and Faculty) 
Who may avail: NEUST Students and Faculty 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Certificate of Registration (1 copy) Campus Registrar 
School ID (1 copy) Campus MIS 
1x1 ID Picture (1 copy) Student Applicant 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1. Submit required 

documents to the 
Campus Library. 1.1. Receive and 

verify 
completenes
s of 
submitted 
requirements. 
 

1.2. Encode the 
student’s 
name, 
student 
number, and 
course based 
on the 
Certificate of 
Registration. 
 
 

1.3. Paste ID 
picture and 
prepare the 
Library Card. 
Then, print. 

 
 

NONE 
 
 
 
 
 
 

NONE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NONE 

 
 

2 minutes 
 
 
 
 
 
 

3 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 minutes 

 
Library Staff 
Office of the 

Campus Library 
 
 
 
 
 

Library Staff, Office 
of the Campus 

Library 
 
 
 
 
 
 
 

 
 
 
 
 
 

Library Staff, Office 
of the Campus 

Library 
 

2. Receive the library 
Card 

 
2.1. Log, and 

release the 
Library Card. 
 

 
 

NONE 

 
 

1 minute 

 
 

Library Staff, Office 
of the Campus 

Library 
 TOTAL NONE 11 minutes  

 



 

  

 
 
 
9.ISSUANCE OF OFFICE MEMORANDUM AND OFFICE ORDER 

 
This service covers the preparation and issuance of Office Memorandum and Office Order for distribution or 
dissemination to concerned Offices, Colleges, Departments, Units, and Personnel within the Campus. 

 
Office or Division: Office of the College Administrator 
Classification: Simple 
Type of Transaction: G2G – Government to Government 
Who may avail: Campus Personnel / Offices / Departments / Units 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
University Code Office of the University President 
Relevant National Circulars issued by the Civil 
Service Commission and other Oversight Agencies Civil Service Commission / Other Oversight Agencies 

Applicable Campus Policies and Guidelines from 
Manuals Office of the College Administrator 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
2. Submit request or 

directive for issuance 
of Office 
Memorandum or 
Office Order. 

 
1.1 Receive and 

review the 
request or 
directive. 
 

1.2 Draft the Office 
Memorandum or 
Office Order. 

 
1.3 Record, assign 

control number, 
and file copy of 
the signed Office 
Memorandum or 
Office Order. 

 
1.4 Reproduce and 

forward copies for 
dissemination to 
concerned 
Offices/Departme
nts/Units. 

 
 
 

NONE 
 
 

 
 

NONE 
 
 
 
 

NONE 
 
 
 
 
 

NONE 
 
 

 
 
 

2 minutes 
 
 

 
 

5 minutes 
 
 
 
 

2 minutes 
 
 
 
 
 

5 minutes 
 

 

 
 

Admin Secretary 
Office of the College 

Administrator 
 
 

College Administrator, 
Office of the College 

Administrator 
 
 

Admin Secretary 
Office of the College 

Administrator 
 
 
 

 
College Admin 

Secretary 
Office of the College 

Administrator 
 

2. Receive the issued 
Office Memorandum or 
Office Order by the 
Concerned 
campuses/offices/depart
ments. 

 
2.1. Release the 
Office Memorandum 
or Office Order to 
concerned 
Offices/Departments/
Units. 
 

NONE 3 minutes 

College Administrator 
Secretary 

Office of the College 
Administrator 

 TOTAL NONE 17 minutes  
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10.LIBRARY INVENTORY 
 
This service covers the procedures and processes in the inventory of library materials.  

 
Office or Division: Office of the Campus Librsary 
Classification: Simple 
Type of Transaction: G2G – Government to Government 

G2C – Government to Citizen (Students and Faculty) 
Who may avail: NEUST Faculty and Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Library Accession Record (1 copy) University Library 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Recall borrowed 
library materials from 
faculty, staff, and 
students. 

1.1. Recall and 
retrieve 
borrowed 
materials for 
inventory. 

NONE 15 minutes Librarian / Library Staff 
 

2. Print summary of 
inventory checklist 
based on accession 
records. 

2.1 Generate inventory 
checklist from 
accession record. 

NONE 15 minutes Librarian / Library Staff 

3. Check book 
accession numbers 
against checklist and 
physical copies. 

3.1. Cross-check 
accession number on 
spine with checklist; 
pull out discrepancies 
for verification. 

NONE 25 minutes Librarian / Library Staff 

8. Verify 
discrepancies and 
update accession 
records. 

4.1 Mark appropriate 
remarks (e.g., “W” for 
withdrawn, duplicate 
notes, or 
discrepancies). 

NONE 15 minutes Librarian / Library Staff 

9. Review uncrossed 
items and prepare 
new list for further 
checking. 

5.1. Recheck shelves 
and records of 
faculty/staff. 

NONE 1 day University Librarian / 
Librarian 

10. Prepare final list 
of missing 
materials. 

6.1. Consolidate and 
validate missing items 
after rechecking 
process. 

NONE 25 minutes Librarian 

11. Update accession 
book and indicate 
“Lost and Year” in 
remarks column 
(if applicable). 

7.1. Record missing 
items officially in 
accession records. 

NONE 15 minutes Librarian 

12. Submit inventory 
report to the 
Office of the 
University 
Librarian. 

8.1. Forward final 
inventory report for 
reference in purchasing 
replacement materials. 

NONE 25 minutes Librarian 

 TOTAL NONE 1 day, 2 hours, 
and 15 minutes 
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11.MEDICAL EXAMINATION AND ENDORSEMENT 
 
This service covers the receipt and evaluation of student and personnel health profiles, initial health 
assessment by the Campus Nurse, and endorsement and coordination of medical and dental examinations 
with the Municipality of General Tinio Rural Health Unit (RHU). It also includes recording and monitoring of 
examination results. 

Office or Division: Health Services Unit (HSU) 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 

G2G – Government to Government 
Who may avail: Students and Personnel 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Medical Record (Student Health Profile (1 copy) Campus Clinic 
Medical Treatment Record  Campus Clinic 
Clinic Referral Form (if referred externally) Campus Clinic 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1. Log-in in Visitation 
Logbook and fill-out the 
Student Health Profile 
online. 

 
1.1. Receive and 

record 
submitted 
health data. 

 
1.2. Assess the 

student’s 
condition 
through 
history taking, 
vital signs. 
 

1.3. Give 
appropriate 
medication, 
and 
prescribed 
medicines. 
 

1.4. Fill-out the 
referral form 
by the 
Campus 
Nurse for 
worst case 
scenario. 
Inform the 
guardian, and 
refer to the 
Rural Health 
unit, if cannot 
be treated 

 
NONE 

 
 
 
 
 

NONE 
 
 
 
 
 
 

 
 

NONE 
 
 
 
 
 
 

NONE 
 
 
 
 
 
 
 
 

 
 

 
2 minutes 

 
 
 
 
 

5 minutes 
 
 
 
 
 
 
 
 

1 minute 
 
 
 
 
 
 

1 minute 
 
 
 
 
 
 
 
 
 
 

 
Clinic Staff/Campus 

Nurse 
Health Services Unit 

 
 

 
Clinic Staff/Campus 

Nurse 
Health Services Unit 

 
 
 
 

 
Campus Nurse 

Health Services Unit 
 
 
 

 
 

Campus Nurse 
Health Services Unit 
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within the 
clinic. 
 

1.5. Transfer the 
patient to the 
RHU. 

 

 
 
 
 

NONE 

 
 
 
 

5 minutes 
 

 

 
 
 
 

Campus Nurse 
Health Services Unit 

2. Wait for the physician 
for further evaluation. 

2.1. Assess and treat 
the patient. NONE 

Depends on 
RHU 

assessment and 
evaluation 

Chief 
Municipal Health Unit 

 TOTAL NONE 25 minutes  
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12.NEW REGISTRATION OF STUDENT ORGANIZATIONS 

 
This service covers the process of recognition and registration of New Non-Political Student 
Organizations of NEUST.  

 
Office or Division: Office of Student Organizations, Activities and Development (OSOAD 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: NEUST Students (Non-Political Student Organizations) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter of Intent for Recognition (3 copies) – NEUST-
OSA-F026 Applicant Organization 

Letter of Acceptance of Adviser (3 copies) – 
NEUST-OSA-F027 Applicant Organization 

List of Officers and Members (3 copies) – NEUST-
OSA-F028 (minimum of 15 members with names, 
courses, year level, and signatures) 

Applicant Organization 

Proposed Activities for the School Year (3 copies) – 
NEUST-OSA-F029 Applicant Organization 

Constitution and By-Laws Applicant Organization 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit complete 
application documents to 
the Head of OSOAD. 

1.1. Evaluate 
submitted documents 
for completeness and 
compliance. 

NONE 5 minutes 

Head, Office of 
Student 

Organizations, 
Activities and 
Development 

(OSOAD) 
2. Submit Constitution 
and By-Laws to the 
Committee on Student 
Organizations and 
Activities (CSOA). 

2.1. Review and 
approve Constitution 
and By-Laws. 

NONE Depends on 
review process 

Committee on 
Student 

Organizations and 
Activities (CSOA) 

3. Await approval and 
recognition. 

3.1. Issue Certificate 
of Recognition with 
Registration Number 
upon approval. 

NONE 
Depends on 

approval 
process 

Head, OSOAD / 
Dean, Office of 
Student Affairs 

 TOTAL NONE Depends on the 
evaluation and 

approval 
process 
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13.PROCEDURE IN CONDUCTING IN-HOUSE REVIEW 

 
 
            This procedure covers the conduct of institutional in-house review for completed and research 
proposals from the scheduling to evaluation and documentation of the activity and applies to all University 
campuses.  

 
Office or Division: Office of the University Research Services 
Classification: Complex 
Type of Transaction: G2G – Government to Government 
Who may avail: University Faculty and Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
NEUST-RSD-F010 Format for Completed Research Office of the Research Services Department 
NEUST-RSD-F011 Evaluation Form for Completed 
Research Office of the Research Services Department 

NEUST-RSD-F005 Research Proposal Format Office of the Research Services Department 
NEUST-RSD-F007 Evaluation Form for Research 
Proposal Office of the Research Services Department 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit accomplished 
Research Proposal or 
Completed Research 
Form to the 
College/Campus 
Research Unit Head. 

1.1. Review Research 
Proposal/Completed 
Research for 
completeness and 
endorse to University 
Research Technical 
Committee (URTC) 
for evaluation. 

NONE 1 hour 
College/Campus 

Research Unit Head 

2. Present Research 
Proposal/Completed 
Research during the In-
House Review. 

2.1. Conduct 
evaluation of 
Research 
Proposal/Completed 
Research. 

NONE 1 day URTC and Panel 
Members 

3. Revise Research 
Proposal/Completed 
Research based on 
evaluation results and 
resubmit to 
College/Campus 
Research Unit Head. 

3.1. File records and 
document results of 
In-House Review. 

NONE 10 minutes 

College/Campus 
Research Unit Head / 

DCC / Research 
Services Department 

 TOTAL NONE 1 Day, 1 Hour, 
and 10 Minutes 
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14.PROCEDURE IN EXTERNAL FUNDING 
 
 
This procedure covers the steps by which faculty members could apply for external fundings of their 
research activities.  

 
Office or Division: Office of the University Research Services 
Classification: Complex 
Type of Transaction: G2G – Government to Government 
Who may avail: University Faculty 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
NEUST-RSD-F005 Research Proposal Format / 
Form provided by the Funding Agency Funding Agency / University Personnel 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit Research 
Proposal to the Office of 
the University Research 
Services. 

1.1. Receive Research 
Proposal.  
1.2. Conduct 
evaluation of the 
Research Proposal. 

NONE 

2 minutes 
(receipt)  

1 day 
(evaluation) 

Researcher(s) / 
URTC 

2. Revise Research 
Proposal based on 
evaluation results and 
resubmit revised 
proposal. 

2.1. Receive revised 
proposal.  
2.2. Review and 
approve revised 
proposal.  
2.3. Forward 
approved proposal to 
the Office of the 
University President. 

NONE 

1 hour (receipt)  
1 day (review)  

1 hour 
(approval)  

1 hour 
(forwarding) 

URTC / Research 
Services 

Department / 
University President 

3. Await endorsement to 
Funding Agency. 

3.1. Endorse 
approved Research 
Proposal to the 
Funding Agency. 

NONE 
Included in 
forwarding 

process 
University President 

4. Await filing and 
documentation. 

4.1. File records of 
endorsed Research 
Proposal. 

NONE 5 minutes 
DCC / Research 

Services 
Department 

 TOTAL NONE 2 Days, 3 
Hours, and 7 

Minutes 
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15.PROCEDURE IN INTERNAL FUNDING 

 
 
This procedure covers the steps by which faculty members could apply for internal / institutional fundings 
of their research activities.  

 
Office or Division: Office of the University Research Services 
Classification: Complex 
Type of Transaction: G2G – Government to Government 
Who may avail: University Faculty and Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
NEUST-RSD-F005 Research Proposal Format Office of the Research Services Department 
NEUST-RSD-F016 Proponent’s Letter of Intent Office of the Research Services Department 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit Research 
Proposal to the 
College/Campus 
Research Unit Head. 

1.1. Review Research 
Proposal for 
completeness and 
compliance; endorse 
to University 
Research Technical 
Committee (URTC) if 
accepted. 

NONE 1 day 
College/Campus 

Research Unit Head 

2. Present Proposal during 
the In-House Review. 

2.1. Conduct 
evaluation of 
Research Proposal. 

NONE 1 day URTC and Panel 
Members 

3. Revise Research 
Proposal based on 
evaluation results and 
resubmit to the 
College/Campus 
Research Unit Head. 

3.1. Review revised 
proposal.  
3.2. If accepted, 
endorse to the 
University President 
for approval. 

NONE 2 days and 1 
hour 

College/Campus 
Research Unit Head / 

Research Services 
Department 

4. Await notification of 
approval. 

4.1. Notify researcher 
of approval or status 
of proposal. 

NONE 5 minutes 
Research Services 

Department 

5. Conduct approved 
research activity. 

5.1. File and 
document records 
related to internal 
funding. 

NONE 5 minutes 
DCC / Research 

Services Department 

 TOTAL NONE 3 Days, 2 
Hours, and 10 

Minutes 
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16.PROCEDURES IN REQUEST FOR REPAIR AND MAINTENANCE 
 

This service covers the processing, evaluation, scheduling, and coordination of repair and maintenance 
requests for campus facilities, equipment, and fixtures. Some repair and maintenance activities are 
coordinated with the Local Government Unit (LGU) for implementation. 

 
Office or Division: General Services Unit / Building Maintenance Unit 
Classification: Highly 
Type of Transaction: G2G – Government to Government 
Who may avail: Campus Personnel, Offices, Departments, and Units 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Job Order Request Form (2 original copies) Job Order Request Form (2 original copies) 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Accomplish and 
submit Job Order 
Request Form. 

