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MANDATE

The mandate of every local government unit is embodied in the “General Welfare Clause” of the Local Government Code of 1991 generally
known as RA 7160. The General Welfare clause is Section 16 of the said Act and in the pursuance of the general welfare of the people, Local
Government Unit-Cabatuan, Isabela shall endeavor the attainment of the following long term development goals:

. Food security

Ensuring the availability, sufficiency and affordability of food for the municipality’s population all the time will be a long-term goal of the local
government unit. It shall therefore, through the Municipal Agriculturist Office, struggle to sustain optimal production of rice as the staple food
and primary agriculture product and other food crops as well as livestock and fish.

. Impartial provision of basic services

The municipality will provide basic services to its constituents without bias or favor to anyone. Access to government facilities providing basic
services shall be available equitably to everyone and shall be pursued vigorously.

. Sensible use of resources

Scarcity of local government resources is a reality that government administration faces. It should therefore be utilized prudently taking into
consideration the need, urgency and general welfare of the majority of the constituency.

. Stimulate private sector investment

The local government is the prime mover of development but progress is generally faster with private sector involvement. It shall pursue the
participation of non-government organizations and encourage private sector investments.

. Sustainable, Disaster-resilient and Climate Change Adaptive Community Development



IV.

Everyone wants progress that results in the prolonged growth and development of the municipality that maintains ecological balance.
Development shall, therefore, be pursued with protection and preservation of the environment as focus.

VISION

Cabatuan is a competitive agro-industrial center in Cagayan Valley living in a sustainable socio-economic condition, a healthy, safe and
progressive environment and a home of vigilant, orderly, self-reliant and culturally-enriched citizenry governed by God loving and service-
oriented leaders.

MISSION
Maneuver Cabatuan to achieve its vision and to bring about substantial progress in the living condition of the masses, significantly reduce
poverty and empower the grassroots.

SERVICE PLEDGE

We commit to serve the people with

Transparency and accountability in the provision of frontline services by the local government bureaucracy;

Impartial, courteous and customer-friendly provision of frontline services;

The supremacy of public trust and welfare; and

Attend to all applicants or requesting parties who are within the premises of the office concerned prior to the end of official working hours
and during lunch break shall be attended to under a simplified and transparent systems and procedures.
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LIST OF SERVICES

Office of the Municipal Mayor
Frontline Services: External

-Approval of AICS

-Approval of Payment

-Issuance of Business Permit and License

-Issuance of Certification, Recommendation and Referral

-Issuance of Franchise or Mayor’s Permit on Tricycle Operation

-Issuance of Mayor’s Clearance

-Issuance of Permit on the Use of Social Hall, Selling of Products, etc.

-Releasing of Marriage Contract

-Scheduling of Marriage to be Officiated by Mayor

-Signing of Cheque

-Provide Relevant information and materials to clients conducting Research on the municipalities culture and history
- Accommodate inquiries on tourism/cultural activities of the municipality

Frontline Services: Internal (Human Resources Management Office)

- Issuance of Certified True Copies of Documents (Appointment, 201 File) - Issuance of certificate of Employment, Certificate of No
pending Administrative/
Criminal Case and Certificate of Good Moral Character - Issuance of Service Records

-Response to Simple Queries, Assistance on Civil Service Matters (Walk- In)

- Response to Complex Queries

- Leave Application

- Application for Indefinite Leave

- Application for Retirement

- Processing of terminal Leave Benefits for Separated Employees (Retirement,
Resignation, Transfer and Death)

-Issuance of Employee’s Clearance (Retirement, Resignation, Transfer and
Death)

-Processing of Employees Resignation

- Processing of Payroll for Job Orders

- Treatment of Walk-In Applicants



- Treatment of Job Applicant through Mail or Email
- Process in Hiring Applicants

External Services (Human Resources Management Office)
- Public Assistance and Complaints Desk (PACD)

Office of the Sangguniang Bayan
Frontline Services:
-Issuance of Copies of Official Records and Documents

-Receipt of Barangay Ordinances and Barangay Budgets

Office of the Municipal Planning & Development Coordinator
Frontline Services:
-Issuance of Locational Clearance

-issuance of Zoning Certification
-Issuance of Statistical and Non-Statistical Data

Office of the Municipal Civil Registrar
Frontline Services:
-Registration of birth

-Registration death

-Registration of marriage

-Delayed Registration of birth/death and marriage

-Application for marriage License

-Issuance of marriage License

-Endorsement of documents to PSA, OCRG

-For annotation in the civil registrar through court order/decrees and legal instruments
-Issuance of birth/death and marriage certificate

-issuance of Supplemental Report

-Petition for Correction of Clerical Error/Change of First Name



(RA9048)

-Petition for Correction of Clerical Error/Correction of Sex and
Date of Birth involving Day and Month Only (RA10172)

-Registration of Legal Instrument (Legitimation, Affidavit to Use the
Surname of the Father, Other Legal Instruments)

-Securing Civil Registry Documents in Security Paper thru the
BREQS Facility

Office of the Municipal Budget Officer
Frontline Services:
-Issuance of Obligation Request Form

-Preliminary Review of Barangay Annual Budget

Office of the Municipal Accountant
Frontline Services:
-Preparation of Accountant’s Advice for payments made

through Cheque
-Preparation of Disbursement Voucher for the Payment of
Goods & Services Procured, TEVs and AICS

Office of the Municipal Treasurer
Frontline Services
-Assessment and Payment of Business Permit and License

(New and renewal of application)
-Branding of Large Cattle
-Certificate of Transfer (Large Cattle)
-Collection of the following:
-Building permit fees



-Local Civil Registry Fees
-Secretary’s Fees

-Tax clearance fee
-Zoning/Locational Clearance fees

-Issuance of Community Tax Certificate
- Issuance of Community Tax Certificate (Online application)
-Payment of Real Property Tax

-Payment of Other Fees and Charges

-Payment of Goods and Services Procured, AICS (in cash)
-Payment of Goods and Services Procured, AICS (in Cheque)

-Registration and Transfer Fee on Large Cattle

Office of the Municipal Assessor
Frontline Services:
-Issuance of Certification
-Newly-declared properties

-Reclassification
-Revision of Tax Declaration
-Transfer of Ownership

Office of the Municipal Health Officer
Frontline Services:
-Accessing Medical Care

-Dental Care
- Pharmacy Services
- Primary Clinical Laboratory
-Issuances of Certificates
a. Birth Certificate

-Permit Fees on Tricycle Operation (New and Renew)



b. Death Certificate
c. Permit to open a tomb
d. Transfer of Cadaver Certificate
-Issuance of Vaccination Certificate, Medical & Medico — Legal
Certificates/Reports
-Issuance of Persons with Disability Certificate
-Issuance of Sanitary Permit
-Issuance of Health Certificate
- Prenatal Care
-Normal Delivery and Postpartum
-National Immunization Program
-Under Five Registration
-National Tuberculosis Program
-Sputum Positive Cases
-Adolescents Health and Development Program (AHDP)
-Animal Bite treatment center

Office of the Municipal Social Welfare & Development Officer
Frontline Services:
-Availing of Aid to Individuals-in-Crisis Situation-Financial Assistance

-Securing Social Case Study Report/Assessment for Referral
-Issuance of Indigent Philhealth (Financially incapable)
-Registration and issuance of PWD ID

-Registration/ assessment of Solo-Parent



Office of the Municipal Agriculturist
Frontline Services:
-Availing of Corn Program (seeds, soil ameliorant, and Farming Inputs

-Conduct of Rice, Corn. High Value Crops Surveillance and earl Corn Surveillance and Early Warning System
-Farm Plan and Loan Certification

-Fishery Extension Services/ Request for Fingerlings dispersals

-Livestock Extension Services:

-livestock Extension Services in Animal Health Certification

-Enroliment Registry System for Basic Sector in Agriculture (RSBSA)

Office of the Municipal Engineer
Frontline Services:
-Availing of Niche
-Issuance of Building Inspection Clearance for Business Permit:
-New Enterprises
- Issuance of Building Inspection Clearance for Business Permit (Renewal
-Issuance of Building Permit (for houses built from indigenous materials)
-Processing and Issuance of Building Permit — Low-cost Building (Residential,
Commercial building below -40sgm and mixed materials)
-Processing and Issuance of building permit- simple (Residential and Commercial building)
- Processing and Issuance of building permit- Complex (Other occupancy categories)
-Issuance of occupancy Permit
-Requesting the Preparation of Plans and Programs of Work

Office of the Municipal Cooperative Officer
Frontline Services:
-Applying for Cooperative Membership



-Organizing a Cooperative

-Requesting Financial Assistance

-Requesting Technical Assistance (Project proposal for Financial Assistance)
-Requesting Technical Assistance (For Preparation of Financial

Statements)

-Requesting Technical Assistance (For Collection Strategies)

Operation of Water System (External)

-New Service Connection

-Reconnection

-Transfer Water meter/Change Water Meter
- Repair Pipeline leaks and damages
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OFFICE OF THE MUNICIPAL MAYOR

Frontline Services: External
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1. APPROVAL OF AID TO INIDIVIDUALS-IN-CRISIS SITUATON (AICS)

Office or Division Office of the Municipal Mayor
Classification Complex
Type of Transaction G2C-Government to Citizen
Who may avalil
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Certificate of Eligibility of cash grant signed | Office of the Municipal Social Welfare & Development
by the Social Welfare Officer

CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING | PERSON/S RESPONSIBLE
BE PAID TIME
1. Presents certification of eligibility of | 1. Receives document None 5 mins. Clerk
cash grant
TOTAL | 0 5 minutes
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2. APPROVAL OF PAYMENT

Office or Division

Office of the Municipal Mayor

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avail

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. DV signed by Christine Entera
2. Obligation request signed by head of
requesting office & Municipal Budget

Office of the requesting office & Municipal Budget Officer

Office of the Municipal Accountant & Municipal Social Welfare & Development

Officer
CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON/S
PAID TIME RESPONSIBLE
1. Presents/Submits documents 1. Receives and records document | None 10 mins. Clerk
2. Signs DV Clerk
2. Receives approved document Administrative Assistant Il
TOTAL | 0 10 minutes
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3.

ISSUANCE OF BUSINESS PERMIT AND LICENSE

Office or Division

Office of the Municipal Mayor

Classification

Complex

Type of Transaction

G2B-Government to Business

Who may avalil

Business Operators

CHECKLIST OF REQUIREMENTS (NEW)

WHERE TO SECURE

1. Duly accomplished Business Application
Form through eGovPH (online)
Community Tax Certificate

Barangay Clearance (for business)
Sanitary Permit

DTI Registration (if sole proprietorship)
SEC Registration (if corporation)

CDA Registration (if cooperative)

BIR Registration

. Fire Safety Inspection Certificate

10. Occupancy Permit

11. DENR — EMB (if applicable)

12. Provincial Clearance (if applicable)
13.BIR

14. SSS, PAG-IBIG, PHILHEALTH

©COoNOORWDN

eGovPH application (online)

eGovPH application (online)

Integrated through eGovPH (online)

Sanitation Inspector (Municipal Health Office)
Department of Trade & Industry, Negosyo Center, Municipal Social Hall, Cabatuan
Securities & Exchange Commission, Manila
Cooperative Development Authority

Bureau of Internal Revenue, Cabatuan, Isabela
Bureau of Fire Protection, Cabatuan, Isabela

Office of the Municipal Engineer, Cabatuan, Isabela
DENR Provincial Office, llagan City, Isabela
Provincial Capitol, llagan City, Isabela

Bureau of Internal Revenue, Naguilian, Isabela
Social Security System, Cauayan City/
PAGIBIG Fund, Cauayan City/

PhilHealth, Cauayan City

CHECKLIST OF REQUIREMENTS
(RENEWAL)

WHERE TO SECURE

1. Duly accomplished Business Application
Form through eGovPH (online)

2. Audited Financial Statement/Income Tax
Return/Proof of Annual Gross Receipts /

Sworn Declaration of Gross Sales or

Receipts

3. Community Tax Certificate

4. Barangay Clearance (for business)

eGovPH application (online)

Company’s External Auditor or CPA/BIR

eGovPH application (online)
Integrated through eGovPH (online)
Department of Trade & Industry, Negosyo Center, Municipal Social Hall, Cabatuan
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5. DTI Registration (if expired)

CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING | PERSON/S RESPONSIBLE
(NEW and RENEWAL) TIME
1. Fill-in application form Evaluate application None 30 mins. BPLO
through eGovPH (online)
2. Pay through QrPH (GCash) Assess Business Tax License Based on Local Tax | 1 day Assistant Municipal Treasurer