1.1. Receive and 
review Job 
Order 
Request 
Form. 
 

1.2. Inspect and 
evaluate 
reported 
repair or 
maintenance 
requirement. 
 

1.3. Determine 
whether 
repair will be 
handled 
internally or 
coordinated 
with LGU. 
 

1.4. Endorse 
request to 
LGU if 
external 
repair is 
required. 

 
NONE 

 
 
 
 
 

NONE 
 
 
 
 
 
 
 
 
 

NONE 
 
 
 
 
 
 
 

NONE 

 
10 Minutes 

 
 
 
 
 

1 Day 
 
 
 
 
 
 
 
 
 

30 Minutes 
 
 
 
 
 
 
 

1 Day 

 
Maintenance 

Personnel 
Repair and 

Maintenance Office 
 

 
Maintenance 

Personnel 
Repair and 

Maintenance Office 
 
 
 
 
 

Maintenance 
Personnel 
Repair and 

Maintenance Office 
 
 
 

Maintenance 
Personnel 
Repair and 

Maintenance Office 
 
 

2. Allow access to repair 
area and wait for 
repair schedule. 

2.1. Coordinate 
repair 
schedule with 
LGU or 
internal 
maintenance 
personnel. 

 
 

NONE 
 
 
 
 

 
 

1 Day 
 
 
 
 

 
Maintenance 

Personnel 
Repair and 

Maintenance Office 
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2.2. Monitor repair 

and 
maintenance 
activity. 

 
 
 

NONE 

 
 
 

Depends on 
LGU repair 

timeline 

 
 
 

LGU Maintenance 
Personnel 

Engineering Office 
 

3. Confirm completion of 
repair. 

3.1. Inspect 
completed 
repair and 
close Job 
Order. 

 
 

NONE 

 
 

30 Minutes 

 
LGU Maintenance 

Personnel 
Engineering Office 

 
 

TOTAL NONE 

2 Days, 1 Hour, 
and 10 Minutes 

(Additional 
processing time 
depends on the 

procurement 
timeline of the 

Local 
Government 

Unit) 
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17.PROVISION / DELIVERY OF UNIVERSITY EXTENSION SERVICES 

 
One of the major functions of NEUST is to provide extension services to the target clienteles who are 
considered marginalized sector of society. The services maybe in the forms of training, technical 
assistance, consultancy /advisory services, technology demonstration, etc. Hence, interested parties may 
file a written request to the University  
for the provision/delivery of extension services. 

 
Office or Division: Extension Services Department under the Vice President for Research, Extension 

and Training (OVP-RET) 
Classification: Highly Technical 
Type of Transaction: G2C – Government to Citizens 

G2B – Government to Business (Social Enterprises) 
G2G – Government to Government 

Who may avail: Individuals; Religious Groups; NGOs; People’s Organizations (POs); 
Cooperatives; 
Local Government Units (LGUs); National Government Agencies (NGAs); 
Government-Owned and Controlled Corporations (GOCCs); Government 
Officials/Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter Request (1 copy) Requesting Entity 
Local Legislative Resolution (for LGUs) / Board 
Resolution (if applicable) 

Requesting Entity 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit Letter Request 
to the Office of the 
University President. 

1.1. Receive and 
record request. 
 
 
1.2. Act on request 
and forward to OVP-
RET. 

 
NONE 

 
 

NONE 

 
2 minutes 

 
 

10 minutes 

Assigned Personnel 
of the Day, Office of 

the President 
 

Assigned Personnel 
of the Day, Office of 

the President 

2. Await endorsement to 
concerned 
College/Department/Cam
pus. 

2.1. Endorse request 
to concerned 
College/Department/
Campus through RET 
Directors. 

NONE 1 hour 
OVP-RET / 

Concerned College 
or Campus Personnel 

3. Participate in project 
planning discussions (if 
required). 

3.1. Concerned Office 
prepares Project 
Proposal for review of 
OVP-RET. 
 
3.2. Forward Proposal 
for approval of the 
Office of the 
President. 
 

 
NONE 

 
 

 
 

NONE 

 
2 days 

 
 
 
 

2 hours 
 

Concerned RET 
Department 

 
 
 
 

Assigned Personnel 
of the Day, Office of 

the President 

4. Attend meeting (online 
or face-to-face) for project 
discussion and 
finalization. 

4.1. Discuss 
approved request and 
corresponding Project 
Proposal. 

NONE 2 hours 
RET Staff / Extension 
Head of concerned 
College or Campus 
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5. Participate in 
implementation of 
approved Extension 
Project. 

5.1. Notify proponent 
and assigned experts 
of schedule and 
scope.  
5.2. Conduct actual 
delivery of extension 
services (training, 
consultancy, 
technical assistance, 
etc.). 

Honoraria 
per 

approved 
Extension 
Manual (if 

applicable) 

Depends on 
approved 

Project Proposal 

RET Department / 
College / Campus 

6. Participate in 
monitoring activities (if 
applicable). 

6.1. Conduct site 
visits and/or online 
monitoring meetings. 

Travel 
expenses (if 
applicable) 

4 hours RET Department / 
College / Campus 

7. Participate in reporting 
and documentation. 

7.1. Prepare and 
submit 
accomplishment 
report to OVP-RET. 

NONE 2 hours 
Concerned RET 

Department / College 
/ Campus 

 

TOTAL 

None (for 
request 
processing) 
 
Honoraria 
and travel 
expenses 
may apply 
based on 
approved 
Extension 
Manual and 
Project 
Proposal 

7 Days, 2 
Hours, and 16 
Minutes 

 
(Excludes 
duration of 
actual project 
implementation, 
which depends 
on the approved 
project 
proposal.) 
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18.RECEIVING/ CHECKING IN OF LIBRARY MATERIALS 
 

This service covers the process for checking out library materials to ensure quality service to clients.  

 
Office or Division: Office of the Campus Library 
Classification: Simple 
Type of Transaction: G2G – Government to Government 

G2C – Government to Citizen (Students and Faculty) 
Who may avail: NEUST Faculty and Students and External Clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Library books, articles, and other borrowed 
materials Campus Library 

Library book card Campus Library 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1. Present borrowed 

library materials for 
return/check-in. 

 
1.1. Receive and 

verify 
condition and 
details of 
returned 
materials. 
 

1.2. Place the 
library book 
card to the 
returned 
books, if it is 
in good 
condition. 
 

1.3. Replace the 
book with 
new edition if 
book/s is/are 
missing and 
found in not 
so good 
condition. 

 

 
NONE 

 
 
 
 
 
 
 
 
 

NONE 
 
 
 
 
 

NONE 

 
5 minutes 

 
 
 
 
 
 
 
 

1 minute 
 
 
 
 
 
 

Time may vary 
depending on 
the borrower 

 
Library Staff 

Office of the Campus 
Library 

 
 
 

 
Library Staff 

Office of the Campus 
Library 

 
 
 
 
 
 

Library Staff 
Office of the Campus 

Library 

 
2. Receive the library 

card or buy new books 
in replacement to the 
misplaced or 
mishandled books. 

 
2.1. Return the 

library card to 
the owner if 
the book/s. 
 
 

2.2. If mishandled, 
wait for the 

 
 
 

NONE 
 
 
 
 

 
NONE 

 
 
 

1 minute 
 
 
 
 
 

 
 
 

Library Staff 
Office of the Campus 

Library 
 
 
 

Library Staff 
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book/s to be 
replaced. 

 
 
 
 
 
 
 

 
2.3. Deliver 

returned 
materials to 
the 
designated 
library section 
for shelving. 

 
 
 
 
 
 
 
 
 
 
 
 
 

NONE 

Processing time 
may vary 
depending on 
the borrower’s 
settlement of 
accountabilities 
prior to 
graduation or 
issuance of the 
Transcript of 
Records 
 
 
3 minutes 

Office of the Campus 
Library 

 
 
 
 
 
 
 
 
 
 
 

Library Staff 
Office of the Campus 

Library 

 

TOTAL NONE 

10 minutes (if 
approved upon 
initial 
evaluation) 

 
 

8 minutes 
(Additional time 

required if 
compliance or 

resubmission is 
necessary) 

 

 
 
 
 
 
 
 
 
 
 



 

  
254 

 
19.RECOGNIZING STUDENT PUBLICATIONS 

This service covers the evaluation and recognition of student publications in the campus. Recognition is 
granted to qualified student publications that comply with institutional policies and requirements set by the 
Office of Student Affairs. This applies to campus-based student publications. 

 

Office or Division: Office of Student Affairs – Student Publication Office 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 

G2G – Government to Government 
Who may avail: Campus student publications, student editors, and faculty advisers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Document Request Form (1 copy) Office of Student Affairs – Student Publication Office 
Certificate of Recognition request (if applicable) Office of Student Affairs 
Supporting recognition documents (1 copy) Student publication 

1. Request recognition 
form from the Office of 
Student Affairs – Student 
Publication Office (or via 
official online platform). 

1.1 Request 
recognition form 
from the Office of 
Student Affairs – 
Student 
Publication Office 
(or via official 
online platform). 

NONE 2 minutes 
Head, Student 

Publication, Office of 
Student Affairs 

2. Accomplish the 
Document Request Form 
and submit it with the 
complete recognition 
requirements. 

2.1. Accomplish the 
Document Request 
Form and submit it 
with the complete 
recognition 
requirements. 
 
2.2. Evaluate the 
completeness and 
compliance of 
requirements. 

 
 

2.3. If requirements 
are complete, prepare 
and issue the 
Certificate of 
Recognition (NEUST-
OSA-F004). 
 
2.4. If requirements 
are incomplete, 
inform the applicant 
of deficiencies and 
advise compliance. 

 
 
 

NONE 
 
 
 
 
 

NONE 
 
 
 
 
 
 
 

NONE 
 
 
 
 
 
 
 
 

NONE 

 
 
 

5 minutes 
 
 
 
 
 

2 minutes 
 
 
 
 
 
 
 

3 minutes 
 
 
 
 
 
 
 
 

2 minutes 

 
 

Head, Student 
Publication, Office of 

Student Affairs 
 
 
 

Head, Student 
Publication, Office of 

Student Affairs 
 
 
 
 
 

Head, Student 
Publication, Office of 

Student Affairs 
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Head, Student 
Publication, Office of 

Student Affairs 
3. Receive the Certificate 
of Recognition. 

3. Release the 
Certificate of 
Recognition to the 
applicant. 

  
3 minutes 

 
Head, Student 

Publication, Office of 
Student Affairs 

 
 

TOTAL NONE 

15 minutes (if 
approved) 

 
14 minutes (if 

form has 
error/s) 
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20.RECRUITMENT AND SELECTION OF PLAYERS 

 
 

This service covers procedures from the scouting/selecting players, up to the conduct of university-wide 
sports competition (U-Meet) as a venue for recruiting and selecting additional members of the NEUST 
varsity teams in all campuses. It also covers not only physical but also mental and intellectual aspects of 
every player through sports. 

 
Office or Division: Office of the Sports Development Center 
Classification: Complex 
Type of Transaction: G2C – Government to Citizen 
Who may avail: NEUST Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Player’s Information Sheet (1 copy) Sports Development Office 
Certificate of Participation in Provincial / Regional / 
National Meet (1 copy) Student-Athlete 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1. Present Certificate of 

Participation and 
accomplish Player’s 
Information Sheet at 
the Sports 
Development Office. 

1.1. Collect and 
evaluate 
submitted 
requirements. 

NONE 5 minutes 

Coaches and 
Trainers Concerned, 
Office of the Sports 

Development Center 

2. Participate in the try-
out (face-to-face, 
recorded video, or via 
online platform as 
applicable). 

2.1. Assess and 
select 
potential 
athletes 
needed by the 
team. 
 

2.2. Finalize and 
submit list of 
selected 
players 
(including 
new recruits) 
to the Sports 
Development 
Office. 
 

2.3. Endorse 
approved list 
of players to 
the Office of 
the Institute 
of Physical 
Education. 

 
NONE 

 
 
 
 

 
 

NONE 
 
 
 
 
 
 
 
 
 
 

 
 

NONE 
 
 
 
 

 
1 hour 

 
 
 
 
 

 
1 day 

 
 
 
 
 
 
 
 
 
 
 
 

1 day 
 
 
 
 

Coaches and 
Trainers Concerned 
Office of the Sports 

Development Center 
 

 
 

Coaches and 
Trainers Concerned 
Office of the Sports 

Development Center 
 
 
 
 
 
 
 
 

 
Sports Director, 

Office of the Institute 
of Physical Education 

Office of the Sports 
Development Center 
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3. Sign confirmation 
sheet of membership 

3.1. File and 
document 
final roster of 
varsity 
players. 

NONE 1 day 

Coaches and 
Trainers Concerned 
Office of the Sports 

Development Center 
 

 
TOTAL NONE 

3 Days, 1 Hour, 
and 5 Minutes 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  

 
 
21.RENEWAL OF REGISTRATION OF STUDENT ORGANIZATIONS   

 
This service covers the process of renewal of recognition and registration of Non-Political Student 
Organizations of NEUST. 
 

 
Office or Division: Office of Student Organizations, Activities and Development (OSOAD) 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: NEUST Students (Non-Political Student Organizations) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter of Intent for Recognition (3 copies) – NEUST-
OSA-F026 Applicant Organization 

Letter of Acceptance of Adviser (3 copies) – 
NEUST-OSA-F027 Applicant Organization 

List of Officers and Members (3 copies) – NEUST-
OSA-F028 (minimum of 30 members with names, 
courses, year level, and signatures) 

Applicant Organization 

Proposed Activities for the School Year (3 copies) – 
NEUST-OSA-F029 

Applicant Organization 

Constitution and By-Laws Applicant Organization 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit complete 
renewal documents to the 
Head of OSOAD. 

1.Evaluate submitted 
documents for 
completeness and 
compliance. 

NONE 5 minutes 

Head, Office of 
Student 

Organizations, 
Activities and 
Development 

(OSOAD) 
2. Submit Constitution 
and By-Laws (if revised) to 
the Committee on Student 
Organizations and 
Activities (CSOA). 

2.Review and approve 
Constitution and By-
Laws. 

NONE Depends on 
review process 

Committee on 
Student 

Organizations and 
Activities (CSOA) 

3. Await approval and 
issuance of renewed 
Certificate of Recognition. 

3.Issue renewed 
Certificate of 
Recognition with 
Registration Number 
during recognition 
ceremony. 