Code

*for late payment of
Business Permit,
25% will be charged
and 2% additional
for every month

4,

3. Claim Business Permit Released approved Business None 5 mins. BPLO
Permit
TOTAL 1 day and
35 minutes
ISSUANCE OF CERTIFICATION, RECOMMENDATION AND REFERRAL
Office or Division Office of the Municipal Mayor
Classification Complex
Type of Transaction G2C-Government to Citizen
Who may avail
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Written or verbal request

Requesting party
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CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON/S
PAID TIME RESPONSIBLE
1. Filing of Request Receiving or recording of request None 10 mins. Clerk
Processing and preparation of 10 mins. Clerk
document
Municipal Mayor
Approval 5 mins.
Clerk
Issuance 5 mins.
TOTAL 30 minutes
5. ISSUANCE OF FRANCHISE OR MAYOR’S PERMIT ON TRICYCLE OPERATION
Office or Division Office of the Municipal Mayor
Classification Complex
Type of Transaction G2C-Government to Citizen
Who may avail Tricycle operators
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
(NEW AND RENEWAL)
1. CTC (Cedula) eGovPh (online)
2. OR/CR of the motorcycle unit Requesting Party
3. Deed of sale (if purchased from previous | Previous Owner
owner)
4. FEDCATODA Certification FEDCATODA Office
5. Professional Driver’s License with No. 1 LTO
restriction
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
(NEW AND RENEWAL) TIME RESPONSIBLE
1. Presentation of Documents | Verification of Documents New Applicant 5 mins. BPLO
Mayor’'s Permit
P475.00 Cashier (Municipal
2. Pay necessary fees Issue Official Receipt Franchise (3 years) 5 mins. Treasury Office)
P700.00
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Renewal

Mayor’'s Permit
P475.00

*for late payment of
Mayor’s Permit, penalty of
2% will be charged

*for late payment of
Franchise, penalty of 2%
will be charged

3. Present Official Receipt to Record and verify payment None 5 mins. BPLO
BPLO
Released approved
4. Claim Approved Franchise/ Franchise/Mayor’'s Permit None 10 mins. BLPO
Mayor’'s Permit
TOTAL 25 minutes
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6. ISSUANCE OF MAYOR’S CLEARANCE

Office or Division

Office of the Municipal Mayor

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avalil

Bonafide residents of the municipality

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Personal Appearance of requesting party
2. Police Clearance PNP Police Station, Cabatuan, Isabela
3. Community Tax Certificate Barangay of his/her residence
4. Barangay Clearance Barangay of his/her residence
5. Official Receipt for payment of fees Municipal Treasurer’s Office
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING | PERSON/S RESPONSIBLE
BE PAID TIME
Filing of request Receiving or recording of None 10 mins. Clerk
Submission of required Documents request/Issues list of requirements
Processing and preparation of 10 mins. Clerk
document
Approval 10 mins. Municipal Mayor
Issuance 5 mins. Administrative Assistant Il
TOTAL 35 minutes
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7. ISSUANCE OF PERMIT ON THE USE OF SOCIAL HALL, SELLING OF PRODUCTS, ETC.

Office or Division

Office of the Municipal Mayor

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avalil

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Letter
2. Police Clearance PNP Police Station, Cabatuan, Isabela
3. Community Tax Certificate Barangay of his/her residence
4. Barangay Clearance Barangay of his/her residence
5. Official Receipt for payment of fees Municipal Treasurer’s Office
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING | PERSON/S RESPONSIBLE
BE PAID TIME
Filing of request/Submission of Receiving or recording of 10 mins. Clerk
requirements request/Issues list of requirements
Treasury Personnel
Based on
local tax
code
Processing and preparation of 10 mins. Clerk
document
Approval 10 mins. Municipal Mayor
Issuance 5 mins. Administrative Assistant Il
TOTAL 35 minutes
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8. RELEASING OF MARRIAGE CONTRACT

Office or Division

Office of the Municipal Mayor

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Marriage License

Office of the Municipal Civil Registrar

CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING | PERSON/S RESPONSIBLE
BE PAID TIME
Request of the client Registration of Certificate of None 5 mins. Communiciation Equipment
Marriage Operator Il
Verification of Documents 5 mins. Communiciation Equipment
Operator Il
Release of Certificate of marriage 2 mins. Communiciation Equipment
Operator Il
TOTAL | 0 12 minutes

9. SCHEDULING OF MARRIAGE TO BE OFFICIATED BY MAYOR

Office or Division

Office of the Municipal Mayor

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avail

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Application for Marriage License
2. Community Tax Certificate

Office of the Municipal Civil Registrar
Barangay Treasurer of their Barangay of residence
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CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING | PERSON/S RESPONSIBLE
PAID TIME
1. Present Application Form Verification of Documents Solemnization | 5 mins. Municipal Treasurer’s Office
Fee —
P300.00
Confirmation of the date of marriage 5 mins. Communiciation Equipment
Operator Il
For Marriage falling under Article 34 Communiciation Equipment
2. Request of the client Ask for the necessary requirements 2 mins. Operator Il
3. Presentation of the Requirements Preparation of the Affidavit 10 mins. Communiciation Equipment
Operator Il
4. Sign the Affidavit Prepare Marriage Contract 10 mins.
Communiciation Equipment
Schedule date of Marriage 5 mins. Operator Il
TOTAL | P300.00 37 minutes
10. SIGNING OF CHEQUE
Office or Division Office of the Municipal Mayor
Classification Simple
Type of Transaction G2C-Government to Citizen
Who may avalil
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. DV with attachments and signatures Office of the Municipal Accountant
2. Prepared cheque Office of the Municipal Treasurer
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING | PERSON/S RESPONSIBLE
BE PAID TIME
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1. Presents/Submits documents Receives document None 5 mins. Clerk
2. Receives signed Cheque Affixes signature to cheque Municipal Mayor
5 mins.
TOTAL 0 10 minutes

11.PROVIDE RELEVANT INFORMATION AND MATERIALS TO CLIENTS CONDUCTING RESEARCH ON THE MUNICIPALITIES

CULTURE AND HISTORY

Office or Division

Office of the Municipal Mayor

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avail

all

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request Letter
2. ldentification Card

Cabatuan Tourist Information and Assistance Center
Cabatuan Tourist Information and Assistance Center

CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON/S
PAID TIME RESPONSIBLE
1. Submit a letter or inquire Assess request and consult the department | None 5 minutes Tourist Receptionist |
Directly Head (if necessary)
Check the availability of research materials
or research person
2. Get necessary data va'de t.he necessary materials and Tourist Receptionist |
information;
Refer to other departments (if necessary)
TOTAL 0 5 minutes

22

12




ACCOMMODATE INQUIRIES ON TOURISM/CULTURAL ACTIVITIES OF THE MUNICIPALITY

Office or Division Office of the Municipal Mayor
Classification Simple
Type of Transaction G2C-Government to Citizen
Who may avail All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Business Permit BPLO
CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON/S
PAID TIME RESPONSIBLE
1. Inquiry on DOT Accreditation | Explain the importance of DOT None 3 minutes Tourist Receptionist |
Accreditation
Assist business owners on papers needed ] ) o
for accreditation None 3 minutes Tourist Receptionist |
a. General requirements
b. Specific Requirements
2. Filling out the Customer
Rating Form
TOTAL 0 6 minutes
13. PHOTO COVERAGE AND DOCUMENTATION OF EVENTS
Office or Division Office of the Municipal Mayor
Classification Simple
Type of Transaction G2C-Government to Citizen
Who may avail all
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request Form

Cabatuan Tourist Information and Assistance Center
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CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON/S
PAID TIME RESPONSIBLE
1. Inquiry on Photo Coverage 1. Complete and file Request Form None
2. Receive request form 1 m?n.
3. Approval of request S mins. . o
4. Assign personnel for said request 5 mins. Tourist Receptionist |
5. Release of Photos to requesting party 10 mins.
2. Fill out the Customer Rating None
Form
Tourist Receptionist |
TOTAL 0 21 minutes
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OFFICE OF THE HUMAN RESOURCE
MANAGEMENT OFFICE

Frontline Services: Internal



1. ISSUANCE OF CERTIFIED TRUE COPIES OF DOCUMENTS (Appointment, 201 File)

Description of the Service: This service id for securing copy/copies of personal records filed in the 201 folder:

Office or Division

Office of the Municipal Mayor/Human Resources Management Unit

Classification

Simple

Type of Transaction

G2E-Government to Employees

Who may avail

1. Any requesting permanent employees and elective officials as it pertains to his/her personal records;
2. Such other officials or entities duly authorized by competent authorities.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accomplished Personnel Records Request Form (PRRF);
*If the request is filed through a representative, an Human Resource Management Office
Authorization Letter and one (1) valid ID of the
representative and the requesting client.
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON/S RESPONSIBLE
3. Receive the requested records and sign the Release certified true copy of the requested PAID TIME
bg oo hopiicknPetedigreicReidrds Request Recsiietantarlitg theudstatinglidaedePRRMe NONE 2 minutes A&MA-Aide IV
Form Pbretease. NONE 3 minutes HRMO-|
(PRRF)
3.  Wait while the requested records are being | 2.1 Retrieve the requested records. HRMO-III
retrieved. *If records are not available, inform the client NONE 14 minutes HRMO-I
in writing. Admin. Aide. IV

2.2 Photocopy the requested records from the
original and have it certified as true copy by the
HRMO

2. ISSUANCE OF CERTIFICATE OF EMPLOYMENT, CERTIFICATE OF NO PENDING ADMINISTRATIVE/CRIMINAL CASE AND
CERTIFICATE OF GOOD MORAL CHARACTER

Description of the Service: This service is for whatever purpose that needs an official document.
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Office or Division

Office of the Municipal Mayor/Human Resources Management Unit

Classification

Simple

Type of Transaction

G2E-Government to Employees

Who may avalil

Any requesting permanent employees, Job Orders and Elective Officials.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Accomplished Personnel Records Request Form (PRRF);
*If the request is filed through a representative, an
Authorization Letter and one (1) valid ID of the
representative and the requesting client.

Human Resource Management Office

FEES TO PROCESSING
CLIENT STEPS AGENCY ACTIONS BE PAID TIME PERSON RESPONSIBLE
1. Accomplish Personnel Records Request Form (PRRF) Receive and review the accomplished form NONE
10 minutes HRMO-III
HRMO-I
Wait while the requested certificate is being Prepare the requested certificate and Admin. Aide. IV
o o NONE
prepared. have it signed/ certified by the HRMO
2. Receive the requested certificate and sign the log Release the requested certificate to client, NONE 2 minutes
book to acknowledge receipt log it out stating date and time of release

3. ISSUANCE OF SERVICE RECORDS

Office or Division

Office of the Municipal Mayor/Human Resources Management Unit

Classification

Simple

Type of Transaction

G2E-Government to Employees

Who may avail

Any Requesting permanent employees and elective officials.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Accomplished Personnel Records Request Form (PRRF);
*If the request is filed through a representative, an
Authorization Letter and one (1) valid ID of the
representative and the requesting client.

Human Resource Management Office
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CLIENT STEPS AGENCY ACTIONS FEESTOBE | PROCESSING |  prpsoN RESPONSIBLE
PAID TIME

1. Accomplish Personnel Records Request Form (PRRF) Receive and review the accomplished form NONE
Prepare the requested certificate and have it 20 minutes
signed/ certified by the HRMO and approved

Wait while the requested certificate is being prepared. | Py the LCE i o . _*lf NONE Admin. Aide IV

LCE is not around, advise the client in writing;
get mobile no. of client for contact when
document is ready for release.
Release the requested service record to

2. Receive the requested certificate and sign the log book fgﬁ;:ééosg it out stating date and time of NONE 3 minutes

to acknowledge receipt

6. RESPONSE TO SIMPLE QUERIES, ASSISTANCE ON CIVIL SERVICE MATTERS (Walk-In)
Description of the Service: The service is for providing basic information on Civil Service laws and rules, coaching and mentoring.

Office or Division

Office of the Municipal Mayor/Human Resources Management Unit

Classification

Simple

Type of Transaction

G2E-Government to Employees

Who may avail

Any requesting permanent employees, Job Orders and Elective Officials.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

NONE N/A
CLIENT STEPS AGENCY ACTIONS FEESTOBE | PROCESSING | pepsoN RESPONSIBLE
PAID TIME
HRMO-III
_ _ . _ _ HRMO-I
1. Accomplish logbook for client information Provide reply to _S|_mple queries and assistance NONE 5 mlnu_tes .
on Civil Service matters client . .
Admin. Aide. IV
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5. RESPONSE TO COMPLEX QUERIES

Description of the Service: This service is for facilitating the employees and Civil Service Field Office regarding complex queries.