NONE 
Depends on 

approval 
process 

Head, OSOAD / 
Dean, Office of 
Student Affairs 

 TOTAL NONE Depends on the 
evaluation and 

approval 
process 
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22.REQUEST TO ATTEND TRAINING/SEMINAR/CONFERENCE 
 

This service covers the Standardized and uniform procedures of On the–Job–Training (OJT) and Career 
Development Office, applicable to all Program Heads/OJT Coordinators of different colleges and campuses of 
this university. 

 
Office or Division: Learning and Development Unit 
Classification: Simple 
Type of Transaction: G2G – Government to Government 
Who may avail: University Personnel 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Training / Seminar / Conference Request Form (1 
copy) Learning and Development Unit 

Invitation Letter (1 copy) Training / Seminar / Conference Organizer 
Training Evaluation Form Learning and Development Unit 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the invitation 
letter to the Learning 
and Development 
Unit. 

1.1. Verify and 
check the 
invitation 
letter. 
 
 

1.2. Provide the 
Training / 
Seminar / 
Conference 
Request 
Form. 

 
NONE 

 
 
 
 

NONE 

 
3 minutes 

 
 
 
 

2 minutes 
 

Admin Secretary, 
Office of the 

College 
Administrator 

 
 
 

Admin Secretary, 
Office of the 

College 
Administrator 

 
2. Accomplish and 

submit the request 
form with the 
invitation letter. 

 
2.1. Review and 

prepare the 
request and 
forward to the 
authorized 
signatories for 
approval. 
 

2.2. Instruct the 
client to fill-
out travel 
order form 
and secure 
travel order 
number and 
signature/s 
from 
signatory/ies. 

 
 

NONE 
 
 
 
 
 
 
 
 
 
 

NONE 
 
 
 
 
 

 
 

5 minutes 
 
 
 
 
  
 
 
 
 
 

15 minutes 

 
 

Admin Secretary, 
Office of the 

College 
Administrator 

 
 
 
 

 
 
 

Admin Secretary, 
Office of the 

College 
Administrator 

  NONE 5 minutes Admin Secretary, 
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3. Fill out and submit the 
accomplished Travel 
Order. 

3.1. Receive and 
record the 
submitted 
Travel Order 
form. 

Office of the 
College 

Administrator 

 
4. Attend the 

seminar/training and 
secure certificate and 
certificate of 
appearance. 

 
4.1. Photocopy 

the certificate 
for filing in 
201 files. 

NONE 

1 day (days may 
vary depending 
on the date/s of 

the training) 

Admin Secretary, 
Office of the 

College 
Administrator 

 TOTAL NONE 1 day and 30 
minutes 

 
(days may vary 
depending on 
the date/s of 
the training) 
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23.SUBJECT TAGGING / STUDENT LIST 

This service covers the encoding, verification, and issuance of subject tagging and student list requested 
by faculty members. 

Office or Division: Management Information System (MIS) Office 
Classification: Simple 
Type of Transaction: G2G – Government to Government 
Who may avail: University Faculty 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Subject Tagging and Student List Request Form (1 
copy) University Faculty 

Faculty Profiling Form (1 copy) – for newly hired 
faculty only 

University Faculty 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
accomplished Faculty 
Profiling Form (for newly 
hired faculty only) and 
Subject Tagging and 
Student List Request 
Form to the MIS Office. 

 
1.1 Receive and 

check the 
submitted forms. 
 
 

1.2 Encode the 
faculty and 
subject data in 
the system. 

 
 
1.3 Verify the tagged 

subjects to avoid 
conflict in 
schedule. 

 

 
NONE 

 
 
 
 
 

NONE 
 
 
 
 
 

NONE 

 
3 minutes 

 
 
 
 
 

5 minutes 
 
 
 
 
 

5 minutes 

 
Campus assigned 

MIS Staff 
Management 

Information System 
Office 

 
Campus assigned 

MIS Staff 
Management 

Information System 
Office 

 
Campus assigned 

MIS Staff 
Management 

Information System 
Office 

 

2. Receive the printed or 
soft copy of the subject 
tagging and student list. 

 
1.1 Print or save the 

subject tagging 
and student list 
and release to the 
requesting 
faculty. 

 
 

NONE 

 
 

2 minutes 

Campus assigned 
MIS Staff 

Management 
Information System 

Office 

 TOTAL NONE 15 minutes  
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24.TRAINING SERVICES – PREPARATORY PHASE 
 

This service covers the processing of training requests from receipt of the request letter up to the preparation, 
evaluation, approval, and signing of the Memorandum of Agreement (MOA) between the campus and the 
requesting party. 

 
Office or Division: Training Services Department 
Classification: Complex 
Type of Transaction: G2G – Government to Government 
Who may avail: University Faculty 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Request Letter (1 copy) Requesting Office 
Training Design (1 copy) Campus Training Services Department 
Memorandum of Agreement (MOA) (1 copy) Campus Training Services Department 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit request letter 
to the Campus 
Training Services 
Department. 

 
1.1. Receive and 

record 
request. 
 
 

1.2. Review 
availability 
and feasibility 
of requested 
training. 
 

1.3. Notify 
requesting 
party of 
evaluation 
result. 

 

 
 

NONE 
 
 
 

NONE 
 
 
 
 
 
 

NONE 

 
 

2 minutes 
 
 
 

30 minutes 
 
 
 
 
 
 

10 Minutes 

 
 

2. Coordinate with 
Training Services for 
training design 
requirements. 

 
1.1 Prepare Training 

Design 
 

1.2 Evaluate and 
finalize Training 
Design. 

 

NONE 

 
 

2 hours 
 
 

1 hour 

 

3. Review and approve 
MOA. 

 
1.1. Prepare and 

forward MOA 
for approval 
and signature. 
 

1.2. Secure 
signatures of 

 
 

NONE 
 
 
 
 
 

 
 

30 Minutes 
 
 
 
 
 

 
Assigned 

Personnel, 
Training Services 

Department 
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authorized 
officials. 

 
 

NONE 

 
 

30 Minutes 

 
 
 
 

4. Receive copy of 
signed MOA. 

1.1. File records 
and close 
transaction. 

NONE 10 minutes 

Assigned 
Personnel, 

Training Services 
Department 

 TOTAL NONE 3 Hours and 16 
Minutes 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  

 
 
25. UPDATING MONTHLY STATISTICS 
 

This service covers the monthly statistics of the library. 

 
Office or Division: Office of the Campus Library 
Classification: Simple 
Type of Transaction: G2G – Government to Government 

G2C – Government to Citizen (Students and Faculty) 
Who may avail: NEUST Faculty and Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Library Logbook / Log Sheet (1 copy) University Library 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Log-in using the 
Student / Faculty / 
Staff Library Log Sheet 
before entering the 
library. 

 
1.1. Assist library 

clients in 
properly 
accomplishin
g the log 
sheet. 
 

1.2. Collect daily 
statistics for 
tabulation. 
 

1.3. Consolidate 
and prepare 
monthly 
statistics 
report. 
 

1.4. Interpret and 
finalize 
monthly 
statistics for 
reporting 
purposes. 
 

1.5. Submit 
Monthly 
Statistics 
Report to the 
Office of the 
University 
Librarian. 

 
NONE 

 
 
 
 
 
 
 

NONE 
 
 
 
 
 

NONE 
 
 
 
 
 
 

NONE 
 
 
 
 
 
 
 

NONE 
 
 

 
2 minutes 

 
 
 
 
 
 
 

5 minutes 
 
 
 
 
 

2 minutes 
 
 
 
 
 
 

5 minutes 
 
 
 
 
 
 
 

5 minutes 

Library Staff 
Office of the 

Campus Library 
 
 
 

 
 

Library Staff 
Office of the 

Campus Library 
 
 
 

Librarian / Library 
Staff 

Office of the 
Campus Library 

 
 
 

 
Librarian / Library 

Staff 
Office of the 

Campus Library 
 
 
 

Librarian / Library 
Staff 

Office of the 
Campus Library 

 TOTAL NONE 19 minutes  
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BUSINESS PERMIT AND LICENSING OFFICE 

 
External Services  
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1. ISSUANCE OF CERTIFICATE OF NO BUSINESS 

This service covers the issuance of a Certificate of No Business to individuals requesting certification that they 
have no registered business within the municipality, which may be required for employment, loan 
applications, or other official purposes. 

  
Office or Division:  Business Permit and Licensing Division  

Classification:  Simple   

Type of Transaction:  G2C- Government to Client  

Who may avail:  Individuals requesting certification that they have no registered business within the 
municipality. 

CHECKLIST OF REQUIREMENTS   WHERE TO SECURE  

Letter of Request or accomplished request 
form 

 Client/BPLO  

Valid Identification Card (1 photocopy) Client  

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO BE PAID  PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit request and 
required documents. 

 
1.1 Receive the 
request and 
supporting 
documents. 

1.2 Verify records 
to confirm that 
the applicant has 
no registered 
business. 

 

NONE 
 
 
 

 
 

 
 
NONE 

2 Minutes 
 
 
 
 
 
 
 
 
5 Minutes 

 

Administrative 
Aide III – BPLO 

 
 
 
 
 
 
 

Licensing Officer 
I– BPLO 

 

2. Pay the certification 
fee 

2.1 Assess the 
certification fee. 
 
2.2 Receive 
payment and 
issue Official 
Receipt. 

 

NONE 
 
 
 

     PHP 50.00 

2 Minutes 
 
 
 
 
5 Minutes 

 

Licensing Officer 
I– BPLO 

 
 

Cashier I– 
Municipal 

Treasurer’s 
Office 

 
3. Claim the Certificate 

of No Business. 
3.1 Prepare the 
Certificate of No 
Business. 
 

NONE 
 
 
 

5 Minutes  
 
 
 

 

Administrative 
Aide III – BPLO 
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3.2 Review and 
sign the 
certificate. 
 
3.3 Release the 
certificate to the 
client. 

 

 
 
NONE 
 
 
 
NONE 

 
 
5 Minutes 
 
 

 

2 Minutes  
 

 
 

Licensing Officer 
III– BPLO 

 
 

Administrative 
Aide III – BPLO 

 
 TOTAL  26 minutes  
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2.ISSUANCE OF CERTIFIED TRUE COPY OF BUSINESS PERMIT 
 
This service covers the issuance of a certified true copy of a previously issued Business Permit upon 
request of the business owner or authorized representative for official or legal purposes. 
  
Office or Division:  Business Permit and Licensing Division 
Classification:  Simple  
Type of Transaction:  G2C- Government to Client 
Who may avail:  Business owners or their duly authorized representatives requesting a certified 

true copy of their issued Business Permit. 
CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Letter of Request or accomplished request 
form Client / BPLO 

Valid Identification Card (1 photocopy) Client 

Authorization Letter (if representative) (1 
original) Client 

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO 
BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit request 
and required 
documents. 

1.1 Receive the 
request and 
supporting 
documents. 
 
1.2 Verify the 
business permit 
record in the BPLO 
database/files 

NONE  2 Minutes  
 
 
 
 
 

5 Minutes 

Administrative Aide 
III – BPLO 

 
 
 
 

Licensing Officer  
I – BPLO 

2. Pay the required 
certification fee. 

2.1 Assess the 
certification fee. 
 
 
 
2.2 Receive 
payment and issue 
Official Receipt. 

     NONE 
 
 
 
 
PHP 75.00 

 

2 Minutes 
 
 
 
 

5 Minutes 

Licensing Officer III – 
BPLO 

 
 

 
Cashier I – 

Municipal Treasurer’s 
Office 

3. Claim the Certified 
True Copy of Business 
Permit. 

3.1 Prepare and 
certify the copy of 
the Business Permit. 
 
 
3.2 Release the 
Certified True Copy 
of Business Permit. 

 
NONE 

 
 
 

 
NONE 

 
5 minutes 

 
 
 

 
2 Minutes 

 
Licensing Officer  

III – BPLO 
 
 
 
Administrative Aide III 
– BPLO 
 

 TOTAL  23 minutes  
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3.ISSUANCE OF NEW BUSINESS PERMIT 

This service covers the processing and issuance of a Business Permit to new business establishments prior to 
the start of their operations within the municipality, in compliance with existing local ordinances and regulatory 
requirements. 
 
Office or Division:  Business Permit and Licensing Division 

Classification:  Simple  
Type of Transaction:  G2C-Government to Citizen 

G2B-Government to Business 
Who may avail:  All individuals, partnerships, corporations, and other business entities 

intending to establish and operate a new business within the 
municipality. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Duly accomplished Business Permit 

Application Form 
 

BPLO  

2. DTI Business Name Registration (for sole 
proprietorship) (1 original & 2 photocopies) 
 

DTI   

3. SEC Registration, Articles of Incorporation 
and By-Laws(for corporation/partnership) (1 
original & 2 photocopies) 

SEC 

4. Barangay Clearance BPLO (integrated in the system) 

5. Community Tax Certificate (Cedula) Municipal Treasurer’s Office 

6. Contract of Lease / Proof of Ownership of 
Business Location Lessor / Owner 

7.Zoning/Locational Clearance (1 photocopy) MPDC 

7. Building Permit/Occupancy Permit ( 1 
photocopy) 
 

Municipal Engineering Office 

8. Fire Safety Inspection Certificate ( 1 photocopy) 
 Bureau of Fire Protection 

9. Sanitary Permit / Health Certificate (1 
photocopy) 

Municipal Health Office 

10. Other regulatory clearances as may be 
required 

 

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO BE PAID PROCESSI
NG 
TIME  

PERSON  
RESPONSIBLE  
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1. Submit accomplished 
application form and 
required documents.  

1.1 Receive the 
application and 
supporting 
documents.          
1.2 Review and 
evaluate the 
submitted 
requirements. 