Office or Division

Office of the Municipal Mayor/Human Resources Management Unit

Classification

Simple

Type of Transaction

G2E-Government to Employees

Who may avail

Any requesting permanent employees, Job Orders and Elective Officials.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
NONE N/A
CLIENT STEPS AGENCY ACTIONS FEESTOBE | PROCESSING | prrsoN RESPONSIBLE
PAID TIME
For complex queries/concerns, request client to
fill-out AKSYON form and inform the client in
. — . writing that the matter will be referred to the , HRMO-III
1. Accomplish logbook for client information CSC Regional or Field Office. *Feedback from NONE 10 minutes
CSCRO/FO will take 2 days. Notify the client
through phone call and/or in writing.

6. LEAVE APPLICATION
Description of the Service: This service is for applying leave of absence observing the guidelines.

Office or Division

Office of the Municipal Mayor/Human Resources Management Unit

Classification

Simple

30




Type of Transaction

G2E-Government to Employees

Who may avail

All permanent employees and elective officials

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Duly approved Leave Application form by the

Department Head

Human Resource Management Office

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Log the duly approved
Leave Application in the
Logbook then submit it to
the in-charge

1.1 Receive and review the accomplished Leave
Application form with the following conditions:

*VACATION LEAVE- application should be
done 5 days before the leave; upon approval of
the Department Head concern or else leave
application can be revoked and employee is under
AWOL subiject to penalty.

* SICK LEAVE - application is done upon return
to work; attached with medical certificate for 5
days consecutive absences.

* SOLO PARENT LEAVE - application can be
done ahead of time or in emergency cases
relating to family matters approved by the
Department Head concerned; attached with
photocopy of active Solo Parent ID.

* SPECIAL LEAVE - application should be
done 5 days before the leave; effective only upon
approval of the Department Head concerned or
else leave application can be revoked and
employee is under AWOL subject to penalty.

* FORCE LEAVE - application should be done
5 days before the leave; effective only upon
approval of the Department Head concerned or
else leave application can be revoked and
employee is under AWOL subject to penalty.

*PATERNITY LEAVE - can be filed and availed
before, during or after birth of child; with attached
birth certificate of the newly born.

* MATERNITY LEAVE - can be availed before
or after giving birth; with attached birth certificate
of the newly born.

NONE

31

1 minute per leave
application form

Admin. Aide IV




leave credits

1.2 Put entry or on each Leave Application form as to

2 Entries on each Leave Application form shall be
certified by the OIC-HRMO and for final approval by
the Head of Agency

One (1) day

HRMO-III

7. APLICATION FOR INDEFINITE LEAVE

Description of the Service: This service is for applying longer period of leave of absence with or without definite date of return to work and only upon the discretion of the

Head of Agency to be granted or denied.

Office or Division

Office of the Municipal Mayor/Human Resources Management Unit

Classification

Simple

Type of Transaction

G2E-Government to Employees

Who may avalil

All permanent employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

N/A

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

1. Submit letter of intent for approval of the
Head of Agency

1.1 Receive and discuss letter of intent

1.2 Present the letter of intent to the Head
of Agency for Approval or disapproval. If
approved, employee concerned will now

NONE

20 minutes; depends
on the availability of

HRMO-III

file his/her leave application in the usual
manner

the Head of Agency
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8. APLICATION FOR RETIREMENT

Description of the Service: This service is for facilitating the processing of retirement claim.

Office or Division Human Resources Management Unit
Classification Simple
Type of Transaction G2E-Government to Employees (G2G)
Who may avail All permanent employees and elective officials

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

N/A

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Log request for Application for Retirement in | 1.1 Receive and review request NONE 30 minutes Admin. Aide IV
the logbook then submit it to the in-charge 1.2 Let client fill-out form for GSIS Application for HRMO-I

Retirement;
*Advise client to wait for updates on his/her application
two (2) days after filing.

1.3 Review the accomplished form for GSIS Application HRMO -l
for Retirement;

*HRMO will fill-out and sign the endorsement at the
bottom of the form.

1.4 Prepare retiree endorsement to GSIS to be signed by Depend on the
the Head of Agency availability of the Head
of Agency
2. Prepare service record of the retiree to be signed by the Admin. Aide IV
HRMO and Head of Agency 15 minutes
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3.1 Gather and review requirements as to completeness

3.2 Gather all requirements and process for transmittal 30 minutes Admin. Aide IV
to GSIS to the officially designated GSIS Liaison Officer, HRMO-I
Transmit GSIS Application for Retirement to GSIS Office 1 day GSIS Liaison Officer
Give Feedback to clients/retirees thru phone call and/or 2 days from date of HRMO-III

in writing regarding status of their retirement application receipt from GSIS office

9. PROCESSING OF TERMINAL LEAVE BENEFITS FOR SEPARATED EMPLOYEES (RETIREMENT, RESIGNATION, TRANSFER AND
DEATH)

Description of the Service: This service is for facilitating the processing of terminal leave benefit claim.

Office or Division Human Resources Management Unit
Classification Simple
Type of Transaction G2E-Government to Employees (G2G)
Who may avail All permanent employees and elective officials

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

N/A
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Present duly approved letter of intent | 1.1 Computation of employees’ total earned
for optional retirement, resignation and | vacation leave and sick leave
transfer to other government agency.
1.2 Submit computation of total earned vacation NONE 20 minutes per ADMIN. Aide IV

*For death of an employee, immediate leave to the Municipal Budget Office for employee

family shall present death certificate appropriation.

1.3 Submit requirements to Municipal
Accounting Office for processing of terminal
leave benefits
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Notify client thru phone call when cheque is
ready for pick-up at the Municipal Treasury
Office

One week

Admin. Aide IV

10. ISSUANCE OF EMPLOYEE’S CLEARANCE (RETIREMENT, RESIGNATION, TRANSFER AND DEATH)
Description of the Service: This service is for facilitating the mandated clearance of an employee prior to separation from the agency.

Office or Division

Human Resources Management Unit

Classification

Simple

Type of Transaction

G2E-Government to Employees (G2G)

Who may avalil

All permanent employees and elective officials

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

N/A

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Present/ submit duly approved letter of | 1.1 Receive and verify the approval of the letter of
intent for optional and mandatory intent.
retirement, resignation and transfer to
other government agency. 1.2 Prepare the Clearance form and have the NONE 5 minutes Admin. Aide IV
client affix his/her signature HRMO-I
2. 2.1 Facilitate the routing of the clearance form to
different offices; One week Admin. Aide IV

2.2 Advise client to wait for notification that
his/her clearance is ready for pick up
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11. PROCESSING OF EMPLOYEES RESIGNATION

Description of the Service: This service is for facilitating the proper procedure with the intention to separate from agency.

Office or Division

Human Resources Management Unit

Classification

Simple

Type of Transaction

G2E-Government to Employees (G2G)

Who may avalil

All permanent employees and Job Orders

1. Submit letter of intent for
resignation

advise the employee to wait for the approval
of the Head of Agency

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
N/A
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1.1 Receive and evaluate details of resignation; | NONE 20 minutes

Agency

approval/disapproval
of letter of intent by
the Head of Agency

HRMO-III
1.2 Present the letter of intent to the Head of 1 day; depending on
Agency for approval or disapproval the availability of the
Head of Agency
2. 2.1 Notify the employee if letter of intent has
been approved or disapproved by the Head of Upon HRMO-III
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12. PROCESSING OF PAYROLL FOR JOB ORDERS (Every 15" and 30" of every month)

Description of the Service: This service is for facilitating the pay of Job Orders with the corresponding required proper attachments and  signatories.

Office or Division Human Resources Management Unit
Classification Simple
Type of Transaction G2E-Government to Employees (G2G)
Who may avalil Job Orders
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
N/A
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Submit Daily Time Record (DTR), pass | 1. Receive and review DTRs and attachments NONE 1 day HRMO-I
slips and /or travel orders, Attach
Accomplishment Reports
2.1 Prepare payroll to be signed by the 1 day Municipal Budget Office
2. Department Heads concerned, Disbursing Municipal Accounting Office
Officer, HRMO and the Head of Agency HRMO-III
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13. TREATMENT OF WALK-IN APPLICANTS

Description of the Service: This service is for facilitating the intent of the Job applicant to join in the agency human resource; whether from
the locality or from other places.

Office or Division Human Resources Management Unit
Classification Simple
Type of Transaction G2E-Government to Employees (G2G)
Who may avail All newly applicants
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
N/A
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Log applicant information in the 1.1 Interview applicant based on presented NONE 20 minutes
loghook credentials HRMO-I
HRMO-III
1.2 Advise client to wait for notification 1 week or upon
regarding feedback on his/her application Publication of any
vacant positions

14. TREATMENT OF JOB APPLICANT THROUGH MAIL OR EMAIL
Description of the Service: This service is for accommodating job applicants who applied through mail or email.

Office or Division Human Resources Management Unit
Classification Simple
Type of Transaction G2E-Government to Employees (G2G)
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Who may avail All newly applicants

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
N/A
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. 1. Review job application NONE 5 minutes per mail or

notification regarding feedback on his/her
application

1.2 Acknowledge and advise client to wait for further

email

1 week or upon any
publication of any
vacant positions

HRMO-III

15. PROCESS IN HIRING APPLICANTS

Description of the Service: This service is for recruitment, selection and placement of prospect job applicants..

Office or Division Human Resources Management Unit
Classification Simple
Type of Transaction G2E-Government to Employees (G2G)
Who may avail Prospect Job Applicants

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

N/A

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

1. 1. Submit vacant positions for publication and NONE 15 calendar days

posting to the CSC FO/RO; posting of vacant

three conspicuous places in the LGU

positions at the job portal of the CSC website and in

HRMO-I
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2. Post the selection line-up amongst qualified

applicants in three conspicuous places in the LGU

15 calendar days

ADMIN. AIDE IV

3. Conduct Human Resource Merit Promotion and
Selection Board (HRMPSB) screening/ deliberation to

To be done after 30
days prescribed period

Human Resource Merit and
Promotion and Selection Board

appointees of publication and (HRMPSB)
posting vacant
positions and posting
of the selection line-up
4, Conduct on-boarding orientation to appointees 1 day HRMO Team
5. Proceed to the usual appointment process 30 days period of HRMO-I
compliance of HRMO-III

requirements to be
submitted to the
CSCFO

FEEDBACK AND COMPLAINTS MECHANISM

How to send feedback

Send your commendation, complaints and suggestion through:
By accomplishing our feedback form and drop in our Suggestion Box.

e Through text message to mobile number 09175741176

How to feedbacks are processed

Feedbacks are evaluated at the end of the month or at the end of every
transacting day.

How to file a complaint

e  Written Complaint — Write your complaint and drop in our Suggestion Box
e Verbal Complaint — Directly approach the HRMO

How complaints are processed

Written and verbal complaints shall be attended to immediately by the HRMO
and will give feedback to clients as to action taken.

Contact information of Sumbungan ng Bayan

PCC

Presidential Complaints Center — 8888

ARTA

Anti- Red Tape Authority —478-5093
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HUMAN RESOURCE MANAGEMENT OFFICE
EXTERNAL SERVICES

1. Public Assistance and Complaints Desk (PACD)

Description of the Service: This service is in compliance with Republic Act 9485 also known as the Anti-Red Tape Act (ARTA) of 2007, the Local Government Unit of
Cabatuan, Isabela is mandated to take appropriate measures to promote transparency in the agency with regard to the manner of transacting with the public, with the objective of
reducing red tape and expediting transactions in government. To provide efficient public service, the Public Assistance and Complaints Desk shall observe this process in assisting
transacting public on their complaints regarding service/s availed.

Office or Division Human Resources Management Unit
Classification Complex
Type of Transaction G2G — Government to Client
Who may avail All permanent employees and elective officials
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None None
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Register in the logbook and give 1. Evaluate the complaint None 15 minutes Front Desk Clerk
information about the nature if the Human Resource Management
complaint Office
None 2. Conduct an interview and provide a general None 30 minutes Front Desk Clerk
orientation on the complaint procedure Human Resource Management
Office
None 3. Endorse the complaint to the concerned office for None 20 minutes Front Desk Clerk
appropriate action Human Resource Management
Office
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None 4. Concerned office shall address the complaint and None 1 day Front Desk Clerk
provide feedback Human Resource Management
Office
2. receive feedback about the complaint 5. Provide feedback to the client None 20 minutes Front Desk Clerk
through call and mail Human Resource Management
Office
TOTAL PHP0.00 1 Day, 1 hour and 25

minutes
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Republic of the Philippines
Province of Isabela

MUNICIPALITY OF CABATUAN
-00o0 -

Office of the Human Regsource Management Officer
Control No.

HELP US SERVE YOU BETTER!

This Client Satisfaction Measurement (CSM) tracks the customer experience of government offices. Your feedback on your recently concluded transaction will help this office provide a better service. Personal
information shared will be kept confidential and you always have the option to not answer this form.

Client type: |:| Citizen Business |:| Government (Employee or another agency)

Date: Sex Male Female Age:

Region of residence: —L I:l

Service Availed:
INSTRUCTION: Check mark (V) your answer to the Citizen’s charter (CC) questions. The Citizen’s Charter is an official document that reflects the services if a government agency/office including its requirements,
fees, and processing times among others:
CC1 Which of the following best describes your awareness of a CC?
1. T know what a CC is and I saw this Office’s CC.
2.1 know what a CC is but I did NOT see this office’s CC?
3. Ilearned of the CC only when I saw this office’s CC.
4.1 do not know what a CC is and I did not see one in this office. (Answer “N/A on CC2 and CC3)

CcC2 If aware of CC (answered 1-3 in CC1), would you say that the CC of this office was...?

|:| 1. Easy to see |:| 4. Not visible at all
2. Somewhat easy to see I:l 5.N/A
3. Difficult to see
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CC3 If aware of CC (answered codes 1-3 in CC1), how much did the CC help you in your transaction?

1. Helped very much 3. Did not help
2. Somewhat helped I:l 4. N/A

INSTRUCTIONS:

For SQD 0-8, please put a Check mark (V) on the column that best corresponds to your answer.

Strongly
Disagree

&

Disagree

Neit;er Agree nor

Disagree

Agree

Strongly Agree

N/A
Not Applicable

SQDO. I am satisfied with the service that [ availed.

SQD1. I spent a reasonable amount of time for my transaction.

SQD2. The office followed the transaction’s requirements and steps based on the information
provided.

SQD3. The steps (including payment) I needed to do for my transaction were easy and simple.

SQDA4. I easily found information about my transaction from the office or its website.

SQDS. I paid a reasonable amount of fees for my transaction.

SQD6. I feel the office was fair to everyone, or “walang palakasan”, during my transaction.

SQD7. I was treated courteously by the staff, and (if asked for help) the staff was helpful.

SQDS. I got what I needed from the government office, or (if denied) denial of request was
sufficiently explained to me.

Suggestions on how we can further improve our services (optional):

Email address (optional):

THANK YOU!

44




Republic of the Philippines
Province of Isabela

MUNICIPALITY OF CABATUAN

To be accomplished by the client
SURVEY MODE:

Name of Complainant: e InPerson
Office (If Applicable): e  Electronic
Residence Address:

Contact Number:

Dear Client (Minamahal naming Kliyente),

We at LGU Cabatuan strive to consistently provide effective and efficient services to meet our client’s needs. However, we understand that there may be times when our services do not meet your expectations. In this regard, may we
request you to help us improve by allowing us to hear your complaints.

(Kami, sa LGU Cabatuan ay lubos na nagsisikap upang patuloy na magbigay ng epektibo at mataas na kalidad ng serbisyo upang matugunan ang mga pangangailangan ng aming mga kliyente. Gayunpaman, nauunawaan namin na
maaaring may mga pagkakataon na ang aming serbisyo ay hindi sapat o nakakamit ang iyong mga inaasahan. Sa bagay na ito, aming hinihiling na kami ay iyong matulungan sa patuloy na pagbibigay ng serbisyong iyong nais
sapamamagitan ng pag-papaalam sa amin ng iyong mga reklamo.)

A. COMPLAINT DETAILS

Date and Time:
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Location of Incident
(Lugar ng Pangyayari):

Department Involved:

Name of Person Being Complaint
(Pangalan ng Rinereklamo):

Position(if known):

Reason or Cause of Complaint
(Ano ang Rinereklamo)
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OFFICE OF THE SANGGUNIANG BAYAN

Frontline Services: External



12.1ISSUANCE OF OFFICIAL RECORDS & DOCUMENTS

Office or Division

Office of the Sangguniang Bayan

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Citizens of the municipality and other persons, natural or judicial, who are in need of official
records and documents

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request letter Requesting party
2. Official receipt Office of the Municipal Treasurer
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING | PERSON/S RESPONSIBLE
TIME
4. Presents letter of request Examines the submitted | None 5 mins. SB Secretary

5. Payment of the corresponding fee

letter of request

Prepares the requested
document/certification

P50.00 for every page or
fraction thereof
typewritten/ computerized
not including the
Certificate and notation

P50.00 where the copy to
be furnished is in printed

10 mins.

SB Secretary
Municipal Treasurer
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form in whole or in part,
for each page

P50.00 for each
certificate of correctness
(with seal of Office)
written on the copy or
attached thereto.

P50.00 for certifying the
official act of the
Municipal Judge or other
judicial certificate with
seal.

P50.00 for certified
copies of any paper,
records, decrees,
judgment or entry of
which any person is
entitled to demand and
receive copy (in
connection with judicial
proceedings) for each

page

TOTAL

15 minutes
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13.RECEIPT OF BARANGAY ORDINANCES AND BARANGAY BUDGETS

Office or Division

Office of the Sangguniang Bayan

Classification

Simple

Type of Transaction

G2G-Government to Government

Who may avail

Barangay governments

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Twelve (12) copies of Barangay Requesting party
Ordinances/Barangay Budgets for
review/approval
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING | PERSON/S RESPONSIBLE
TIME
1. Submits Barangay Receive and make an None 20 minutes SB Secretary & CLERK IV
Ordinances/Barangay Budgets initial review on the
submitted Barangay
Ordinance/Barangay
Budget
TOTAL |0 20 minutes
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Office or Division

Cabatuan Municipal Library

Classification

Simple

Type of Transaction

G2G-Government to Government

Who may avail

Citizens of the Municipality, especially students who needs to do research works and other
educational related activities

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

List of books needed

Persons who want to do research work and other educational matters

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING | PERSON/S RESPONSIBLE
TIME
Fill- up client information in the log book Find the books and None 10 minutes LLSE Il and other employees
upon arrival in the Municipal Library other research materials detailed or assigned at the
needed and give them Cabatuan Municipal Library
to the client
Fill-up the request sheet for needed books | Assist and monitor the None
and other research materials activities of the client, While the
especially those using client is inside
the computer the Municipal
Library
Collect the books and None
other research materials
and check them before
the client leaves
TOTAL | 0 10 minutes
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OFFICE OF THE MUNICIPAL
PLANNING
& DEVELOPMENT COORDINATOR

Frontline Services: External



1.

ISSUANCE OF LOCATIONAL CLEARANCE

Office or Division

Office of the Municipal Planning and Development Coordinator

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avalil

All clients, business establishments and government entities needing Location Clearance

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.

Duly accomplished and notarized
Application Form

MPDC Office

2. Authenticated Lot Title (Photo Copy) Land Registration Administration (LRA)
3. In the absence of any existing certificate
of title in the name of the applicant,
submit Assessor’s Office
a. Certified thru copy of the latest tax
declaration and MPDC Office
b. Pro-forma affidavit To be provided by client
Deed of Absolute Sale, Contract of
Lease, Extrajudicial Settlement (if the lot
is not owned)
4. Vicinity Map (duly signed and sealed) Applicant
5. Site Development Plan (duly signed and | Applicant
sealed)
6. Program of Work/Bill of Materials Applicant
7. Conversion/ Exemption Certificate from DAR office
DAR if the lot is an Agricultural (for
applicable projects only)
8. Official Receipt for payment of filing and | Office of the Municipal Treasurer

legal research fees
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CLIENT STEPS AGENCY ACTION FEES PROCESSING PERSON/S RESPONSIBLE
TO BE TIME
PAID
1. Sign in client log book and 1.1 Conduct brief interview on the client and None 3 minutes
submit the accomplished provide application and checklist of
forms and requirements. requirements
2. Signin client log book and 2.1 Evaluate completeness of documents None 5 minutes
submit the accomplished submitted based on the checklist of Administrative Assistant V
forms and requirements. requirements. Check Land Use Conformity
based on the Zoning Map. Project Development Assistant
3. Submit Application Form and Conduct ocular inspection of the lot and None 1 day
required documents. project. Shall assess if Administrative Aide IV
reclassification/conversion is needed
4. Get order of payment and pay | 4.1 Prepare and compute the corresponding | Please 3 minutes Administrative Aide IV
the zoning clearance fee at fee for zoning clearance see
the Treasury Office. Give the schedule
Official Receipt and wait for of fees
your document to be
processed 4.2 Receive Official Receipt and prepare for None 2 minutes
the Location Clearance
5.1 Endorse the Location Clearance to the None 3 minutes Administrative Assistant V
Municipal Zoning Administrator for signature.
Administrative Aide IV
5.2. Signed/ Releases of Location Clearance None 2 minutes MPDC
5. Receiving of Locational Issue and record Locational Clearance. None 2 minutes Administrative Aide IV
Clerance
TOTAL 1 day,
20 minutes
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2. ISSUANCE OF ZONING CERTIFICATION

Office or Division

Office of the Municipal Planning and Development Coordinator

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

All clients securing Zoning Certification

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.

Certified True copy of Title/s (Photo copy)

Land Registration Administration (LRA)

of the landholdings based on the
approved CLUP and Zoning
Ordinance for the following
applicable purpose:
a. For titling purposes
b. For reclassification or
conversion purposes

— 2 copies
2. Site Development Plan Applicant
3. Vicinity Map Applicant
4. Latest Tax Declaration (Photo copy) Applicant
— 2 copies Assessor’s Office
5. Official Receipt for the transaction Office of the Municipal Treasurer
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON/S
PAID TIME RESPONSIBLE
1. Sign in the client logbook 1.1. Conduct brief interview on the None 3 minutes
client. Issues listing of
requirements Administrative Assistant
1.2. Submit application Form and 1.2. Received and evaluate the None 3 minutes Vv
required documents completeness of documents
submitted. Administrative Aide IV
1.3. Verify the zoning classification None 10 minutes

Project Development
Assistant

Administrative Aide IV
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3.

c. ForECC

2. Secure order of payment for 2.1.Prepare and issue order of Please see 3 minutes
Zoning certification. payment duly signed by the Zoning | schedule of fees

Administrator.
3.Payment at Treasurer’s Office Preparation of Signed Zoning None 4 minutes
and Presentation of Official Certification Administrative Assistant
Receipt. \%

Administrative Aide IV

4. Received signed Zoning 4.1 Evaluate and approved the None 2 minutes
Certificate Zoning Certificate MPDC

4.2 Record the processed None 2 minutes Administrative Aide IV

document in the logbook and

released it to the client

TOTAL 27 minutes

ISSUANCE OF STATISTICAL AND NON-STATISTICAL DATA

Office or Division

Office of the Municipal Planning & Development Coordinator

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avail

All clients, business establishments and government entities needing Zoning Certificate

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request Letter of Requesting party address

Applicant

2.

to the mayor and to the MPDC
Tax Declaration of the Property for
certification

Official Receipt for the transaction
Vicinity Map

Municipal Assessor’s Office
Office of the Municipal Treasurer
Applicant
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CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
1. Sign in the client logbook 1.1. Conduct brief interview on | None 3 minutes
and submit Request Letter the client. Received and
evaluate the completeness
of documents submitted. Administrative Aide IV
Project Development Assistant
1.2. Forward the letter request 10 minutes
to the Office of the mayor Administrative Assistant V
for approval. If approve,
proceed to process the
request.
1.3. Asks the client if the None 1 minute
requested document/s is in Administrative Assistant V
Hard or Soft Copy
1.4. If Hard Copy — prepare the | Please see 10 minutes Administrative Aide IV
requested document and schedule of
sealed Fees Project Development Assistant
1.5. If Soft Copy- ask for None 10 minutes Municipal Treasurer’s Collection Clerk
client’s flash drive and save
pdf file or email address of
the requested document/s.
2. Paymentto Office of the Municipal Treasure’s
Treasurer’'s Office. Collection Clerk
3. Present Official Print the requested document/s. None 5 minutes
Receipt for requested
document/s in Hard Project Development Assistant
Copy
4. Receive the Issue the requested document/s 2 minutes MPDC
requested
document/s.
TOTAL 41 minutes
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OFFICE OF THE MUNICIPAL
CIVIL REGISTRAR