NONE  

            NONE 

3 Minutes  

5 
Minutes 

Administrative 
Aide III – BPLO 

 
 

Licensing Officer I 
– BPLO 

2. Pay the assessed 
business taxes and fees. 

2.1 Assess the 
applicable 
business taxes 
and fees. 
 
 
 
 
2.2 Receive 
payment and 
issue Official 
Receipt. 

Mayor’s Permit Fee- Based on Asset Size  
     PHP 1,000.00  (0 – 499,999.99) 
     PHP  2,000.00  (500,000.00-999,999.99) 
     PHP 3,000.00  (1,000,000.00-4,999,999.99) 
     PHP 5,000.00 
              (5,000,000.00-1,000,000,000.000) 

Garbage  Fee  - PHP 300.00 
Health cert.  Fee - No. of Employees x 
PHP 50.00        
Sanitary Fee -  Bus. Area per square 
meter 
            125.00  (0-24) 
            200.00  (25-49) 
            250.00  (50-99) 
            300.00  (100-199) 
            350.00  (200-499) 
            400.00  (500-999) 
            450.00 (1000 and above) 
Bus. Plate  -  300.00 
Inspection Fee - 150.00 
Occupational Permit Fee - No. of 
Employees x PHP 100.00 

Barangay Business Clearance – based on 
Capital 
          PHP 200.00  (0-30,000.00) 
          PHP 300.00  (30,000.01-100,000.00) 
          PHP 500.00  (100,001.00-500,000.00) 
   PHP 1,000.00  (500,001.00-1,000,000.00) 
   PHP 1,500.00  (1,000,001.00-3,000,000.00) 
   PHP 2,000.00  (3,000,001.00-15,000,000.00) 
   PHP 2,500.00  (15,000,001.00-
100,000,000.00) 

PHP 3,000.00  (100,000,001.00 and above) 
 
 

 

15 minutes 
 
 
 
 

 
 

 
 

5 
Minutes 

Licensing 
Officer III – 

BPLO 
 
 
 

 
 
Cashier I – 
Municipal 
Treasurer’s 
Office 

 3.1 Prepare and 
process the 
Business Permit. 
 
3.2 Review and 
recommend 
approval. 
 
3.3 Approve and 
sign the Business 
Permit. 

 

NONE 
 
 
 

 
NONE 

 
 

 
NONE 

 
 
 

 

10 Minutes 
 
 

 
5 Minutes 

 
 
 
 

10 Minutes 
 
 

 
 

 

Administrative 
Aide III – BPLO 
 
 

Licensing 
Officer III – 
BPLO 

 
Municipal Mayor 
– Office of the 
Mayor 

3. Claim the approved 
Business Permit. 

Release the 
approved 
Business Permit. 

NONE 5 Minutes Administrative 
Aide III – BPLO 

 TOTAL Mayor’s Permit Fee- Based on Asset Size  
     PHP 1,000.00  (0 – 499,999.99) 
     PHP  2,000.00  (500,000.00-999,999.99) 
     PHP 3,000.00  (1,000,000.00-4,999,999.99) 
     PHP 5,000.00 
              (5,000,000.00-1,000,000,000.000) 

Garbage  Fee  - PHP 300.00 

58 minutes  



 

  

271 

Health cert.  Fee - No. of Employees x 
PHP 50.00        
Sanitary Fee -  Bus. Area per square 
meter 
            125.00  (0-24) 
            200.00  (25-49) 
            250.00  (50-99) 
            300.00  (100-199) 
            350.00  (200-499) 
            400.00  (500-999) 
            450.00 (1000 and above) 
Bus. Plate  -  300.00 
Inspection Fee - 150.00 
Occupational Permit Fee - No. of 
Employees x PHP 100.00 

Barangay Business Clearance – based on 
Capital 
          PHP 200.00  (0-30,000.00) 
          PHP 300.00  (30,000.01-100,000.00) 
          PHP 500.00  (100,001.00-500,000.00) 
   PHP 1,000.00  (500,001.00-1,000,000.00) 
   PHP 1,500.00  (1,000,001.00-3,000,000.00) 
   PHP 2,000.00  (3,000,001.00-15,000,000.00) 
   PHP 2,500.00  (15,000,001.00-
100,000,000.00) 

PHP 3,000.00  (100,000,001.00 and above) 
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4.ISSUANCE OF OCCUPATIONAL PERMIT  

This service covers the processing and issuance of an Occupational Permit to individuals working in 
business establishments within the municipality to ensure compliance with health, sanitation, and local 
regulatory requirements. 

Office or Division:  Business Permit and Licensing Division  
Classification:  Simple  
Type of Transaction:  G2C- Government to Client 
Who may avail:  All individuals who intend to work or are employed in business establishments 

within the municipality. 
CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Duly accomplished Occupational Permit 
Application Form 

BPLO 

Barangay Clearance (1 original & 1 
photocopy) 

Barangay Hall 

Health Certificate / Medical Certificate Municipal Health Office 

Valid Identification Card (1 photocopy) Client 

 1x1 ID Picture (2 pcs) Client 

Community Tax Certificate (Cedula) (1 
photocopy) 

Municipal Treasurers Office 

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit 
accomplished 
application form and 
required documents. 

1.1 Receive 
the 
application 
form and 
supporting 
documents. 
 

1.2 Review 
and evaluate 
the 
submitted 
documents. 

 

NONE 

 
 
 

NONE 
 

3 Minutes 

 
 
 

5 Minutes 
 

Administrative 
Aide III – BPLO 

 

Licensing 
Officer I – 
BPLO 

 

2. Pay the assessed 
occupational permit 
fee.  

2.1 Assess 
the 
applicable 
occupational 
permit fee. 
 

2.2 Receive 
payment and 
issue Official 
Receipt. 

 

NONE 
 
 
 
 
 
 
PHP 
100.00 

3 Minutes 

 
 
 

 
 
 
5 Minutes 

  

Licensing 
Officer I – 
BPLO 

 

 
 
Cashier I – 
Municipal 
Treasurer’s 
Office 
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3. Claim the 
Occupational Permit. 

3.1 Prepare 
and process 
the 
Occupational 
Permit. 

3.2 Review 
and approve 
the 
Occupational 
Permit. 

3.3 Release 
the 
Occupational 
Permit. 

  

NONE 

 
 
 

 
NONE 

 
 
 
 
 

NONE 
 

5 Minutes 

 
 
 

 
      5 Minutes 

 
 
 
 
 

2 Minutes 
 

Administrative 
Aide III – BPLO 
 

 
Licensing 
Officer III – 
BPLO 
 
 

Administrative 
Aide III – BPLO 

 

 TOTAL NONE 28 Minutes  
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5.RENEWAL OF BUSINESS PERMIT 
 

This service covers the processing and renewal of Business Permits for existing business establishments 
operating within the municipality to ensure their continued compliance with local ordinances and regulatory 
requirements. 
  

Office or Division:  Business Permit and Licensing Division (BPLD) 
Classification:  Simple  
Type of Transaction:  G2B- Government to Business 

Who may avail:  All registered business establishments operating within the municipality whose 
permits are due for renewal. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly accomplished Business Permit Renewal Form BPLO 
Previous Year Business Permit (1 photocopy) Client 

Financial Statement / Statement of Gross Sales for 
the preceding year (1 photocopy) 

Client / Business Establishment 

Income Tax Return (ITR) or any proof of sales for the 
preceding year (e.g., Sales Summary, Audited 
Financial Statement, or BIR documents) (1 
photocopy) 

Bureau of Internal Revenue / Client 

Community Tax Certificate (Cedula) (1 photocopy) Municipal Treasurer’s Office 

Barangay Clearance Integrated in the BPLO System 

Fire Safety Inspection Certificate (1 photocopy) Bureau of Fire Protection 

CLIENT STEPS  AGENCY ACTIONS  FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit accomplished 
renewal form and 
required documents. 

1.1 Receive the 
renewal application 
and supporting 
documents. 

1.2 Review and evaluate 
the submitted 
documents.  

NONE  

  

NONE 

3 Minutes  

         5 Minutes 

Administrative 
Aide III – BPLO 

 
 
 

Licensing 
Officer I – 
BPLO 

2. Pay the assessed 
business taxes and fees. 

2.1 Assess the 
applicable business 
taxes, fees, and 
penalties (if any). 
 
2.2 Receive payment 
and issue Official 
Receipt. 

Business Tax  - Based on 
Gross Sales 
Mayor’s Permit Fee- Based 
on Asset Size  
        1,000.00  (0 – 
499,999.99) 
        2,000.00  (500,000.00-
999,999.99) 
        3,000.00  
(1,000,000.00-
4,999,999.99) 

15 minutes 
 
 
 
 
 

 
 

Licensing 
Officer III – 

BPLO 
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        5,000.00  
(5,000,000.00-
1,000,000,000.000) 
Garbage  Fee  - 300.00 
Health cert.  Fee - No. of 
Employees * P 50.00        
Sanitary Fee -  Bus. Area per 
square meter 

            125.00  (0-24) 
            200.00  (25-
49) 
            250.00  (50-
99) 
            300.00  (100-
199) 
            350.00  (200-
499) 
            400.00  (500-
999) 
            450.00  
(1000 and above) 
Bus. Sticker  -  75.00 
Inspection Fee - 
150.00 
Occupational Permit 
Fee - No. of 
Employees * P 
100.00 

Barangay Business 
Clearance – based on 
Capital 
          200.00  (0-30,000.00) 
          300.00  (30,000.01-
100,000.00) 
          500.00  (100,001.00-
500,000.00) 

       1,000.00  (500,001.00-
1,000,000.00) 
       1,500.00  (1,000,001.00-
3,000,000.00) 
       2,000.00  (3,000,001.00-
15,000,000.00) 
       2,500.00  
(15,000,001.00-
100,000,000.00)       
       3,000.00  
(100,000,001.00 and above) 

 
        5 Minutes 

 
 
Cashier I – 
Municipal 
Treasurer’s 
Office 

3. Claim the renewed 
Business Permit. 

3.1 Prepare and print 
the renewed Business 
Permit. 
 
3.2 Review and 
recommend approval. 
 
3.3 Approve and sign 
the renewed Business 
Permit. 
 
3.4 Release the 
renewed Business 
Permit. 

NONE 
 

 
 

 NONE 
 
 
 
 

NONE 
       

 
 NONE 

10 Minutes 
 
 
 

5 Minutes 
 
 
 
 

10 Minutes 
 
 
 
 
 

5 Minutes 

Administrative 
Aide III (BPLO) 

 
Licensing 
Officer III 
(BPLO) 

 
 
 

Municipal 
Mayor – Office 

of the Mayor 
 
 
 

Administrative 
Aide III – 

BPLO 
 TOTAL NONE 58 minutes  
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6.TERMINATION / RETIREMENT OF BUSINESS 

This service covers the processing of application for the termination or retirement of a business, including 
verification of records and settlement of all outstanding obligations to the municipality prior to closure. 

 
Office or Division:  Business Permit and Licensing  Division 

Classification:  Simple   

Type of Transaction:  G2B-Government to Business  

Who may avail:  All business owners who intend to cease or discontinue their business operations 
within the municipality. 

CHECKLIST OF REQUIREMENTS   WHERE TO SECURE  

Duly accomplished Application for 
Business Retirement (1 original) 

BPLO Office  

Original Business Permit (1 original, 1 
photocopy) 

Client  

Valid Identification Card (1 photocopy) Client  

Barangay Clearance (for closure) (1 
original, 1 photocopy) 

Barangay Hall  

Latest Official Receipts / Proof of Payment 
(1 photocopy) 

Client  

Authorization Letter (if representative) (1 
original) 

Client  

Income Tax Return (ITR) or any proof of 
gross sales for the current year (e.g., 
Financial Statement, Sales Summary, or 
BIR documents) (1 photocopy) 

Bureau of 
Internal 
Revenue (BIR) / 
Client 

 

   

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit duly 
accomplished 
application form 
and complete 
requirements. 

1.1 Receive 
and 
conduct 
preliminary 
assessment 
of 
submitted 
application 
and 
supporting 
documents.  
1.2 Review 
and verify 

NONE 
 
 
 
 
 
 
 
 
NONE 
 
 
 

5 minutes 
 
 
 
 
 
 
 
 
10 Minutes 
 
 
 

Administrative Aide 
III – Admin Office 

 
 
 

Licensing Officer II – 
BPLO 
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business 
records and 
outstanding 
obligations. 

 
 

 
 

2. Settle any 
outstanding obligations 
(if any). 

2.1 Assess 
unpaid 
taxes, fees, 
and 
penalties (if 
applicable).  
 
2.2 Accept 
payment 
and issue 
Official 
Receipt. 

       NONE 
 
 
 

 
 
 
Unpaid 
Taxes (if 
applicable) 
+ 

P 100.00 

5 minutes  
 
 
 
 
 
 
5 minutes 

Licensing Officer I– 
BPLO;  
 
 
 
 
Cashier I – Municipal 
Treasurer’s Office 
(MTO) 

3. Claim the Certificate 
of Business 
Retirement. 

3.1 Prepare 
and 
process the 
Certificate 
of Business 
Retirement.  
3.2 Review, 
approve, 
and sign the 
certificate.  
3.3 Release 
the 
approved 
certificate 
to the 
client. 

 
 
NONE 

 
 
 
NONE 

 
 
 

 
NONE 

5 minutes 
 
 
 

      5 minutes 
 
 
 
 
 
5 minutes 

Administrative Aide 
III – BPLO;  

 
 
 
Licensing Officer III– 
BPLO;  

 
 

 
Administrative Aide 
III – BPLO;  

 
 
 
 

 TOTAL  40 minutes  
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PUBLIC EMPLOYMENT SERVICES OFFICE 
 

External Services  
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1. EMPLOYMENT FACILITATION FOR NEW APPLICANT 

The employment facilitation program provides services to residents of General Tinio with employment 
opportunities through job matching referrals. 
 
Office or Division:  Public Employment Service Office 

Classification:  Simple  
Type of Transaction:  G2C- Government to Citizens 
Who may avail:  Residents of General Tinio 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

RESUME/BIO DATE Applicant  

NSRP Form 1 (JOBSEEKERS) Public Employment Service Office 

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO BE 
PAID 

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit resume and 
secure PESO/NSRP 
Form 1 

1.1 Check resume 
and provide 

1.2 Request the 
client to sign the 
attendance sheet 

None  

None 

4 Minutes  

2 Minutes PESO Staff 

2. Fill out the 
PESO/NSRP Form 1 
and submit 

2.1 Receive, verify 
and encode the 
filled out NSRP 
Form 
 
2.2 Job matching 
and referral 

None 
 
 
 
 
 

None 

5 minutes 
 
 
 
 
 

5 Minutes 

PESO Staff 
 
 
 
 
 

PESO Manager 
     

 3. Secure referral form 3.1 Issuance of 
referral form 

None 
 

3 Minutes PESO Manager 

 TOTAL NONE 19 minutes  
 
  
 
 
 
 
 
 
 
 
 



 

  

 
 
 
 
2.EMPLOYMENT FACILITATION FOR OLD APPLICANT 

The employment facilitation program provides services to residents of General Tinio with employment 
opportunities through job matching referrals. 
 
Office or Division:  Public Employment Service Office 

Classification:  Simple  
Type of Transaction:  G2C- Government to Citizens 
Who may avail:  Residents of General Tinio 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

RESUME/BIO DATE Applicant  

NSRP Form 1 (JOBSEEKERS) Public Employment Service Office 

 
CLIENT STEPS  AGENCY 

ACTIONS  
FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

 

1. Submit resume 
and secure 
PESO/NSRP 
Form 1 

1.1 Request the 
client to sign the 
attendance 
sheet/NSRP FORM 1 

1.2 Update and 
validate applicant’s 
record 

1.3 Job Matching and 
referral  

None 

 

None 

None 

5 Minutes  

 

3 Minutes 

5 Minutes 

 
 
 
 
 
 
 
 

PESO Staff 
(PESO) 

2. Secure referral form 2.1 Issuance of 
referral form 

None 3 minutes PESO Manager 
(PESO) 

 TOTAL NONE 16 minutes  
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3. EMPLOYER’S ACCREDITATION 
 
The employer’s accreditation program conducts certification of employers or companies that offer 
job and training opportunities 
  
Office or Division:  Public Employment Service Office 
Classification:  Complex  
Type of Transaction:  G2B -Government to Business  
Who may avail:  Direct Companies and Manpower Agencies Local and Abroad. 