Frontline Services: External



1. REGISTRATION OF BIRTH

Office or Division

Office of the Municipal Civil Registrar

Classification

Simple

Type of Transaction

G2C-Government to Citizens

Who may avail

Citizens whose child has just been given birth

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Official Receipt
2. Child’s Information

Municipal Treasurer’s Office

Hospital and birthing facility where the child were born

CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON/S
PAID TIME RESPONSIBLE
1. Accomplish four copies of Provides Certificate of Live | P130.00 5 minutes Admin. Aide/Registration
Certificate of Live Birth with Birth Form to the client Officer
signature of informant and Prepares the COLB,;
attendant at birth. Verifies/screens entries in 30 minutes Admin. Aide/Registration
the Certificate of Live Birth; Officer
2. Pays required fees at the and assigns registry
treasury Office number MCR
. Signs the Certificate of Live
Birth and release the
documents
TOTAL | P 130.00 35 minutes
2. REGISTRATION OF DEATH
Office or Division Office of the Municipal Civil Registrar
Classification Simple
Type of Transaction G2C-Government to Citizens
Who may avalil Citizens whose family member died
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Official Receipt of Burial Permit Fee Municipal Treasurer’s Office
2. Information of the Deceased Family Members
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CLIENT STEPS

AGENCY ACTION

FEES TO BE PAID

PROCESSING

PERSON/S

P7,250.00 for Niche New
Cemetery

P1,740.00 (for new cemetery)
Memorial Type

P400.00 (for old cemetery)
P1,700.00 for 1st-3" level
apartment type

P1, 200.00 for 4t"-5'" Jevel
apartment type

TIME RESPONSIBLE
1. Accomplish 4 copies 1. Provides Certificate of Death | P100.00 burial fee 5 minutes Admin.
Certificate of Death with Form to the Client. P7,250.00 for Niche New Cemetery Aide/Registration
corresponding signatures of: 2. Prepares, receives, reviews, | P1,740.00 (for new cemetery) 30 minutes Officer
a. Informant verifies entries in the form; Memorial Type
b. Clerk who prepared assigns registry number P400.00 (for old cemetery)
the document 3. Signs the certificate of death | P1,700.00 for 1st-3" level apartment
c. Attendant at Death 4. Release the document. type MCR
d. Reviewer P1, 200.00 for 4™"-5™" level apartment
type
2. Pay the prescribed fees at
the Treasurer’s Office
TOTAL | P100.00 burial fee 35 minutes

3. REGISTRATION OF MARRIAGE

Office or Division

Office of the Municipal Civil Registrar

Classification

Simple

Type of Transaction

G2C-Government to Citizens

Who may avail

Citizens who just married/Solemnizing Officer who officiate the marriage.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Official Receipt

Municipal Treasurer’s office
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING PERSON/S
TIME RESPONSIBLE
1. Submit four copies duly . Verifies whether the record P130.00 15 minutes Admin.
accomplished Certificate of is Receives the Certificate of Aide/Registration
Marriage Marriage and assign registry Officer
number.
2. Pay the prescribed fee at the Records the document in the
Treasurer’s Registry book. Admin.
Office Signs the Certificate of Aide/Registration
marriage Officer
Issues and releases the MCR
document.
TOTAL | P130.00 15 minutes

4. DELAYED REGISTRATION OF BIRTH/DEATH AND MARRIAGE

Office or Division

Office of the Municipal Civil Registrar

Classification

Simple

Type of Transaction

G2C-Government to Citizens

Who may avail

Citizens who missed registration of their birth/death/marriage on the
prescribed period

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

oD~

PSA Negative Result
Affidavit of late registration
Registrant’s Affidavit
Joint Affidavit of Two disinterested parties
Official Receipt

ADDITIONAL REQUIREMENTS
FOR BIRTH:

Philippine Statistics Authority thru BREQS
MCR Office of Municipal Mayor
MCR Office

MCR Office or Municipal Mayor
Municipal Treasurer’'s Office
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. Barangay Certificate of Residency/ Indigency

. National ID/ EPHil ID/Digital ID/Validated

transaction slip (0-1year old is not mandatory)

c. Identification cards (government issued)

d. Marriage Certificate (if married)

e. Proof of identity of Parents (COLB/COD/Valid
ID)

f. Certificate of Marriage of parents

g. 2 pcs Unedited 2 x 2 front-facing ID picture with
white background

h. Conduct of Field Visit

T Q

Any of two (2) of the following documentary evidences

i. School Records

j- Income Tax Return
k. Insurance Policy

|. Baptismal Certificate
m. Medical Record

FOR NON- MARITAL CHILD (below 18 years old)

a. Affidavit of whereabouts of the mother if the
mother is not available
b. Affidavit of Paternity
c. Affidavit of Acknowledgement of paternity
(Born before 03 August 1988)
d. Affidavit to Use the Surname of the Father

NON- MARITAL CHILD (18 years old and above)

a. Affidavit of Paternity

Barangay where the applicant resides
Philippine Statistics Authority

Government Offices
PSA/Municipal Registry where the applicant’'s marriage was registered
PSA/Municipal Registry where the parents were born/died/government

issued ID
PSA/Municipal Registry where the parents were married

MCR

School where the applicant studied
BIR

Church where the applicant was baptized
Medical Doctor

MCR Office or Notary Public

MCR Office or Notary Public
MCR Office or Notary Public

MCR Office or Notary Public
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b. Affidavit of Acknowledgement of paternity
(Born before 03 August 1988)

c. Affidavit to Use the Surname of the Father

d. Personal Appearance

ONE OF THE Parents is a FOREIGNER

a. Valid passport or Bl Clearance of Certificate or
ACR-I Card of foreign parent
b. Personal Appearance

FOR DEATH

a. Certificate of Funeral Parlor with Official Receipt
b. Doctor’s Certificate
c. Picture of Lapida

FOR MARRIAGE

a. CENOMAR (for Husband and Wife)

b. Local Copy of Unregistered COM

c. Birth Certificate of their child (PSA copy)
showing the date of Marriage of Parents

MCR Office or Notary Public
MCR Office or Notary Public

MCR Office or Notary Public

DFA / Bureau of Immigrations

Funeral Parlor
Medical Doctor
Cemetery

PSA
MCR
PSA
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
1. Present document for delayed 1. Verifies whether the document for | P315.00 30 mins. MCR
Registration late registration is available at the
archives; if not, advises client to
submit supporting documents.
2. Pay the prescribed fee to the 2. Prepare the Certificate of Live Admin. Aide/Registration
Treasurer’s Office Birth/Certificate of Officer
3. Claims document. Death/Certificate of Marriage
3. Issues a claiming slip; advises Ten (10) working | MCR/Registration
client to come back after ten (10) days Officer
days
4. The document is released.
TOTAL | P315.00 10 working
days, 30
minutes
5. APPLICATION FOR MARRIAGE LICENSE
Office or Division Office of the Municipal Civil Registrar
Classification Simple
Type of Transaction G2C-Government to Citizens
Who may avalil Citizens who are planning to get married
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

. Birth Certificate of both parties

. Certificate of No Marriage (CENOMAR)

. Certificate of Legal capacity, if foreigner

. Consent of parents (for aged 18-20)

. Advise of Parents (for aged 21-24)

. Valid ID

. Divorce/Annulment papers (For Divorced/Annulled
Applicants)

. Death Certificate of Spouse (for widowed)

. Official Receipt

NOoO O~ WN -

© 00

MCR of their municipality of birth

Philippine Statistics Authority/LCR thru BREQS
Consular Office of their country of origin
Parents

Parents

Government issued ID

Court where either petitioner filed

PSA/Municipal Civil Registrar where the spouse died
Municipal Treasurer’'s Office
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
1. Accomplish application form for Screens/verifies entries made in P935.00 — Mayor 15 minutes Administrative Aide/
Marriage License in 4 copies the Application for Marriage Registration Officer
2. Pay the prescribed fees at the Treasury License P635.00- Church
Office Assigns Registry Number After 10 days Administrative
Releases the Application for posting Aide/Registration
Marriage License Officer/MCR
TOTAL | P935.00 — Mayor 10 days, 15
minutes
P635.00- Church
6. ISSUANCE OF MARRIAGE LICENSE
Office or Division Office of the Municipal Civil Registrar
Classification Simple
Type of Transaction G2C-Government to Citizens
Who may avalil Citizens who are planning to get married.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Certificate of Pre-Marriage Counselling POPCOM
2. Official Receipt of payment Municipal Treasurer’s Office
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON/S RESPONSIBLE
PAID TIME
1. Present to personnel concerned the Determine if 10-day posting is 5 minutes Admin. Aide/Registration Officer
Application for Marriage License. observed
2. Pay the prescribed fee at the Releases the Marriage License P2.00 5 minutes
Treasurer's Office Signs document. MCR
TOTAL | P2.00 10 minutes
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7. ENDORSEMENT OF DOCUMENTS TO PSA, OCRG

Office or Division

Office of the Municipal Civil Registrar

Classification

Simple

Type of Transaction

G2C-Government to Citizens

Who may avalil

documents in security paper

Citizens who were issued PSA negative results of their civil registry documents and needs a copy of their

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. 2 Valid IDs (government issued)
2. Official Receipt

Government offices
Municipal Treasurer’s Office

CLIENT STEPS

AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
1. Present the PSA negative certification 1. Verifies the record is available. P130.00 for Local 5 minutes Admin. Aide/Registration
2. Pay the prescribed fee at the Treasury 2. If available, prepare the necessary P180.00 for abroad Officer
Office documents.
3. Wait for more or less one to two months 3. Sign the endorsement and other
for those prefer the endorsement to be documents 5 minutes MCR
done through the BREQS facility. 4. Forward the OCRG copy and civil
registry document with
endorsement through any available
courier service and follows-up at
PSA-East Avenue, Quezon City
after days
TOTAL | P130.00 for Local 10 minutes

P180.00 for abroad
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9.

FOR ANNOTATION IN THE CIVIL REGISTRAR THROUGH COURT ORDER/DECREES AND LEGAL INSTRUMENTS

Office or Division

Office of the Municipal Civil Registrar

Classification

Complex

Type of Transaction

G2C-Government to Citizens

Who may avail

Citizens whose documents need annotation in the Civil Registrar

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Certificate of finality MCR Office
2. Duly Certified true copy of the decision C/MCR Office where the decision was rendered
3. Certificate of registration C/MCR Office where the decision was rendered
4. Official Receipt Municipal Treasurer’s Office
5. Civil registry documents to be annotated MCR Office/PSA
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
1. Request for Annotation 1. Issues checklist of requirements. P130. 00 for local 5 minutes MCR/Registration
Submit to the personnel in-charge the 2. Reviews the submitted documents P180.00 for abroad 30 minutes Officer
supporting documents for annotation and advises client to pay the
3. Proceed to the Treasurer’s Office and pay prescribed fee for annotation.
the prescribed fee. 3. Prepare the documents for
endorsement P500.00 for Legal
4. Forward the copy for OCRG Instrument 5 minutes
through any available courier
service and to follow-up the same at
PSA-East Avenue, Quezon City
after 1 month.
TOTAL | P130. 00 for local 40 minutes

P180.00 for abroad

P500.00 for Legal
Instrument

ISSUANCE OF BIRTH, DEATH and MARRIAGE CERTIFICATE

| Office or Division

| Office of the Municipal Civil Registrar
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Classification

Complex

Type of Transaction

G2C-Government to Citizens

Who may avalil

Citizens who need a copy of their civil registry document

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Official Receipt Municipal Treasurer’s Office
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON/S RESPONSIBLE
PAID TIME
1. Requests for verification of birth/ 1. Issues application form for P130. 00 for 5 minutes Admin/aide/registration
death and/or marriage certificate verification local Officer
2. Fills-up application form for 2. Verifies documents from the registry | P180.00 for 5 minutes
verification books abroad
3. Pays the prescribed fee at the 3. If available from the file, prepares 5 minutes
Treasurer’s Office the certification
4. For signature of the verifier and MCR
MCR Admin. Aide/Registration
5. Issuance/Releases the document Officer
TOTAL | P130. 00 for 15 minutes
local
P180.00 for
abroad

10.ISSUANCE OF SUPPLEMENTAL REPORT

Office or Division

Office of the Municipal Civil Registrar

Classification

Simple

Type of Transaction

G2C-Government to Citizens

Who may avalil

Citizens whose documents are found to have a missing entry in their birth certificate of certificate of death