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  
Business Permit Business Permit and Licensing Department 
BIR Certificate Bureau of Internal Revenue 

SEC/DTI Registration Securities and Exchange commission/Department of 
Trade and Industry 

Company Profile Applicant 
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) Applicants 
PhilJobnet Registration Philjobnet.com 
Certificate of no Pending Cases DOLE – Nueva Ecija Provincial Field Office 
Letter of Intent addressed to PESO Head Applicant 

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO 
BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit complete 
requirements 

1.1 receive and 
check the 
documentary 
requirements 
 
1.2 Evaluation and 
verification of 
application 
 
1.3 Approval of 
accreditation 
 
1.4 Issuance of 
certificate of 
accreditation 

None  
 
 
 
 
 
 

None 
 
 
 

None 
 
 

None 

10 Minutes  
 
 
 
 
 
 

2 hours 
 
 
 
10 minutes 
 
 
3 minutes 

PESO Staff 
 
 
 

 
 
 
PESO Staff 
 
 
 
PESO manager 
 
PESO Manager 

 
TOTAL NONE 

2 Hours & 22 
Minutes 
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        4.MIGRATION RESOURCE CENTER HELP DESK  

The Migration Resource Help Desk (OFW Help desk/Migrant Desk Office) provides information on relevant 
programs for the migrant sector and facilities intake, assessment, psycho-social first aid, and referral 
services for overseas Filipino workers (OFW) and their families to local and national programs 

Office or Division:  Public Employment Service Office  
Classification:  Simple  
Type of 
Transaction:  

G2C -Government to Citizens 

Who may avail:    Residents of General Tinio 
CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Barangay Cert/ID  Barangay Hall 

OFW Profiling Form Migrant Desk Office/OFW Help Desk 

Passport Information Page and arrival stamp Department of Foreign Affairs 

Medical Abstract (if needed) OFW Attending physician and hospital 

 For relatives of OFW (i.e Birth Cert, Marriage 
Cert, etc.) 

PSA or Municipal Local Registry 

CLIENT STEPS  AGENCY ACTIONS  FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

A. NEW CLIENTS 
 
1. Fill out OFW 
Profiling Form 

1.1 Conduct intake and 
assessment of client’s 
needs. 
 

1.2 Provision of 
necessary 
information and/or 
psychological first 
aid for distressed 
clients 

 

None 

 
 
 

 
 

None 
 

10 Minutes 

 
 
 
 

10 Minutes 
 

MDO/OFW Help 
Desk Focal 

 
 
 

MDO/OFW Help 
Desk Focal 

 
 

2. Clients must 
submit necessary 
requirements 

2.1 Review and 
check 
submitted 
documents 

2.2 Refer the clients to 
appropriate agencies as 
needed (DMW/OWWA) 

 

None 
 
 
  

 
None 
 

 

  

10 Minutes 

 
 
 

 
 
 
10 Minutes 

  

MDO/OFW Help 
Desk Focal 

 

 
 

MDO/OFW Help 
Desk Focal 

 
 

 TOTAL  40 Minutes  
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5.ISSUANCE OF CERTIFICATE OF UNEMPLOYMENT 

A certifying for an unemployed person who is actively searching for employment or to certify the head of the 
family for the purpose of tuition fee deduction or student’s scholarship grants, hospital assistance and Public 
Attorney’s Office assistance 

  

Office or Division:  Public Employment Service Office  

Classification:  Simple   

Type of Transaction:  G2C -Government to Citizens  

Who may avail:  Unemployed residents of General Tinio 

CHECKLIST OF REQUIREMENTS   WHERE TO SECURE  

Barangay Certification (1 original copy)  Barangay Hall  

Voter’s Id/Certification (1 photocopy) COMELEC  

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Fill up Log Book/NSRP 
Form 1 and present List of 
documents 

 

1.1 Receive, 
check and review 
documents 
1.2 Interview and 
prepare client’s 
request 
1.3 Approval of 
client’s request 
1.4 Recording 
and releasing of 
approved 
requests  

 

None 
 

 
 
None 
 
 
None 
 
 
None 

6 Minutes 
 
 
 
5 Minutes 

 
 
3 minutes 
 
 
3 minutes 

PESO Staff 
 
 
 

PESO Staff 
 

 
PESO Manager 

 
 

PESO Staff 
 

 TOTAL  17 minutes  
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6.ISSUANCE OF JOB REFERRAL AND RECOMMENDATION 

The referral is a process of directing pre-screened job seekers to employers with vacancies matching their 
qualifications and placement is the result of a successful referral. 

  

Office or Division:  Public Employment Service Office  

Classification:  Simple   

Type of Transaction:  G2C -Government to Citizens  

Who may avail:  Jobseekers  

CHECKLIST OF REQUIREMENTS   WHERE TO SECURE  

Transcript of record/form 137 (1 photocopy)  Requisitioning 
personnel 

 

Voter’s Id/Certification (1 photocopy) COMELEC  

Barangay Certificate (1 original copy) Office of the 
Barangay 

 

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Fill up Log Book/NSRP 
Form 1 and present List 
of documents 

 

1.1 Receive, 
check and review 
documents 
1.2 Interview and 
prepare client’s 
request 
1.3 Approval of 
certification 
1.4 Release the 
approved 
certification  

 

None 
 

 
 
None 
 
 
None 
 
 
None 

6 Minutes 
 
 
 
5 Minutes 

 
 
3 minutes 
 
 
3 minutes 

PESO Staff 
 
 
 

PESO Staff 
 

 
PESO Manager 

 
 

PESO Staff 
 

 TOTAL NONE 17 minutes  
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HUMAN RESOURCE MANAGEMENT OFFICE 
 

External Services  
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1. SECURING SERVICE RECORD, CERTIFICATION OF EMPLOYMENT AND OTHER 
PERSONNEL RECORDS 
 
The present and former employees of the Municipality of General Tinio may request the HRMO for 
copies of service records, certificate of employment and other certifications.  
These are usually required for salary loans and other forms of loans, Step Increment/Promotion, 
Retirement and terminal leave purposes, etc. 

 
Office or Division: Human Resource Management Office 
Classification: Simple 
Type of Transaction: G2C- Government to Citizens, G2G – Government to Government 
Who may avail: Present and former employees of the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 Request letter or Personal Inquiry  Employee concerned 
  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the request 
letter to the HRM Office 

1.Receive the letter, 
prepare the requested 
document 

  None     5 minutes Senior 
Administrative 

Assistant II 
(Human Resource 

Management Office) 
 

 2. HRMO certifies and 
sign the COE 

  None     1 minute HRMO III 
(Human Resource 

Management Office) 
3. Claim requested 
document/s 

3.Register the 
requested record at 
the Logbook, have it 
signed by the 
requesting party and 
release the 
document/s 

  None      1 minute Senior 
Administrative 

Assistant II 
(Human Resource 

Management Office) 

TOTAL NONE 7 minutes  
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HUMAN RESOURCE MANAGEMENT OFFICE 
 

Internal Services  
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1. APPLICATION FOR LEAVE  

 
This office is responsible in the administration of leave of the Municipal Officials and   Employees 

 
Office or Division: Human Resource Management Office 
Classification: Simple 
Type of Transaction: G2G – Government to Government 
Who may avail: Employees of the Municipality (Elective, Coterminous, Permanent, and Job 

Order) 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly accomplished leave form (CS Form No. 6 
Revised 2020) 

HRM Office 

Medical and other supporting documents Clinic, Hospital etc. 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Accomplish leave form 
(CS Form 6 from Nos, 1 to 
6d and have respective 
department head sign for 
recommending approval 
of the leave 

1. Compute leave 
credits record and 
sign application 

  None     7 minutes Senior Administrative 
Assistant II & HRMO  

2. Proceed to the Office of 
the Municipal Mayor for 
the approval of leave 

2. Sign for approval of 
leave 

  None     1 minute        Municipal Mayor 
     Office of the Mayor 

TOTAL: None 8 minutes  
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2. PROCESSING OF GSIS LOANS  
GSIS offers various loans to assist members with their financial needs:  
Multi-purpose Loan and Consolidation of Debts or MPL will consolidate all the existing loans of a member, 
except housing loan. GSIS Multipurpose Loan (GSIS MPL) gives borrowers an additional credit line that will 
help them consolidate and pay their outstanding GSIS loan balances  
The Policy loan is a loan program which a member may avail from his/her GSIS life insurance policy. The loan, 
bearing an 8% interest rate, may be paid either through monthly amortization or deduction from a member’s 
existing life insurance policy contract.  
The Emergency loan provides assistance to GSIS to members affected by natural calamities.  
MPL Lite is a short-term loan program that will supplement the immediate needs of active members with 
sufficient Net Take Home Pay (NTHP) to qualify for additional GSIS loan/s or renewal of existing loans.  
  

Office or Division:  Human Resource Management Office  
Classification:  Simple   
Type of Transaction:  G2G- Government to Government  
Who may avail:  Employees only   

CHECKLIST OF REQUIREMENTS   WHERE TO SECURE  
GSIS Touch Mobile Application   Employee  

CLIENT STEPS  AGENCY ACTIONS  FEES TO 
PAID 

BE  PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Log in their account 
thru the GSIS Touch 
App in their Android 
 /IOS phone  

  NONE       

 2. Apply loan 
electronically  

1. AAO will verify the 
successfully applied 
loans whether it  
meets the allowed net 
pay of the government 
employees in 
accordance to the GAA 

NONE   5 Minutes  HRMO  
(Office of the 

Human Resource 
Management) 

 2. AAO will approve the 
applied loan  

NONE   1 Minute   HRMO 
(Office of the 

Human Resource 
Management) 

3. Loan proceeds will 
be credited to the 
employees’ GSIS 
Debit Card  

       1 day HRMO  
(Office of the  

Human Resource 
Management) 

 TOTAL   1 Day ,6 
Minutes 
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3.PROCESSING OF LAND BANK OF THE PHILIPPINES (LBP) SALARY LOAN  

Landbank Salary Loan is a financial product offered by Land Bank of the Philippines to qualified 
employees of the Local Government Units. This loan is designed to provide a convenient source of 
financial assistance for employees who need funds for personal purposes, such as medical 
expenses, education, or other emergencies.  

  

Office or Division:  Human Resource Management Office  
Classification:  Simple   
Type of Transaction:  G2G- Government to Government   
Who may avail:  Officials and Employees only   

CHECKLIST OF REQUIREMENTS   WHERE TO SECURE  
Landbank Salary Loan Application Form   Employee  

Blank CD   Employee  

CLIENT STEPS  AGENCY ACTIONS  FEES TO  
PAID  

BE  PROCESSIN
G TIME  

PERSON  
RESPONSIBLE  

1. Submit the filled-
out application form 
and the blank CD  

  

1. Validate the 
employees’  
information on the 
form  

NONE  

  

 5 Minutes  

  

HRMO 
(Office of the  

Human Resource 
Management ) 

  2. Encode the 
information thru 
the ESL BC List 
(Landbank 
System)  

NONE  

  

  

 5 Minutes  

  

  

 
HRMO 

(Office of the  
Human Resource 

Management ) 

  3. Save the data on 
the blank CD  

NONE   1 Minute  HRMO 
(Office of the  

Human Resource 
Management )  

 4. Print the BC List 
Form generated 
from the system  

NONE  
  

  

 

  

2 Minutes  
  

 
HR Assistant 

(Office of the  
Human Resource 

Management ) 

 5. Compute for the 
Gross and Net pay, 
Check and sign the 
form  

NONE 
 

  3 Minutes  
 

HRMO 
(Office of the 

Human Resource 
Management) 

  6. Forward the form 
to the Mayor’s 
Office for 
signature  

NONE  1 Day  Municipal Mayor 
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2. Receive signed 
salary loan 
application to be 
submitted to LBP 
Gapan City Branch  

         

 

 TOTAL NONE  1 Day,15 

Minutes 
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4. PROCESSING OF MONETIZATION OF LEAVE CREDITS  
 
Monetization is the process of payment of the money value of accumulated vacation and/or sick leave 
credits without actually going on leave of absence. Accumulated leave refers to the vacation and/or sick 
leave credits earned by an official or employee. 

Office or Division:  Human Resource Management Office  
Classification:  Simple  
Type of Transaction:  G2G- Government to Government  
Who may avail:  Employees only  

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  
1. Approved Request Letter  Employee  
2.  Leave Application Form  Human Resource Management Office  

1. For monetization of 50% of their 
Vacation/Sick Leave credits:  

  

a. Clinical abstract/medical 
procedures to be undertaken in 
case of health, medical and 
hospital needs  

Accredited Clinics / Hospitals  

b. Barangay Certification in case of 
need for financial assistance 
brought by calamities, typhoons, 
fire, etc.  

Barangay Hall  

c.  Justification on financial needs for the 
education of employee or children  

Employee  

CLIENT STEPS  AGENCY ACTIONS  FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Present letter of 
request to the Office 
of the Mayor  

1. Receive and 
approve by the LCE  

NONE  1 day   
Admin Officer  

(Office of the Mayor) 

2. Forward the 
approved  
letter of request to 
the  
HRMO together with 
the required 
documents  

2. Receive approved 
letter of request and 
review the 
attachments  

NONE  10 Minutes  HRMO III 
 

(Office of the Human 
Resource 

Management) 

 3. Compute, prepare, 
and sign certificate of 
monetization  

NONE  30 Minutes   
HRMO III  

(Office of the Human 
Resource 

Management)  
 

Municipal 
Accountant 

(Municipal 
Accounting Office) 
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 4. Forward to the  
Office of the Mayor for 
signature  

  10 Minutes  HRM III 

(Office of the Human 
Resource 

Management) 

 5. Forward to 
Municipal  
Budget Office for OBR  

  10 Minutes  HRM III  
(Office of the Human 

Resource 
Management) 

 
Municipal Budget 

Officer 
 TOTAL  1 day ,1 hour  



 

  

 
 
 
 
                5.PROCESSING OF TERMINAL LEAVE BENEFIT   
  

The terminal leave refers to the money value of the total accumulated leave credits of an employee 
based on the latest salary/ rate received by the employee prior to resignation/ retirement. The 
terminal leave is processed upon resignation/ retirement of an employee.  

  

Office or Division:  Human Resource Management Office  
Classification:  Simple  
Type of 
Transaction:  

G2G- Government to Government  

Who may avail:  Employees only  
CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

1. Clearance from GSIS  GSIS  
2. Resignation or Retirement letter duly 
approved/accepted by the Head of Agency  Employee/Municipal Mayor  

3. Approved Leave Application  Human Resource Management Office  
4. SALN  Employee  
5. Complete Service Record  Human Resource Management Office  
6. Applicant’s Authorization in Affidavit 
Form to deduct all financial obligations 
with the LGU  

Employee/Notary Public  

7. Affidavit of No Pending Criminal 
investigation or prosecution against 
him/her  

Employee/Notary Public  

7. Clearance Form from LGU  Human Resource Management Office  
8. Certified Copy of Employee’s Leave 
Card  Human Resource Management Office  

9. Notice of Salary Adjustment with highest 
salary received  Human Resource Management Office  

10. Computation of Terminal Leave 
Benefits certified by Municipal Accountant  

Human Resource Management Office/ Municipal 
Accounting  

Office  
11. Certified True Copy of Leave Card  Human Resource Management Office  

CLIENT STEPS  AGENCY ACTIONS  FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Present complete 
requirements  

1. Receive and check 
requirements  

NONE  10 Minutes  HR Assistant  
 

(Human 
Resource 

Management Office) 
 2. Compute leave  

credits and reconcile 
with the Accounting 
Office  

NONE  30 Minutes  HRM Assistant  
 (Human 

Resource 
Management Office) 
  

Admin Aide III 
(Municipal  
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Accounting Office) 

 3. Issue Certificate of 
Terminal Leave 
Credits  

NONE  20 Minutes  HRMO III 
(Human 

Resource 
Management Office) 

  
 4. Process Clearance  

Form  
NONE  20 Minutes  HRM Assistant  

(Municipal 
Accounting Office) 

 
 5. Completion of 

signatures of 
concerned 
department/s  

NONE  2 Days  HRMO 
(Office of the Human 

Resource 
Management) 

 
Municipal Treasurer 

(Office of the 
Municipal Treasurer) 

 
OIC-GSO 

(General Services 
Office) 

 
Municipal 

Accountant 
(Office of the 

Municipal 
Accountant) 

 
Municipal Legal 

Officer 
 

Municipal Mayor 
(Office of the 

Municipal Mayor) 
 6. Transmit all 

the requirements 
to the Municipal 
Budget Office for 
OBR  

NONE  5 Minutes  HRM Assistant 
(Office of the Human 

Resource 
Management) 

 
 

Senior Admin Asst. 
II 

(Municipal Budget 
Office) 

 TOTAL NONE 2 Days, 1hour, 
25 Minutes 
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TOURISM OFFICE 
 

External Services  
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1. ISSUANCE OF TOURISM HISTORICAL/TOURISM DATA 

Ensure that tourists, visitors and stakeholders receive accurate, timely and reliable information about the 
tourism attractions, cultural heritage, events, facilities and services of the municipality. 

 
Office or Division: Municipal Tourism and Information Office 
Classification: Simple 
Type of Transaction: G2C & G2B 
Who may avail: 1. Tourist 

2. Visitors 
3. Investors 
4. Researchers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
PRINCIPAL  
1. Valid IDs   
2. Request Letter  
3. Recommendation Letter (For researchers)  
 
REPRESENTATIVE  
1. Valid ID (1 photocopy of Principal & 1 Photocopy 
of Representative) 

 
Client  
Client  
Client 
 
 
Client 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Signed the office visitors 
log-book 
 

2. Submit letter 
    request and basic 
    required documents 

1. Greet the client 
with mabuhay 
gesture sign 

2. Received the 
documents & 
assist Client and 
conduct briefing 
regarding the 
requested 
info/data 

none 15 minutes Tourism Operation 
Assistant 

(Tourism office) 
 
 

2. Claim the 
    Requested documents 

  

Provide the 
information/ 
data needed 

 

none 5 minutes Information Officer 
IV 

(Tourism office) 
 

TOTAL: None 20 minutes  
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2.MESSENGER QUERY – TOURISM INFORMATION AND ASSISTANCE 
To provide fast, accessible and convenient communication channel for tourists, stakeholders and the general 
public regarding tourist attractions, accommodations, events and tourism related concerns can be addressed 
in real time. 

Office or Division: Municipal Tourism and Information Office 
Classification: Simple 
Type of Transaction: G2C  
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
-None -  -None - 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client sends/submit 
inquiry (walk-in, phone, 
email or messenger via 
official messenger 
account of the 
Municipal Tourism and 
Information Office and 
Official Page of the 
Municipality) 
 

2. Client provides details 
of inquiry (tourist spots, 
events, directions, 
accommodations, 
complaints etc.) 

      

Receives and 
acknowledges 
message 
 
 
 
 
 
 
 
Review the 
inquiry and 
verifies 
information  

none 
 
 
 
 
 
 
 
 
 

none 

5 minutes 
 
 
 
 
 
 
 
 
 

10 minutes 

Tourism Staff 
(Tourism office) 

 
 
 
 
 

 
 
 

Tourism Staff/ 
Information 

Officer 
(Tourism office) 

 
 
 

3. Client waits response 
  

Provides 
accurate 
information, 
assistance, or 
referral to 
concerned 
office if needed   

 

none 15 minutes Tourism 
Staff/Information   

Officer 
(Tourism office) 

 

4. Client receives 
response or guidance 

Closes the 
transaction and 
records inquiry 
for monitoring 
and reporting 

none 5 minutes Tourism 
Staff/Information 

Officer 
(Tourism office) 

 
TOTAL None 35 minutes  
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3.PROVISION OF AUDIO-VISUAL INFORMATION MATERIALS 

Ensuring effective, accurate and inclusive dissemination of information to the public that enhance 
understanding of government programs, tourism destination, services and regulations by presenting clear, 
engaging and easily comprehensible materials.  

 
Office or Division: Municipal Tourism and Information Office 
Classification: Simple 
Type of Transaction: G2C – Government to transacting public 
Who may avail: Public and Private offices and individuals 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
PRINCIPAL  
1. Valid IDs   
2. Request Letter  
3. Flash drive 
REPRESENTATIVE  
1. Valid ID (1 photocopy of Principal & 1 Photocopy of 
Representative) 

 
Client 
Client 
Client 
 
Client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Signed the office 
visitors log-book 
 

 

1. Greet the client with 
mabuhay gesture sign 

 

 
 
 
 

 
 
 
 

Tourism Operation 
Assistant 

(Tourism office) 
 
 
 

2. Submit letter 
    request and basic 
    required documents 

2.1 Received the 
documents & assist 
client and conduct 
briefing 

    regarding the 
    requested 
    materials 
2.2 Approval of request 
2.3 Furnish of materials 

requested 
2.4 If printed materials, 

printing it from files 

 
 
 
 
 
 
 

none 

 
 
 
 
 
 
 

25 minutes 

Concerned Admin 
Assistant 

(Tourism office) 
 
 
 
 

Information officer 
IV 

Technical Staff 
 

Technical Staff 
(Tourism office) 

 
3. Furnish any 

saving device for 
recorded 
materials 
  

3. If recorded 
materials, copy to 
the saving device 
handed by the 
client 

none 5 minutes Technical Staff 

4. Sign Receipt in the 
Record Book 

5. Give the requested 
information materials 
to the client 

none 5 minutes Technical Staff 

TOTAL None 35 minutes  
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4.TOURIST ASSISTANCE AND COMPLAINTS HANDLING SERVICE 

Ensure the safety, protection and overall satisfaction of tourist visiting the Municipality of General Tinio.  This 
service provides timely assistance to tourists who encounter tourism services such as accommodation, 
transportation, safety and emergencies and other related matters.    

Office or Division: Municipal Tourism and Information Office 
Classification: Simple 
Type of Transaction: G2C  
Who may avail: All  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
-None -  -None - 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client signed the office 
visitors logbook and files 
concern or complaint.  

1. Receives the 
client by greeting  
the client with 
mabuhay   

none 
 

3 minutes 
 
 

Tourism Staff 
 
 
 

2. Client provides details 
  

Records 
complaints 
Assess concern 
and coordinates 
with concerned 
office if needed. 

none 20 minutes  Tourism 
Staff/Information   
Officer 

3. Client receives feedback or 
action taken 

Provides 
resolution or 
status update 

none 5 minutes Tourism 
Staff/Information 
Officer 

TOTAL None 28 minutes  
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GENERAL SERVICES OFFICE 
 

Internal Services  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 300 
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1.ISSUANCE OF DOCUMENT COPIES 
 
This service covers the releasing of document copies of office and property related documents. 

Office or Division: General Services Office 

Classification: Simple 

Type of Transaction: G2G - Government to Government 

Who may avail: Municipality employees and departments.  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

N/A N/A 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit a written 
request or do a 
personal inquiry to 
the GSO staff. 

1.1 Receive the 
request letter or 
entertain the 
personal inquiry. 
 
1.2 Verify if the 
records are available. 

 

 
1.3 Produce a 
copy of the 
document. 
1.4  

NONE 

 

 

NONE 

 

 

NONE 

 

 

 

5 minutes 

 

 

1 day 

 

 

5 minutes 

 

Supply Officer 

 

 

Supply Officer 

 

 

Supply Officer 

 

2. Receive the 
document 

2.1 Release the 
copy to the 
requesting 
employee/office. 

NONE 

 

1 minute 

 

Supply Officer 

 TOTAL NONE 1 day, 11 
minutes 
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2. ISSUANCE OF PROPERTY ACCOUNTABILITY CLEARANCE   

This service covers the approval and issuance of accountability clearance of employees who are taking a 
leave, separating, and retiring from the municipality which is being certified in the official Clearance Form, 
CSC Form No. 18. 

Office or Division: General Services Office 

Classification: Simple 

Type of Transaction: G2G - Government to Government 

Who may avail: Municipality employees and departments.  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Clearance Form CSC Form No. 18 HR Department 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit the 
accomplished 
Clearance Form, 
CSC Form No. 18 
to the GSO staff. 

1.1 Receive the 
accomplished 
Clearance Form, 
CSC Form No. 
18. 
 

1.2 Verify the 
records of their 
accountability. 

 

 
1.3 Sign the 

Clearance Form 
to verify 
approval of non-
accountability. 

 

NONE 

 

 

 

NONE 

 

 

NONE 

 

 

 

5 minutes 

 

 

 

1 day 

 

 

2 minutes 

 

Supply Officer 

 

 

 

Supply Officer 

 

 

Supply Officer 

 

 

 TOTAL NONE 1 day, 7 
minutes 
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3. ISSUANCE OF PROPERTY TRANSFER OF CUSTODIANSHIP   

This service covers the approval and issuance of property transfer of custodianship to be recorded through the 
forms Property Acknowledgement Receipt (PAR) and Inventory Custodian Slip (ICS). 

Office or 
Division: 

General Services Office 

Classif
ication: 

Simple 

Type of Transaction: G2G - Government to Government 

Who may avail: Municipality employees and departments.  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Photo evidence of the property together with the new 
custodian. 

Requesting office. 

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSI

NG TIME 

PERSON 
RESPONSI

BLE 

1. Do a 
personal 
inquiry/reque
st and 
submit the 
photo 
evidence to 
the GSO 
staff. 

1.1 Entertain the client’s 
personal inquiry and receive 
the photo evidence. 
 

1.2 Verify the records of 
their accountability. 

 

 
1.3 Inspect the property’s 

condition and location. 
 

1.4 Update and complete 
the PAR or ICS. 

 

 
1.5 Prepare, complete and 
release   the Property Sticker. 
 
 
 
1.6 Take photo evidence of 
the property with the Property 
Sticker. 

 

 

NONE 

 

 

NONE 

 

 

NONE 

 

NONE 

 

NONE 

 

 

 

NONE 

 

 

5 minutes 

 

 

1 day 

 

 

1 day 

 

1 hour 

 

 

20 minutes 

 

 

20 minutes 

 

 

Supply 
Officer 

 

Supply 
Officer 

 

 

Supply 
Officer 

Supply 
Officer 

 

Supply 
Officer 

 

 

Supply 
Officer 
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1.7 Release the duplicate 
copy of the PAR or ICS to the 
client. 

NONE 5 minutes Supply 
Officer 

 TOTAL NONE 2 days, 1 
hour, 50 
minutes 
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4. REQUEST FOR INSPECTION OF PROPERTIES/ MATERIALS FOR DISPOSAL   

This service covers the request for the inspection of properties/materials with short Estimated Useful Life to 
be disposed and to be recorded through the Waste Materials Report. 

Office or Division: General Services Office 

Classification: Simple 

Type of Transaction: G2G - Government to Government 

Who may avail: Municipality employees and departments.  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Accomplished Waste Materials Report.  
2. Photo evidence of the materials to be 

disposed. 

Requesting office. 

Requesting office. 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements to 
the GSO staff. 

1.1 Receive the 
accomplished 
requirements. 
 

1.2 Inspect the condition of 
the properties/materials. 

 
 

 
1.3 Sign the Waste Materials 

Report. 

NONE 

 

 

NONE 

 

 

NONE 

 

5 minutes 

 

 

1 day 

 

 

2 minutes 

Supply Officer 
(GSO) 

 
 

Supply Officer 
(GSO) 

 
 
 

Supply Officer 
(GSO) 

 

2. Assist the GSO 
staff during the 
inspection 
activity. 

2.Inspect the 
property/material 

NONE 20 minutes Supply Officer 
(GSO) 

 

 TOTAL NONE 1 day, 27 
minutes 
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5. REQUEST FOR PROCUREMENT OF GOODS (SUPPLIES, EQUIPMENT, AND OTHER ITEMS) 
THROUGH DIRECT ACQUISITION 

This service covers the request for the preparation and processing of the procurement documents and 
purchasing of the different needs of the different departments of the municipality. 

Office or Division: General Services Office 

Classification: Highly Technical 

Type of Transaction: G2G - Government to Government 

Who may avail: Municipality employees and departments.  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Purchase Request signed by the requesting 
department head. 

Requesting office. 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit the 
requirement to the 
GSO staff. 

1.1 Receive the 
accomplished 
requirement. 
 
1.2 Check if the PR is 
aligned to the PPMP. If 
not aligned, return the 
PR to the requesting 
office for revisions. If 
aligned, attach a copy 
of PPMP to the PR.   
 
1.3 Forward the 
document to the Mun. 
Treasurer’s Office and 
the Mun. Mayor’s 
Office for approval. 
 
1.4 Once approved, 
prepare Purchase 
Order and attach the 
Supplier’s business 
permits and forward 
to the Mun. 
Treasurer’s Office and 
the Mun. Mayor’s 
Office for approval. 
 