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

PONM=

Civil Registry document in security paper
Supporting Documents (COLB/COM/valid ID)
Affidavit of Supplemental report

Official Receipt

PSA

PSA/MCR where the event occurred/government issued ID

MCR Office or Lawyer
Municipal Treasurer’s Office
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P100.00 (for
local)
P500.00(for
Abroad)

CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON/S RESPONSIBLE
PAID TIME
1. Present the Birth/Death and/or 1. Verifies the document in the registry | P 500.00 for 5 minutes Registration Officer
Marriage certificate with missing book and if found to be available legal
entry advice the client to apply for instrument
2. Pay the prescribed fee at the supplemental report
Treasurer’s Office 2. Prepares the necessary document P100.00 (for 15 minutes Registration Officer
3. Submit affidavit of supplemental for endorsement local)
report to the clerk responsible 3. Signs and issues the document with | P500.00( for MCR
supplemental report Abroad)
TOTAL | P 500.00 for 30 minutes
legal
instrument

11.PETITION FOR CORRECTION OF CLERICAL ERROR/CHANGE OF FIRST NAME (RA9048)

Office or Division

Office of the Municipal Civil Registrar

Classification

Complex

Type of Transaction

G2C-Government to Citizens

Who may avalil

Citizens whose documents are found to have erroneous entries.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Official Receipt
For CCE-at least 3-4 documents listed below:
1. COLB/COD/COM/Valid Id of the person whose
entry in the document needs to be corrected
2. Baptismal certificate
3. Voter's Certification

Municipal Treasurer’s Office

PSA/MCR where the event occurred/government issued 1D

Church where applicant was baptized

Commission of Election where the applicant is registered
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Marriage Certificate

SSS/GSIS Record

Medical Record

. School Record

In addition, at documents below for CFN:

NBI Clearance

Police Clearance

Court Clearance

Certificate of Publication

Certificate of Employment/Non-employment

Nooahs

aPowONn -~

SSS/GSIS
Doctor

NBI Office

PNP headquarter
Court

Publication

MCR Office where the marriage was registered/PSA

School where the applicant studied

Office where the applicant is employed

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
1. Present the Birth/ Death and/or . Advise the client to file petition for P1,000.00 (for *CCE) 5 minutes MCR
Marriage Certificate with erroneous correction of clerical error & change
entries to the employee in-charge. of first name and give requirements | P3,000.00 (for **CFN)
2. Submit documents needed & pay to accomplish.
the prescribed fee. . Prepare petition for change of 15 minutes MCR

3. Wait for 10 days posting & 15 days
publication.

*CCE-Correction of Clerical Error
**CFN-Change of First Name

name/correction of clerical error.

. Review the petition on CCE & CFN.
. Release the petition on CCE &

CFN.

After 10 days
posting period

Registration
Officer/MCR

TOTAL

P1,000.00 (for *CCE)
P3,000.00 (for **CFN)

10 days, 20
minutes
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12.PETITION FOR CORRECTION OF CLERICAL ERROR/CORRECTION OF SEX AND DATE OF BIRTH INVOLVING DAY AND MONTH
ONLY (RA10172)

Office or Division Office of the Municipal Civil Registrar
Classification Complex
Type of Transaction G2C-Government to Citizens
Who may avalil Citizens whose documents are found to have erroneous entries in their sex or date of birth
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Official Receipt Municipal Treasurer’s Office
2. COLB PSA/Municipal Civil Registrar
3. Baptismal certificate Church where applicant was baptized
4. Voter's Certification Commission of Election where the applicant is registered
5. Marriage Certificate MCR Office where the marriage was registered/PSA
6. SSS/GSIS Record SSS/GSIS
7. Medical Record Doctor
8. School Record School where the applicant studied
9. NBI Clearance NBI Office
10. Police Clearance PNP headquarter
11. Court Clearance Court
12. Certificate of Publication Publication
13. Certificate of Employment Office where the applicant is employed
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S
BE PAID TIME RESPONSIBLE
1. Present the Birth/ Death and/or 1. Advise the client to file petition for P3,000.00 | 5 minutes MCR
Marriage Certificate with erroneous correction of clerical error & give
entries to the employee in-charge. requirements to accomplish.
2. Submit documents needed & pay 2. Prepare petition for correction of
the prescribed fee. clerical error. 15 minutes Registration Officer
3. Wait for 10 days posting & 15 days 3. Review the petition on CCE.
publication. 4. Release the petition on CCE. MCR
TOTAL | P3,000.00 | 20 minutes
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13.REGISTRATION OF LEGAL INSTRUMENT (LEGITIMATION, AFFIDAVIT TO USE THE SURNAME OF THE FATHER, OTHER LEGAL
INSTRUMENTS)

Office or Division Office of the Municipal Civil Registrar
Classification Simple
Type of Transaction G2C-Government to Citizens
Who may avalil Citizens whose documents need annotation
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Birth Certificate of the child MCR/PSA
2. AUSF/ Affidavit of admission of paternity MCR/Lawyer/ Notary Public
3. Marriage contract of parents (for legitimation) | C/MCR where the parent’'s marriage was registered
4. Official Receipt
Municipal Treasurer’s Office

CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON/S
PAID TIME RESPONSIBLE
1. Requests registration of legal 1. Issues list of requirements P500.00
instrument 2. Accepts and reviews presented 30 minutes Registration Officer
2. Submits requirements requirements for registration &
3. Proceed to the Treasurer's office annotation.
and pay the prescribed fee 3. Administer oath on Legitimation, 5 minutes MCR

AUSF, and others
4. Records the legal instrument in the
Civil Registry book Registration Officer
5. Endorse the Legal Instrument to
PSA OCRG Quezon, City (for
Issuance of document in security

paper).

TOTAL | P500.00 35 minutes
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14.HOW TO SECURE CIVIL REGISTRY DOCUMENTS IN SECURITY PAPER THRU THE BREQS FACILITY

Office or Division

Office of the Municipal Civil Registrar

Classification

Simple

Type of Transaction

G2C-Government to Citizens

Who may avalil

Citizens who need civil registry documents in security paper

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.

Official Receipt

Municipal Treasurer’s Office

PRESENT acknowledgement
slip on the date of release

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
1. Requests for verification. 1. Provides Verification Form P255.00(Birth/Death/Marriage) Admin.
2. Accomplish Verification Form 2. Screens/verifies entries in the P310 5 Minutes Aide/Liason
on: verification form. (For CENOMAR) Officer
a. Birth 3. Issues Acknowledgment Slip to
b. Death client
c. Marriage 4. Brings request to PSA 4 working days (IF
d. CENOMAR Tuguegarao or Nueva Vizcaya request is submitted
3. Pay the prescribed fee at the 5. Issues and releases the ON TIME for the
Treasurer's Office. document in security paper. BATCH REQUEST)
4. Proceed to BREQS corner and

TOAL

P255.00(Birth/Death/Marriage)
P310(For CENOMAR)

4 days, 5 minutes
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OFFICE OF THE MUNICIPAL
BUDGET OFFICER

Frontline Services: External



. ISSUANCE OF OBLIGATION REQUEST

Office or Division

Office of the Municipal Budget Officer

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avail

Persons, natural or juridical, who has claims with the local government unit for goods delivered or
services rendered, payment of payrolls and AICS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For payment of procured goods or services
rendered:

1. Approved Purchase Request

2. Approved Purchase Order
3. Delivery Receipts/Bills
4,

Procuring Office
Procuring Office

Supplier/s
Certified Acceptance Form for
goods/services delivered
For payment of payroll:
1. Approved payroll
CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING | PERSON/S RESPONSIBLE
PAID TIME
6. Submits approved supporting 1. Prepares Obligation request None 5 mins. Budget Officer I
documents enumerated in the form
requirements checklist 2. Affixes signature to the None 5 mins. MBO
Obligation request form, certify
existence of appropriation
TOTAL | 0 10 minutes
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2. PRELIMINARY REVIEW OF BARANGAY ANNUAL BUDGET

Office or Division Office of the Municipal Budget Officer
Classification Simple
Type of Transaction G2G-Government to Government
Who may avail Barangay governments for the review of their Barangay Budget
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Proposed Budget complete with:
a. Approved Annual Investment Program Barangay Development Council
b. Budget Message Punong Barangay
c. Approved Appropriation Ordinance Barangay Treasurer/Brgy. Chairman on Appropriations
d. Plantilla of Personnel Barangay Treasurer/Brgy. Chairman on Appropriations
e. Statement of Indebtedness, if any Barangay Treasurer/Municipal Accountant
f. DILG endorsed GAD Plan Barangay GAD Focal Point System/MLGOO
g. Reviewed Barangay Disaster Risk Reduction Management | BDRRMO
Plan
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON/S
BE PAID TIME RESPONSIBLE
1. Submits proposed Barangay 1. Recalculates mathematical accuracy and
Budget with supporting checks completeness of requirements per None
documents enumerated in checklist on the provisions of mandatory
the checklist of requirement budgetary requirements as provided in RA 7160 1 day
Budget
2. Confirms accuracy of the first two actions and officer |
determines correctness and legality of the
appropriations. None
3. Affixes signature to the Review Certification
None
MBO
TOTAL | 0 1 day
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OFFICE OF THE MUNICIPAL
ACCOUNTANT

Frontline Services: External



PREPARATION OF ACCOUNTANT’S ADVICE FOR PAYMENTS THRU CHEQUE

Office or Division

Office of the Municipal Accountant

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Persons, natural or juridical, who have claims with the local government unit whose payment is made in

cheque.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. DV with signatures of:
a. Municipal Accountant
b. Municipal Treasurer
c. Mayor or Authorized Signatory
2. Cheque with signatures of:
a. Mayor (or authorized signatory)
b. Municipal Treasurer
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON/S
PAID TIME RESPONSIBLE
7. Submit Duly approved DV with Review/verify attached documents None 3 minutes Accounting Clerk
attached cheque and Documents Encode/Prepare Accountant's 3 minutes [I/Management and Audit
Advice None Analyst |
8. Receive duly approved DV with Review Encoded File 4 minutes Municipal Accountant
complete attachments including Upload File None 5 minstes Accounting Clerk
cheque & Accountant's Advice Approved ACIC File 5 minstes [I/Management and Audit
Analyst |
Municipal Accountant
TOTAL | O 20 minutes
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Office or Division

Office of the Municipal Accountant

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Persons, natural or juridical, who have claims with the local government.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. For Supplies and materials:
a. Approved Purchase Request
b. Approved Purchase Order, accepted by the supplier and stamp
received by COA
c. Approved Quotations (at least 3 suppliers)
d. Approved Abstract of Quotations and Awards (at least one
quotation)
e. Signed Inspection and Acceptance Report
f.  Original Copy of Delivery Receipt/Supplier’s Invoice
g. Approved Procurement Plan
h. Approved OBR
2. ForTEVs:
a. Travel Order
b. Duly approved ltinerary of Travel
c. Letter of Invitation of Host/Agency/Organization
d. Certificate of Appearance/Attendance
e. Certificate of Travel Completed
f. Official Receipt
g. Bus/Plane/Boat Tickets, Boarding pass, Terminal Fee
h. For Plane fare, Flight Itinerary issued by the airline/ticketing
office/travel agency
i. Approved OBR
CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON/S RESPONSIBLE
PAID TIME
1. Submit OBR and supporting 1. Check the submitted documents None 5 mins. Rollyn Andrea T. Castro
documents 2. Prepare Disbursement Voucher
3. Review supporting documents, None 5 mins. Rollyn Andrea T. Castro
affixes signature as to allotment
None 10 mins.
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2. Receives signed/certified
documents

obligation and completeness of
supporting documents

Christine V. Entera-Municipal
Accountant

TOTAL

20 minutes

OFFICE OF THE MUNICIPAL
TREASURER




Frontline Services: External

1. ASSESSMENT AND PAYMENT OF BUSINESS PERMIT AND LICENSE (NEW AND RENEWAL)

Office or Division Office of the Municipal Treasurer
Classification Complex
Type of Transaction G2C-Government to Citizen
Who may avalil Persons, natural or juridical, who are engaged or about to engage in business within the
municipality
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Approved for assessment of Business Business Permits & Licensing Office (Evangeline C. Sejalvo)
permit application from BPLO
2. Business tax bill Municipal Treasurer’'s Office (Assistant Municipal Treasurer/ Administrative Assistant Il)
CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON/S
PAID TIME RESPONSIBLE
1. Awaiting online payment Assessment of Business Tax None 10 minutes Assistant Municipal
notification Treasurer
Amount Admin. Aide VI
computed in 3 minutes
Verification of payment thru eGov pay the Tax Bill Any of the Revenue
Collection Clerk
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2.