NONE 

 

 

NONE 

 

 

 

 

 

NONE 

 

 

NONE 

 

 

 

 

2 minutes 

 

 

1 hour 

 

 

 

 

 

2 days 

 

 

2 days 

 

 

 

 

Supply Officer 
(GSO) 

 

 
Supply Officer 

(GSO) 
 

 

 

 

 

Supply Officer 
(GSO) 

 

 

Supply Officer 
(GSO) 

 

 

 

Supply Officer 
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1.5 Once approved, 
forward to the 
Supplier for receipt 
and 
acknowledgement. 
 
1.6 Once received, 
prepare the 
Disbursement 
Voucher and forward 
to the following 
offices consecutively 
for approval of 
authorized officers: 
• Requesting Office, 
• Accounting Office, 
• Treasurer’s Office, 
• Mayor’s Office 

 
1.7 Once approved, 
Submit to the Mun. 
Treasurer’s Office for 
the preparation of 
Check. 
 
1.8 Once Check is 
cleared for releasing, 
request BIR Form 
2307 from the Mun. 
Accounting Office. 
 
1.9 Once 2307 is 
released, release 
check to the supplier, 
have them sign the DV 
and 2307 and 
purchase the items.  
 
1.10 Release the 
items to the 
requesting office. 

NONE 

 

 

 

NONE 

 

 

 

 

 

 

 

NONE 

 

 

 

NONE 

 

 

NONE 

 

 

 

NONE 

 

2 days 

 

 

 

4 days 

 

 

 

 

 

 

 

3 days 

 

 

 

6 hours 

 

 

1 day 

 

 

 

4 hours 

(GSO) 
 

Supply Officer 
(GSO) 

 

Supply Officer 
(GSO) 

 

 

 

 

 

 

 

Supply Officer 
(GSO) 

 

 

Supply Officer 
(GSO) 

 

 

Supply Officer 
(GSO) 

 

 TOTAL NONE 14 days, 11 
hours, 2 
minutes 
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6. REQUEST FOR PROCUREMENT OF GOODS (SUPPLIES, EQUIPMENT, AND OTHER ITEMS) 
THROUGH SMALL VALUE PROCUREMENT 

This service covers the request for the preparation and processing of the procurement documents and 
purchasing of the different needs of the different departments of the municipality. 

Office or Division: General Services Office 

Classification: Highly Technical 

Type of Transaction: G2G - Government to Government 

Who may avail: Municipality employees and departments.  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Purchase Request signed by the requesting 
department head. 

Requesting office. 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit the 
requirement to the 
GSO staff. 

1.1 Receive the 
accomplished 
requirement. 
 
1.2 Check if the PR is 
aligned to the PPMP. If 
not aligned, return the 
PR to the requesting 
office for revisions. If 
aligned, attach a copy 
of PPMP to the PR.   
 
1.3 Forward the 
document to the Mun. 
Treasurer’s Office and 
the Mun. Mayor’s 
Office for approval. 
 
1.4 Once approved, 
prepare Procurement 
Category Request 
Letter to BAC, have 
the requesting 
department head to 
sign, and forward to 
BAC for approval. 
 
1.5 Once approved, if 
below 200,000.00, 

NONE 

 

NONE 

 

 

 

NONE 

 

 

NONE 

 

 

 

 

NONE 

 

 

2 minutes 

 

1 hour 

 

 

 

2 days 

 

 

2 days 

 

 

 

 

3 days 

 

 

Supply Officer 
(GSO) 

 

Supply Officer 
(GSO) 

 

 

Supply Officer 
(GSO) 

 

 

Supply Officer 
(GSO) 

 

 

 

 

Supply Officer 
(GSO) 
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prepare the Request 
For Quotation Form 
and forward to 3 
Suppliers; if above 
200,000.00, the BAC 
secretariat will post it 
on PhilGEPS, and go 
through the 3-day 
waiting period. 
 
1.6 Once the RFQs 
are accomplished by 
the suppliers and 
submitted to the 
GSO/BAC, prepare 
the Abstract of 
Quotation and submit 
to the requesting 
office and the BAC for 
approval. And wait for 
the BAC Resolution. 
 
1.7 Once 
accomplished, 
prepare the Notice of 
Award and forward to 
the Municipal Mayor’s 
Office for approval. 
 
1.8 Once approved, 
prepare Purchase 
Order and attach the 
Supplier’s business 
permits and forward 
to the Mun. 
Treasurer’s Office and 
the Mun. Mayor’s 
Office for approval. 
 
1.9 Once approved, 
forward to the 
Supplier for receipt 
and 
acknowledgement. 
 
1.10 Once received, 
prepare the 
Disbursement 
Voucher and forward 
to the following 
offices consecutively 
for approval of 
authorized officers: 
• Requesting Office, 
• Accounting Office, 

 

 

 

 

 

NONE 

 

 

 

 

 

 

NONE 

 

 

 

NONE 

 

 

 

 

 

NONE 

 

 

NONE 

 

 

 

 

 

 

 

 

 

 

 

3 days 

 

 

 

 

 

 

1 day 

 

 

 

2 days 

 

 

 

 

 

2 days 

 

 

4 days 

 

 

 

 

 

 

 

 

 

 

 

Supply Officer 
(GSO) 

 

 

 

 

 

 

Supply Officer 
(GSO) 

 

 

 

Supply Officer 
(GSO) 

 

 

 

 

Supply Officer 
(GSO) 

 

 

Supply Officer 
(GSO) 
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• Treasurer’s Office, 
• Mayor’s Office 

 
1.11 Once approved, 
Submit to the Mun. 
Treasurer’s Office for 
the preparation of 
Check. 
 
1.12 Once Check is 
cleared for releasing, 
request BIR Form 
2307 from the Mun. 
Accounting Office. 
 
1.13 Once 2307 is 
released, release 
check to the supplier, 
have them sign the DV 
and 2307 and 
purchase the items.  
 
1.14 Release the 
items to the 
requesting office. 

 

NONE 

 

 

NONE 

 

 

 

NONE 

 

 

 

NONE 

 

3 days 

 

 

6 hours 

 

 

 

1 day 

 

 

 

4 hours 

 

Supply Officer 
(GSO) 

 

 

Supply Officer 
(GSO) 

 

 

 

Supply Officer 
(GSO) 

 

 

 

Supply Officer 
(GSO) 

 

 TOTAL NONE 23 days, 11 
hours, 2 
minutes 
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PUBLIC ORDER AND SAFETY OFFICE 
 

External Services  
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1.ISSUANCE OF NEW FRANCHISE (TODA) 
 
This service covers the evaluation, processing, and issuance of new franchise permits for tricycle 
operators under TODA, subject to municipal ordinances.  

  
Office or Division:  Public Order and Safety Office (POSO) 
Classification:  Complex  
Type of Transaction:  G2C- Government to Citizens 
Who may avail:  Individuals intending to operate a tricycle for public transport under a registered 

TODA. 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Clearance from the TODA President 
2. OR/ CR 
3. Driver’s License Number  
4. Contact Number 

TODA President 
 
Client/ Land Transportation Office 
Client 
Client 

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit duly 
accomplished 
application form and 
complete requirements.   

1.1 Receive 
and conduct 
preliminary 
assessment 
of submitted 
application 
and 
supporting 
documents. 

NONE  2 Minutes  
Admin Aide I 

(POSO) 

  1.2 Review 
and evaluate 
application 
and endorse 
for validation 
and 
inspection. 

NONE  3 Minutes 
Admin Officer I 

(POSO) 

 2. Pay the assessed 
franchise fees. 

2.1 Assess 
applicable 
fees in 
accordance 
with 
municipal 
ordinances.  

NONE  2 Minutes 
Admin Aide I 

 (POSO) 
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 2.2 Accept 
payment and 
issue Official 
Receipt. 

PHP 1, 120 5 minutes 
Ticket Checker  

(Mun. Treasurer’s Office) 

3. Claim the approved 
franchise permit. 

3.1 Prepare, 
process and 
endorse the 
franchise 
permit for 
approval.  

NONE 3 Minutes 
Admin Aide I 

(POSO) 

 3.2 Review, 
approve and 
affix signature 
on the 
franchise 
permit. 

NONE 2 Minutes 
Admin Officer I 

(POSO) 

 3.3 Release 
the approved 
franchise 
permit to the 
client. 

NONE 2 Minutes 
Admin Aide I 

(POSO) 

 TOTAL PHP 1,120 19 Minutes  
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2.ISSUANCE OF SPECIAL PERMIT (SINGLE MOTORCYCLE)  

The certifications are issued to individuals that are a resident of the municipality for different legal 
purposes to be indicated in the certification.  
 

Office or Division:  Public Order and Safety Office (POSO) 
Classification:  Simple  
Type of Transaction:     G2C- Government to Citizens 
Who may avail:  Individuals with existing LGU- issued motorcycle permits seeking renewal. 

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  
1. OR/CR 
2. Contact Number 
3. Driver’s License Number 

Client/ Land Transportation Office 
               Client 
               Client 

    

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO 
BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit renewal 
application and 
requirements. 

1.1 Receive and 
conduct 
preliminary 
assessment of 
submitted 
documents. 

NONE 2 Minutes   

  
Admin Aide I 

(POSO) 

 1.2 Review and 
evaluate 
completeness 
and validity of 
submitted 
requirements.  

NONE 3 Minutes 
  

Admin Aide I 
(POSO) 

2. Pay the assessed 
renewal fees. 

2.1 Assess 
applicable fees in 
accordance with 
ordinances. 

NONE 

 

 

 

2 Minutes 

 

Admin Aide I 
(POSO) 

  2.2 Accept 
payment and 
issue Official 
Receipt.  

PHP 100 5 Minutes 
Ticket Checker I 
(Mun. Treasurer’s 

Office) 
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3. Claim the renewed 
permit.  

3.1 Prepare and 
process the 
renewed 
permit. 

NONE 2 Minutes 
Admin Aide I 

(POSO) 

 3.2 Release the 
renewed permit 
to the client. 

NONE 2 Minutes 
Admin Aide I 

(POSO) 

 TOTAL PHP100.00 16 Minutes  
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3.NEW SPECIAL PERMIT (NON- TODA MOTORCYCLE) 

 
This service covers the processing and issuance of special permits to motorcycle operators not affiliated with 
TODA but authorized under existing municipal ordinances.  
 

Office or Division:  Public Order and Safety Office (POSO) 
Classification:  Complex  
Type of Transaction:  G2C- Government to Citizens 
Who may avail:  Individuals operating motorcycles for transport purposes authorized by the LGU but 

not affiliated with TODA. 
CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

1.OR/CR 
2. Driver’s License Number  
3. Contact Number 

Client/LTO 
Client/Land Transportation Office 

Client 

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO 
BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit duly 
accomplished 
application form and 
complete requirements.  

1.1 Receive and 
conduct preliminary 
assessment of 
submitted 
documents. 

NONE  2 Minutes  
Admin Aide I 

(POSO) 

  1.2 Review and 
evaluate eligibility 
and compliance with 
municipal 
ordinances. 

NONE  3 Minutes 
Admin Officer I 

(POSO) 

1. Pay the assessed 
permit fees. 2.1 Assess 

applicable fees 
based on existing 
ordinances. 

NONE 5 Minutes 
Admin Officer I 

(POSO) 

 2.2 Accept payment 
and issue Official 
Receipt. 

PHP 300 5 minutes 
Ticket Checker I 

(Mun. Treasurer’s Office) 

3. Claim the approved 
permit 

3.1 Prepare, process, 
and endorse the 
permit for approval. 

NONE  2 Minutes  
Admin Officer I 

(POSO) 

 
3.2 Review, approve, 
and affix signature on 
the permit. 

NONE  2 Minutes  
Admin Officer I 

(POSO) 
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3.3 Release the 
approved permit 
to the client. 

NONE  2 Minutes  
Admin Aide I 

(POSO) 

 TOTAL PHP 
300.00 

21 Minutes  
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4.RENEWAL OF FRANCHISE (TODA)  
    

This service covers the processing and renewal of franchise permits for tricycle operators under a 
registered TODA, subject to existing municipal transport ordinances. 
 

Office or Division:  Public Order and Safety Office (POSO) 
Classification:  Simple  
Type of Transaction:  G2C- Government to Citizens 
Who may avail:  All accredited TODA members with existing franchise permits issued by the LGU. 

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  
1. Clearance from TODA President 
2. OR/CR of Motorcycle 
3. Driver’s License Number  
4. Contact Number  

TODA President 
Client/Land Transportation Office 
Client 
Client 

CLIENT STEPS  AGENCY ACTIONS  FEES TO BE PAID PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit duly 
accomplished 
application form and 
complete requirement.  

1.1 Receive and conduct 
preliminary assessment 
of submitted application 
and supporting 
documents. 

NONE  2 Minutes  
 

Admin Aide I 
(POSO) 

 1.2 Review and evaluate 
the completeness and 
authenticity of 
submitted 
requirements. 

NONE  3 Minutes 
 

Admin Aide I 
(POSO) 

 2. Pay the assessed 
franchise fees. 

2.1 Assess applicable 
franchise fees in 
accordance with 
existing municipal 
ordinances. 

NONE  2 Minutes Admin Aide I 

(POSO) 

 2.2 Accept payment and 
issue Official Receipt.  

PHP 180         5 Minutes 
Ticket Checker  

(Mun. 
Treasurer’s 

Office) 

3. Claim the renewed 
franchise permit.  

3.1 Prepare, process, 
and endorse the 
franchise permit for 
approval. 

NONE  5 Minutes  
Admin Aide I 

(POSO) 
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 3.2 Review, approve and 
affix signature on the 
franchise permit. 

NONE 2 Minutes 
Admin Officer I 

(POSO) 

 3.3 Release the 
approved franchise 
permit to the client. 

NONE 2 Minutes 
Admin Aide I 

(POSO) 

 TOTAL PHP180 21 Minutes  
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5.RENEWAL OF SPECIAL PERMIT (NON- TODA MOTORCYCLE) 
 
This service covers the processing and issuance of special permits to motorcycle operators not affiliated 
with TODA but authorized under existing municipal ordinances.  
 
Office or Division:  Public Order and Safety Office (POSO) 
Classification:  Simple  
Type of Transaction:  G2C- Government to Citizens  
Who may avail:  Individuals with existing LGU- issued motorcycle permits seeking renewal. 

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  
1. OR/CR 
2. Contact Number 
3. Driver’s License Number 

Client/ Land Transportation Office 
                Client 
                Client 

   

CLIENT STEPS  AGENCY ACTIONS  FEES TO 
BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit renewal 
application and 
requirements. 