Pay the corresponding tax thru
authorized online payment
platforms

TOTAL

13 minutes

2. BRANDING OF CATTLE

Office or Division

Office of the Municipal Treasurer

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avail

Persons, natural or juridical, who would like to register their ownership of large cattle

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.

2.
3.

Private brand/mark, wood and other Owner

materials needed for the branding
Official Receipt
Community Tax Certificate

Municipal Treasurer’'s Office (Assistant Municipal Treasurer/ Administrative Assistant Il)
Barangay Treasurer or Municipal Treasurer’s Office

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

1. Requests for schedule of Make schedule of branding None 2 minutes Ticket Checker

branding

Branding of large cattle None 2 hours min. per

2. Provide private brand/mark and large cattle Ticket Checker

the materials for the branding of

large cattle Issuance of Official Receipt 3 minutes

Ticket Checker
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3.

4.

Payment of required fees

Presents Official Receipt and
Community Tax Certificate

Issuance of Certificate of Ownership

P100.00-
Certificate of
Ownership
P5.00- Stamp
of the
certificate
None

10 minutes

Ticket Checker

TOTAL

P105.00

2 hours,
15 minutes

3. CERTIFICATE OF TRANSFER (LARGE CATTLE)

Office or Division

Office of the Municipal Treasurer

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avail

Persons, natural or juridical, who purchased large and who would like to transfer ownership to

their name.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Certificate of Ownership Vendor of large cattle
2. Deed of Sale/Police Certification Notary Public/PNP
3. Official Receipt Municipal Treasurer’s Office
CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON/S
PAID TIME RESPONSIBLE
1. Presentation of documents Verification of the documents None 5 minutes Ticket Checker
2. Payment of fees Issuance of Official receipt and Certificate of | 2 minutes Ticket Checker
Certificate of Transfer Transfer —
P100.00;
Stamp of the
Certificate —
P10.00
TOTAL | P110.00 7 minutes
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4. COLLECTION OF BUILDING PERMIT FEES, LOCAL CIVIL REGISTRY FEES, SECRETARY’S FEES, TAX CLEARANCE &
ZONING/LOCATIONAL CLEARANCE

Office or Division

Office of the Municipal Treasurer

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Persons, natural or juridical, who need various services of the LGU for their various purposes

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.

2.

3.

For Building Permit Fees: Computation of
Building Permit Fees

For Local Civil Registry: Order of
Payment

For Secretary’s Fees: Presentation of
number of pages for payment; CTC

For Tax Clearance: Community Tax
Certificate

For Zoning/Locational Clearance: Order
of Payment

Office of the Municipal Engineer

Office of the Municipal Civil Registrar

Office where document is sourced

Barangay Treasurer or Municipal Treasurer’s Office

Office of the Municipal Planning & Development Coordinator (MPDC)

appropriate for the transaction:
Computation of Building Permit
Fees;

Order of Payment from MCR;
Number of Pages for payment of
Secretary’s Fees;

Community Tax Certificate for
Tax Clearance;

Order of Payment from MPDC

Citizen’s Charter of
Office requiring the
payment of fees

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
1. Presentation of document Issuance of Official Receipt As computed based on | 2 minutes Any Revenue Collection

Clerk
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TOTAL |

| 2 minutes

5. COMMUNITY TAX

Office or Division

Office of the Municipal Treasurer

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avail

Inhabitants 18 years old and above who has been regularly employed for at least 30 consecutive
working days or is engaged in business or occupation and juridical persons engaged in business
sited in the municipality

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.

Any VALID ldentification card or
document

National government agency/ies issuing valid 1D

Pay the corresponding business
tax

Issuance of Community
Tax Certificate

For individuals: P5.00 basic
annual tax P1,000.00 of
income regardless of
whether from business,
exercise of profession or

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING | PERSON/S RESPONSIBLE
TIME
1. Request the issuance of Process the application None 5 minutes Any Revenue Collection
Community Tax Certificate Clerk
3 minutes

Any Revenue Collection
Clerk
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from income from property;
For juridical persons:
P500.00 annual community
tax and additional tax
provided under Sec. 158
RA 7160

TOTAL

8 minutes

. COMMUNITY TAX (ONLINE APPLICATION)

Office or Division

Office of the Municipal Treasurer

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avail

Inhabitants 18 years old and above who has been regularly employed for at least 30 consecutive
working days or is engaged in business or occupation and juridical persons engaged in business
sited in the municipality

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Any VALID Identification card or document

National government agency/ies issuing valid 1D

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING | PERSON/S RESPONSIBLE
TIME
1. Fill-in forms thru eGovph App Process the online None 5 minutes Any Revenue Collection
application Clerk
3 minutes
2. Pay the corresponding tax thru Issuance of Community For individuals: P5.00 basic Any Revenue Collection
authorized online performs Tax Certificate annual tax P1,000.00 of Clerk
income regardless of
3. Proceed to the Treasury Office for whether from business, 2 minutes
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the pick-up of Community Tax Issuance of Community exercise of profession or Any Revenue Collection
Certificate Tax Certificate from income from property; Clerk

For juridical persons:
P500.00 annual community
tax and additional tax
provided under Sec. 158
RA 7160

TOTAL 10 minutes

7. PAYMENT OF REAL PROPERTY TAX (RPT)

Office or Division

Office of the Municipal Treasurer

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avalil Persons, natural or juridical, who own real properties in the municipality

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. List of Properties or Tax Declaration Municipal Assessor’s Office

Numbers of Properties
2. Real Property Tax Bill Municipal Assessor’s Office

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

1. Presentation of Tax Declaration | Computation/Issuance of | As per computed RPT 3 minutes per Any Revenue Collection

Numbers of properties Real Property tax bill. (Basic/SEF) property Clerk
2. RPT Bill
3. Payment of RPT Due Issuance of Official 2 minutes per Any Revenue Collection

Receipt property Clerk
TOAL 5 minutes
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8. OTHER FEES AND CHARGES

Office or Division

Office of the Municipal Treasurer

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

municipality.

Persons, natural or juridical, who are engaged or about to engage in business within the

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Any pertinent record or document
needed by personnel-in-charge

Any of the local or national government offices in the locality

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
1. Presentation of pertinent records | Verification of the None 3 minutes Any Revenue Collection
or documents submitted documents. Clerk
2. Payment of prescribed fees and | Issuance of Official Other fees and charges 3 minutes Any Revenue Collection
charges Receipt. Clerk
TOTAL 6 minutes

9. PAYMENT OF GOODS AND SERVICES PROCURED; AICS (in cash)

Office or Division

Office of the Municipal Treasurer

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Persons, natural or juridical, who have claims with the local government unit.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Municipal Budget Officer

LCE with supporting documents

1. Obligation Request signed by DH and

2. DV signed by Municipal Accountant and
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
1. Presents DV with Supporting Reviews documents None 3 minutes Municipal Treasurer
Documents
Pays in cash None 3 minutes Municipal Treasurer
2. Signs DV, receives payment
TOTAL | 0 6 minutes

10.PAYMENT OF GOODS AND SERVICES PROCURED; AICS (in cheque)

Office or Division

Office of the Municipal Treasurer

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avalil

Persons, natural or juridical, who have claims with the LGU.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.

Obligation request signed by Department
Head and Municipal Budget Officer

Disbursement Voucher (DV) with
complete supporting documents.

Department Head/Office of the Municipal Budget Officer

Office of the Municipal Accountant

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING | PERSON/S RESPONSIBLE
TIME
1. Presents DV with complete Prepares cheque, sign the | None 2 minutes Municipal Treasurer
requirements DV and cheque.

Bring cheque and DV to None 3 minutes Any revenue collection clerk
the Mayor’s Office for
signature
Bring cheque to Office of | None 3 minutes Any revenue collection clerk
the Mun. Accountant for
Accountant’s Advice
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2. Signs DV, receives payment

Releases cheque None 2 minutes

Municipal Treasurer

TOTAL | O 10 minutes

11. PERMIT FEE ON TRICYCLE OPERATION (New and Renew)

Office or Division

Office of the Municipal Treasurer

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avail

Persons who are applying to operate tricycle in the municipality.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Approved documents for tricycle operation. | Business Permit & Licensing Office (BPLO)/Mayor’s Office

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING | PERSON/S RESPONSIBLE
TIME
1. Presents approved document for Verification of the None 4 minutes Any revenue collection clerk
tricycle operation presented documents
from BPLO
2. Pay the corresponding permit fee Issuance of Official Permit fee on tricycle 2 minutes Any revenue collection clerk
receipt operation
TOTAL | 0 6 minutes
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12. REGISTRATION AND TRANSFER FEE ON LARGE CATTLE

Office or Division

Office of the Municipal Treasurer

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Persons, natural or juridical, who are engaged in cattle raising, buying and selling.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

seal

1. Drawing/Designing of Cattle branding

Owner/buyer of large cattle

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
1. Presents of desired mark or Verification of the None 10 minutes Ticket Checker
brand availability of mark or
brand.
2. Payment of branding fee Issuance of Official Registration of private 2 minutes Ticket Checker
receipt. brand — P300.00
TOTAL | P300.00 12 minutes
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OFFICE OF THE MUNICIPAL
ASSESSOR

Frontline Services: External



1.

ISSUANCE OF CERTIFICATION

Office or Division

Municipal Assessor

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Citizens who are needing validation of their real property documents.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Payment of corresponding fees Office of the Municipal Treasurer
2. Official Receipt of updated Real Property Tax | Office of the Municipal Treasurer
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
1. Request for an Issuance of the Verifying of his / her ownership 5 minutes Municipal Assessor
following: Record Form Local Assessment Operation Officer |
a. Certified True Copy of Tax Mapper |
Tax Declaration Admin. Aide IV
b. Certified Xerox Copy of Tax Mapper Aide
Tax Declaration Clerk
c. Certification of No
Property Municipal Assessor
d. Certification of Non- Preparation / typing of requested None 15 minutes / Local Assessment Operation Officer |
Improvements documents needed transaction Tax Mapper |
e. Certification of Real Admin. Aide IV
Property Ownership Tax Mapper Aide
f. Certified Xerox Copy of Clerk
Deed of Sale or similar
documents Municipal Assessor
g. Certificate of Land
Holding Verified and signed by the Municipal | None 5 minutes Municipal Assessor
Assessor Local Assessment Operation Officer |
Tax Mapper |
Admin. Aide IV
Tax Mapper Aide
Clerk
2. Issuance of Tax Declaration
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2. NEWLY DECLARED PROPERTIES

Office or Division Municipal Assessor
Classification Simple
Type of Transaction G2C-Government to Citizen
Who may avail Citizens who just acquired real properties in the municipality.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Certificate of DENR that the land is Alienable | Department of Environment & Natural Resources
and Disposable in case of untitled properties | Owner of Property
2. Original Certificate of Title
CLIENT STEPS AGENCY ACTION F | PROCESSING PERSON/S RESPONSIBLE
E TIME
E
S
T
(0]
B
E
P
Al
D
1. Requesting for a Tax 1. Verifying of his / her Ownership Record Form 5 minutes Local Assessment Operation Officer-I
Declaration to Newly Declared Tax Mapper |
Properties Administrative Aide IV
2. Ocular Inspection report or appraisal of Municipal Assessor
Municipal Assessor Personnel concerned N | 30 minutes/ or | Local Assessment Operation Officer |
on | by schedule
3. Preparation and Computation of FAAS based e Local Assessment Operation Officer-I
on the approved 2019 SFMV Tax Mapper |
15 minutes / Administrative Aide IV
2. Issuance of FAAS and Tax transaction
Declaration to the transacting 4. Duly accomplished FAAS and TD for checking | N Local Assessment Operation Officer |
party and submit to the PAO of the Municipal Assessor on Tax Mapper |
for approval or (Step 5) e
5 minutes
Municipal Assessor
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3. Issuance of New Tax 5. Submission of FAAS and Tax Declaration of One day or by
Declaration Municipal Assessor’s Personnel to the schedule
Provincial Assessor Office for Approval
TOTAL | 0 | 1 day, 55
minutes

3. RECLASSIFICATION

Office or Division

Municipal Assessor

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avail

Landowners who changed the classification of their land.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Official Receipt or Updated Tax Payment Office of the Municipal Treasurer
2. Forimprovement (Picture of Building) Owner of Property
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON/S