1.1 Receive and 
conduct preliminary 
assessment of 
submitted 
documents. 

NONE 2 Minutes  
Admin Aide I 

(POSO) 

 1.2 Review and 
evaluate 
completeness and 
validity of submitted 
requirements.  

NONE 3 Minutes 
Admin Aide I 

(POSO) 

2. Pay the assessed 
renewal fees. 

2.1 Assess applicable 
fees in accordance 
with ordinances. 

NONE 

 

 

 

2 Minutes 

 

Admin Aide I 
(POSO) 

  2.2 Accept payment 
and issue Official 
Receipt.  

PHP 150 5 Minutes 
Ticket Checker I 
(Mun. Treasurer’s 

Office) 
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3. Claim the renewed 
permit.  

3.1 Prepare and 
process the renewed 
permit. 

NONE 2 Minutes Admin Aide I 

(POSO) 

 3.2 Release the 
renewed permit to 
the client. 

NONE 2 Minutes Admin Aide I 

(POSO) 

 TOTAL 150 16 Minutes  
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6.ROAD SAFETY ASISTANCE AND INCIDENT RESPONSE 
 
This service covers the provision of immediate response to traffic incidents and road hazards. 
 
Office or Division:  Public Order and Safety Office (POSO) 

Classification:  Simple  

Type of Transaction:  G2C- Government to Citizens / G2G- Government to Government 

Who may avail:   Motorist, Pedestrians and the General Public. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO 
BE 
PAID  

PROCESSING TIME  PERSON  
RESPONSIBLE  

1. Report incident or 
request assistance.  

1.1 Receive and 
record report. 

NONE  5 Minutes  
Admin Aide I 

(POSO) 

 1.2 Assess and 
validate reported 
incident. 

NONE 5 Minutes 
Admin Aide I 

(POSO) 

 2. Await response and 
assistance. 

2.1 Dispatch 
personnel to area 
of concern. 

NONE  5 Minutes 
Admin Officer I 

(POSO) 

 2.2 Provide on-site 
assistance and 
traffic 
management. 

NONE  5 Minutes  
Admin Aide I 

(POSO) 

1. Completion of 
Service 3.1 Document 

incident and 
actions taken. 

NONE 5 Minutes 
Admin Aide I 

(POSO) 

 
3.2 Close and file 
report 

NONE 5 Minutes 
Admin Aide I 

(POSO) 

 TOTAL NONE 30 Minutes  
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7.TRAFFIC CONTROL SERVICES 
 
This service provides traffic management assistance through deployment of personnel during events, 
emergencies and road activities. 
 
 
Office or Division:  Public Order and Safety Office (POSO) 

Classification:  Simple  

Type of Transaction:  G2C- Government to Citizens 

Who may avail:   Event organizers, barangays, government agencies and private individuals. 

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  
1. Request Letter Client 

CLIENT STEPS  AGENCY 
ACTIONS  

FEES TO 
BE 
PAID  

PROCESSING 
TIME  

PERSON  
RESPONSIBLE  

1. Submit written 
request for traffic 

assistance. 

1.1 Receive 
and log 
request. 

NONE 5 Minutes 
Admin Aide I 

(POSO) 

 1.2 
Evaluate 
request and 
prepare 
deployment 
schedule.  

NONE 2 Minutes 
Admin Aide  

(POSO) 

2. Await approval of 
request. 2. Review 

and 
approve 
request. 

NONE 2 Minutes 
Admin Officer I 

(POSO) 

3. Avail of traffic 
assistance service.  

3. Deploy 
traffic 
personnel 
as 
scheduled. 

NONE 2 Minutes Admin Aide I 
(POSO) 

 TOTAL NONE 11 Minutes  
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MUNICIPAL DISASTER RISK REDUCTION 
AND MANAGEMENT OFFICE 

 
External Services 
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1. ISSUANCE OF CERTIFICATION 

This service involves the issuance of official certification to individuals or organizations confirming their 
participation in training, drills, or compliance with specific requirements. 

  

 
 

 

 

 

Office or Division: Local Disaster Risk Reduction and Management Office 

Classification:  Simple 

Type of Transaction: G2C- Government to Citizens 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certification 
 

2. Picture of the Damage Property 

Barangay where the requesting party resides 
 

Client 

CLIENT STEPS AGENCY ACTION FEES TO BE 
PAID 

PROCESSING TIME PERSON RESPONSIBLE 

1. Request for 
certification and provide 
relevant information. 

1.1 Receive and 
review the 
requirements 

NONE 2 minutes 
LDRRM Staff 
Local DRRM Assistant 
LDRRM Office 

1.2 Prepare 
certification. NONE 3 minutes 

LDRRM Staff 
Local DRRM Assistant 
LDRRM Office 

1.3 Review and sign 
certification. NONE 3 minutes Local DRRM Officer III 

Local DRRM Assistant 

2. Receive certification. 
2.1 Record and 
release certification. NONE 2 minutes 

LDRRM Staff 
Local DRRM Assistant 
LDRRM Office 

TOTAL: NONE 10 minutes   
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2.  RESPONSE TO EMERGENCIES 

This service ensures immediate assistance and appropriate response during emergencies to protect 
lives, property, and maintain safety within the community. 

 

Office or Division: Local Disaster Risk Reduction and Management Office 

Classification: Simple 

Type of Transaction: G2C- Government to Citizens 

Who may avail: All citizens in need of First Aid and Transport Assistance 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

NONE NONE 

CLIENT STEPS AGENCY ACTION FEES TO BE 
PAID 

PROCESSING TIME PERSON RESPONSIBLE 

1. Provide information to 
the LDRRMO Command 

Center/ Hotline 

1.1. Receive and 
record distress 
call/information 

NONE 3 minutes 
LDRRM Staff 
Local DRRM Assistant 
LDRRM Office 

1.2 Verify the 
legitimacy of 
information 

NONE 2 minutes 
LDRRM Staff 
Local DRRM Assistant 
LDRRM Office 

1.3. Prepare 
(conduct briefing) 
Medical and 
Transport Unit for 
dispatch 

NONE 2 minutes 
Local DRRM Officer III 
Local DRRM Assistant 
LDRRM Office 

2. Endorse necessary 
information upon the arrival 

of the Rescue Team 

2.1. Start Rescue 
Operation, Basic 
Life Support (BLS) 
protocols. 

NONE 
15 minutes (case 
to case basis)  

Local DRRM Assistant 
Local DRRM Officer III 
LDRRM Office 

2.2 Leave location 
and transport 
patients to the 
nearest medical 
facility if 
necessary. 

NONE 25 minutes (case 
to case basis) 

LDRRM Staff 
Local DRRM Assistant 
LDRRM Office 

TOTAL: NONE 47 minutes   
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MUNICIPAL DISASTER RISK REDUCTION 
AND MANAGEMENT OFFICE 

 
Internal Services 
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1.REQUEST FOR THE CONDUCT OF EARTHQUAKE DRILL  
This service facilitates the conduct of earthquake drills to help participants understand proper safety 
procedures and preparedness measures during earthquake incidents. 

 

Office or Division: Local Disaster Risk Reduction and Management Office 

Classification: Simple 

Type of Transaction: G2G-Government to Government 

Who may avail: Any institution/organization who wants to have an Earthquake Drill 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Request Client 

CLIENT STEPS AGENCY ACTION FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter of request 
for an Earthquake Drill. 

1.1. Receive letter of 
request. NONE 2 minutes 

LDRRM Staff  
Local DRRM 
Assistant 
LDRRM Office 

1.2 Check availability and 
endorse requests to 
LDRRMO for approval. 

NONE 2 minutes 

LDRRM Staff  
Local DRRM 
Assistant 
LDRRM Office  

1.3. Review and approve 
request. NONE 3 minutes 

Local DRRM 
Assistant 
Local DRRM 
Officer III 

2. Receive information 
about the status of 

request and confirm 
approved schedule. 

2.1. Inform requesting 
office about the status of 
their request and confirm 
schedule of earthquake 
drill and record. (Note: 
Earthquake Drill is 
conducted for 2 hours.) 

NONE 3 minutes 

LDRRM Staff  
Local DRRM 
Assistant 
Local DRRM 
Officer III 
LDRRM Office 

TOTAL: NONE 10 minutes   
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4. REQUEST FOR THE CONDUCT OF STANDARD FIRST AID &  
BASIC LIFE SUPPORT TRAINING 
 
This service provides training on standard first aid and basic life support to equip participants with the 
knowledge and skills necessary to respond effectively during medical emergencies. 

 

 

 
 

Office or Division: Local Disaster Risk Reduction and Management Office  

Classification: Simple 

Type of Transaction: G2G- Government to Government 

Who may avail: 
Any institution/organization who wants to request for Standard First Aid and Basic Life 
Support Training 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Request Client 

CLIENT STEPS AGENCY ACTION FEES TO BE 
PAID 

PROCESSING TI
ME 

PERSON RESPONSIBLE 

1. Submit letter of 
request for training. 

1.1 Receive letter 
of request. NONE 2 minutes 

LDRRM Staff  
Local DRRM Assistant 
LDRRM Office 

1.2 Check 
availability of 
training officers and 
endorse requests 
to LDRRMO. 

NONE 4 minutes 
LDRRM Staff  
Local DRRM Assistant 
LDRRM Office  

1.3 Verify and 
approve requests. NONE 3 minutes Local DRRM Assistant 

Local DRRM Officer III 

2. Receive information 
about the status of the 
request and confirm 
approved schedule. 

2.1 Inform the 
requesting office 
about the status of 
their request and 
confirm the 
schedule of 
training. (Note: 
Training is 
conducted for 2 
days) 

NONE 3 minutes 

LDRRM Staff  
Local DRRM Assistant 
Local DRRM Officer III 
LDRRM Office 

TOTAL: NONE 12 minutes   
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 MUNICIPALITY OF GENERAL TINIO  

FEEDBACK AND COMPLAINTS MECHANISM 

How to send feedback  
✓ Accomplish Client’s Feedback Form available in the Public Assistance 

& Complaints Desk (PACD) and;  
✓ Kindly approach our PACD Officer for inquiries and follow-ups.  

How feedbacks are 
processed  
  

✓ The PACD may receive feedbacks through walk-in or through a letter 
or to the HR office.  

✓ Feedbacks may be classified as Compliment, Suggestion and 
Complaint in which different actions shall apply.  

✓ The feedbacks will be kept/compile for records purposes.  
✓ If the feedback is in the form of complaint, the client will be informed 

that his/her complaint is being processed/ addressed.  

How to file a complaint  
✓ Fill out the complaint form/slip. 
✓ Client/s may present their concern directly to the person/office 

responsible or discuss the matter with the PACD Officer.  

How complaints are 
processed  

✓ Complainant shall be contacted through the given contact details to 
check the validity and veracity of the complaint.  

✓ The complaint shall be endorsed to the head of the concerned office 
for appropriate action/s. 

✓ If the complaint is valid: a Memorandum/Notice shall be issued by the 
Head of Office to take actions on the said incident.  

✓ If void: the feedback form shall only be kept for records purposes and 
for future references.  
 

Contact Information of 
HR and OM office  

For any suggestions, comments and inquiries you can contact   
Gina B. Maducdoc, at Mobile number (+63) 917-1492-574 

and the Municipal Mayor, Hon. Sherry Ann D. Bolisay at Telephone 
number (044) 958-3011 or visit us at 2nd Floor of the Municipal 
Building.  

Contact Information of  
ARTA, PCC,  CCB  

ARTAwag Center : 
Globe/TM: 0965-672-4943, 0916-266-3138 
Smart/TNT/Sun: 0969-257-7242, 0969-516-7765, 0928-690-4080Email: 
complaints@arta.gov.ph  
PCC: 8888   
CCB Hotline: 1-6565 accessible via PLDT and Smart landlines nationwide  
• SMS/Text Access: 0908-8816565  
• Email: email@contactcenterngbayan.gov.ph  
• Website: www.contactcenterngbayan.gov.ph  
•Facebook page: www.facebook.com/contactcenterngbayan  
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OFFICIAL CONTACT NUMBERS OF LGU OFFICES  
  

OFFICES  
  

ADDRESS  
  

CONTACT  
INFORMATION  

1. Municipal Mayor’s Office  
2nd Floor Municipal Building, 
General Tinio, Nueva Ecija  

(044) 958-3011 

2. Sangguniang Bayan office  
Legislative Building, General Tinio, 
Nueva Ecija 

(044) 958-3010 

3. Municipal Administrator’s Office  
2nd Floor Municipal Building, 
General Tinio, Nueva Ecija 

(044) 958-3011 

4. Municipal Planning and Development 
Office  

2nd Floor Municipal Building, 
General Tinio, Nueva Ecija 

0948-3539-552 

5. Municipal Budget Office  
2nd Floor Municipal Building, 
General Tinio, Nueva Ecija 

0995-6542-825 

6. Municipal Accounting Office  
Ground Floor Municipal Building, 
General Tinio, Nueva Ecija 

0999-9958-609 

7. Municipal Treasury Office 
Ground Floor Municipal Building, 
General Tinio, Nueva Ecija 

0928-8492-304 

8.Municipal Assessor’s Office 
Ground Floor Municipal Building, 
General Tinio, Nueva Ecija 

0917-1457-125 

9. Municipal Health Office  
Municipal Compound, General 
Tinio, Nueva Ecija 

09399288-128 

10.Municipal Engineering Office 
Municipal Compound, General 
Tinio, Nueva Ecija 

0920-9617-274 

11. Municipal Social Welfare and 
Development Office  

Municipal Compound, General 
Tinio, Nueva Ecija 

0939-9018-401 
0997-1351-242 

12. Municipal Agriculture Office 
 Municipal Compound, General 
Tinio, Nueva Ecija 

0993-4638-770 
(044) 456-7586 

13. Municipal Civil Registry Office  
Ground Floor Municipal Building, 
General Tinio, Nueva Ecija 

09196989-236 

14. Municipal Environment and Natural 
Resources office  

2nd Floor, Municipal Gymnasium, 
General Tinio, Nueva Ecija 

0956-0955-563 

15. General Services Office  
2nd Floor Municipal Building, 
General Tinio, Nueva Ecija 

0966-3701-980 

16. Human Resource Management Office  
2nd Floor Municipal Building, 
General Tinio, Nueva Ecija 

0917-1492-574 
0915-8533-957 

17. Business Permit and Licensing Office  
2nd Floor Municipal Building, 
General Tinio, Nueva Ecija 

09158530-673 

18.Public Employment Services Office 
2nd Floor Municipal Building, 
General Tinio, Nueva Ecija  

0956-5698-179 
0961-8181-837 

19. Tourism Office 
Ground Floor Municipal Building, 
General Tinio, Nueva Ecija 

0969-6288-081 

20. Public Order and Safety Office 
Ground Floor Municipal Building, 
General Tinio, Nueva Ecija 

0995-0570-329 

21. Local Disaster Risk Reduction and 
Management Office 

2nd Floor, Municipal Gymnasium, 
General Tinio, Nueva Ecija 

0993-3104-292 

  