BE PAID RESPONSIBLE
1. Request for reclassification of Verifying of his/her Ownership Record 5 minutes Local Assessment
real properties Form Operation Officer |
Tax Mapper |

Ocular Inspection report or appraisal of | None 1 hour / or by schedule | Municipal Assessor
Municipal Assessor Personnel Local Assessment
concerned Operation Officer |
Preparation and Computation of FAAS None 15 minutes / transaction | Local Assessment

2. Issuance of FAAS and Tax
Declaration to the Transacting
Party for the approval of the
PAOQO or Step No. 05

and Tax Declaration based on the

approved 2018 SFMV

Verification and Checking of the 5 minutes
Municipal Assessor

Submission of FAAS and Tax

Declaration of the Municipal Assessors By schedule

Operation Officer |
Tax Mapper |
Adm. Aide IV

Municipal Assessor

Municipal Assessor
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Personnel to the Provincial Assessor for

Local Assessment

Approval Operation Officer |
Tax Mapper |
6. Typing a new declaration by Municipal Adm. Aide IV
3. lIssuance of New Tax Assessor’s Personnel concerned
Declaration Municipal Assessor
TOTAL | 0 1 hour, 25 minutes

REVISION OF TAX DECLARATION

Office or Division

Municipal Assessor

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Real property owners who need a revision of their tax declaration

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Original Certificate of Title Owner
2. Copy of tax declaration to be revised Municipal Assessor’s Office
3. Official receipt of Certification updated tax Municipal Treasurer’s Office
payment
4. Approved subdivision or Sketch Plan Geodetic Engineer
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING TIME PERSON/S RESPONSIBLE

BE PAID
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1. Revision of Tax Declaration 1. Verifying valid documents presented by None 5 minutes Municipal Assessor
the declarant / owner Local Assessment Operation
Officer |
Tax Mapper |
2. Ocular inspection of Municipal Assessor 30 minutes or by Municipal Assessor
personnel, if necessary schedule Local Assessment Operation
Officer |
3. Preparation of FAAS and Tax declaration 30 minutes Municipal Assessor
per report or appraisal of the personnel Local Assessment Operation
concerned and computation based on Officer |
Revised Approved 2018 SFMV
4. Verified correct and signed by the
Municipal Assessor 5 minutes Municipal Assessor
2. Issuance of FAAS & Tax 5. Issuance of FAAS & Tax Declaration and
Declaration and submit to PAO Submit to the PAO for approval
for approval or Step 5. By schedule Municipal Assessor
6. Typing of New TD of Mao personnel and
3. Issuance of Tax Declaration signed by the Mun. Assessor for approval 10 minutes Municipal Assessor
Local Assessment Operation
Officer
TOTAL | 0 1 hour, 20 minutes
5. TRANSFER OF OWNERSHIP
Office or Division Municipal Assessor
Classification Complex
Type of Transaction G2C-Government to Citizen
Who may avail Persons who have acquired real properties
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Two (2) Copies of Deed of Sale or other
Transfer Certified by him/her.

2. Copy of Tax Declaration to be canceled, if
any
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Official Receipt or Certification of Updated
Real Property Tax Payment.

Official Receipt of TF and subdivision fee
issued by the PTO- llagan if lot was
subdivided into 2 or more.

Transfer Certificate of Title if any

Subdivision/Sketch plan if lot was subdivided

into two or more

Copy of C.A.R. (BIR) per Administrative
Order No. 186

Tax Identification No. (TIN)

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
Transfer of Ownership 1. Verify his/her Ownership Record Forms | None 5 minutes Municipal Assessor
Local Assessment Operation
2. Check all the documents Officer -l
submitted by the owner/declarant Tax Mapper |
3. Preparation of FAAS, Tax Declaration & 15 minutes Municipal Assessor
computed based on Revised approved Local Assessment Operation
2018 SFMV. Officer -l
Tax Mapper |
4. Verification and signature of the 5 minutes Municipal Assessor
Municipal Assessor
Issuance of FAAS, Tax
Declaration to transacting 5. Submission of FAAS and TD of the One day or by Municipal Assessor
Party and submit to the PAO Mun. Assessor Personnel to PAO for schedule Local Assessment Operation
for approval Approval Officer -l
Municipal Assessor
Local Assessment Operation
Issuance of Tax Declaration 6. Typing of New TD by MAO personnel & 10 minutes Officer -l
signed by Mun. Assessor
TOTAL | O | day and 35
minutes
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OFFICE OF THE MUNICIPAL
HEALTH OFFICER

Frontline Services: External



I. ACCESSING MEDICAL CARE

Office or Division:

CABATUAN SUPER HEALTH CENTER

Classification:

Complex

Type of Transaction:

Government to Citizen

‘ ‘Who to avail:

Citizens who are sick and needed medical attention/consult

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

‘ d. Patient’s medical records
e. Patient queue number

1. Triage area, Cabatuan Super Health Center
2. Admitting staff, Cabatuan Super Health Center

NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PRO;EI\:::ING PERSON RESPONSIBLE
The client will proceed to the triage | The admitting staff will provide a queue number
1 and get the queue number NONE 2 seconds Designated duty midwife/nurse
The admitting staff will call the The staff will look for the patient’s record or will
2 | queue number assigned to the admit as new patient NONE 5 minutes Designated duty midwife/nurse
patient.
The patient will proceed to the The staff will inquire about patient’s data, chief
admitting area for interview complaint and get the vital signs
3 NONE 10 minutes Designated duty midwife/nurse
The staff will submit the patient’s queue number
and medical records inside the treatment area
{
4 The patient will wait for the queue | Instruct the patient to wait and listen for the NONE 20 minutes Designated duty midwife/murse

number to be called

queue number to be called.
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PRO,;EI\:::ING PERSON RESPONSIBLE
Proceed to the treatment area for The Physician/Nurse/Midwife will do the Admitting Midwife
5 | consultation once queue number is | consultation NONE 20 minutes Admitting Nurse
called Physician
Proceed to the pharmacy for The pharmacy aide/assigned staff will provide and
¢ | dispensing of medicines and for instruct the patient/companion to sign the “Daily NONE 10 minutes Designated staff / Pharmacy aide
additional instructions Consumption of Medicines” logbook
65 MINUTES,
TOTAL NONE 2 SECONDS
II. DENTAL CARE
Office or Division: CABATUAN SUPER HEALTH CENTER
Classification: Simple
Type of Transaction: Government to Citizen
Who to avail: Citizens who want to have oral examination or have dental problems
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Patient’s dental records

2. Patient queue number

3. Consent form for dental procedure

1. Dental Office, Cabatuan Super Health Center
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
The patient or companion will The dental aide will provide registration list/patient’s
1 | register the name of the patient in list NONE 3 minutes Dental aide
registration list/patient’s list
9 The client will ge.t the queue number The. dental alde.wﬂ} provide the queue number and will NONE 8 minutes Dental aide
from the dental aide retrieve the patient’s chart.
Wait for the Dental Aide to call the | The dental aide will inquire about patient’s data, chief
3 | queue number complaint and get the vital signs NONE 10 minutes Dental aide
Proceed to the Dental office for The dentist will perform the oral examination once the
consultation once queue number is | consent is secured
called
The dentist will do the necessary dental procedure
necessary for the case
4 NONE 20 minutes Dentist
Prescription will be given if applicable and will provide
further instructions and oral health education
Advise patient for check-up, if necessary
Proceed to the pharmacy for The pharmacy aide/assigned staff will provide and
5 | dispensing of medicines and for instruct the patient/companion to sign the “Daily NONE 10 minutes Designated staff / Pharmacy aide
additional instructions Consumption of Medicines” logbook
TOTAL NONE 51 MINUTES
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III. PHARMACY SERVICES

Office or Division: CABATUAN SUPER HEALTH CENTER
Classification: Simple
Type of Transaction: Government to Citizen
Who to avail: Patient’s seen by the Physician, Dentist or admitting staff
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.
1. Patient’s medical records Nu.u'se'
p o o 2. Midwife
Prescription or prescription 3. Dental aide
instruction from Physician and .
. 4. Pharmacy Aide
Dentist
PROCESSI
NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID O'I('il\/?; NG PERSON RESPONSIBLE
The patient will proceed to the | The pharmacy aide/assigned staff will get the
pharmacy medical records and read the medications given Pharmacy aide/

1 to the patient and will check in the PNRF if the NONE 5 minutes Designated Nurse/
medications are listed in the PNRF approved by Designated Midwife
the DOH
The pharmacy aide/ assigned staff will prepare Pharmacy aide/

2 the medications NONE 5 minutes Designated Nurse/

Designated Midwife

The patient will receive the The pharmacy aide/assigned staff will dispense Pharmacy aide/
3 | medications the medications and will give home instructions NONE 10 minutes Designated Nurse/
Designated Midwife

The patient/companion will The Pharmacy aide/.assigned staff will p%‘ovide Pharmacy aide/

4 | sign the logbook and instruct the patient/companion to sign the NONE 5 minutes Designated Nurse/
“Daily Consumption of Medicines” logbook Designated Midwife
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROEEI\::;ING PERSON RESPONSIBLE
TOTAL NONE 25 MINUTES
‘ IV. PRIMARY CLINICAL LABORATORY
Office or Division: CABATUAN SUPER HEALTH CENTER
Classification: Complex
Type of Transaction: Government to Citizen
Who to avail: Patients who have laboratory request from Attending Medical Doctor
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Laboratory request form from attending medical doctor
2. Patient’s medical records
3. Official Receipt

1. Primary Clinical Laboratory
2. Municipal Treasurer’s Office
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PROCESSING

NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID TIME PERSON RESPONSIBLE
The patient will proceed to the | The laboratory staff will receive the
laboratory after securing a request along with the medical
request from attending records and instruct the patient to
medical doctor and give the wait for the call
| requestto the laboratory staff . . . . NONE 3 minutes Medical Technologist
on duty If request is for urinalysis/fecalysis,
the laboratory staff will give the
specimen bottle and will give
instruction
Once queued, the patient will | The laboratory staff will guide the
proceed in the extraction area | patient inside the extraction area
for collection for specimen collection
2 Give the specimen The laboratory staff will receive the BIOLY sy Lol e
(urine/stool) collected specimen
The laboratory staff will give the
patient/companion with charge slip
3 with the instruction to pay the

laboratory test in the Treasury
Office
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PROCESSING

NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID TIME PERSON RESPONSIBLE

The patient/companion will The clerk will give the amount for | * FEES FOR LABORATORY SERVICES:

pay amount in the Municipal | the laboratory test requested and

Treasurer’s Office will provide the client official >HEMATOLOGY:

receipt and will instruct to go back | Complete Blood Count———— Php 70.00
in the laboratory Hemoglobin, Hematocit detection- Php 30.00 each
WBC and differential count - Php 35.00
Actual Platelet Count————— - Php 50.00
> CLINICAL MICROSCOPY:
Routine Urinalysis Php 40.00
Stool exam/Fecalysis—————— Php 35.00
Pregnancy test Php 60.00
4 Seminal Fluid Analysis————— Php 60.00 10 minutes Treasurer’s Office clerk

> BLOOD CHEMISTRY
FBS/RBS Php 100.00 each
> BLOOD BANKING AND SEROLOGY:
Blood typing - Php 35.00
Rh typing Php 35.00
Hepatitis B screening —— Php 130.00
RPR-VDRL (Syphilis) ——— - Php 110.00
>MICROBIOLOGY:
Gram staining Php 170.00
Acid Fast Stain (Sputum) - FREE

The patient/companion will go | Laboratory staff will release the

back in the laboratory and will | result including the medical records

5 | show the receipt and advise to proceed in the None 5 minutes Medical Technologist

treatment area
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V. BIRTH CERTIFICATE, DEATH CERTIFICATE, PERMIT TO OPEN THE TOMB, TRANSFER OF CADAVER CERTIFICATE

Office or Division: OFFICE OF THE MUNICIPAL HEALTH OFFICER
Classification: Simple
Type of Transaction: Government to Citizen
Who to avail: All qualified clients
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
a. MHO Birthing Facility
1. Birth/Death Information form b. Police Station
2. Police request and Spot Report, if c. Local Registrar’s Office
applicable d. Assigned Records Clerk
3. Patient’s Record/Chart e. Municipal Treasurer’s Office
NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PRO,;EI\::;ING PERSON RESPONSIBLE
BASED ON
TOTAL BASED ON AMOUNT OF LABORATORY TEST PATIENT'S
REQUESTED LABORATORY
REQUEST
NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
* BIRTH CERTIFICATE
Municipal Local Registrar staff
The client will provide the The staff will ask important
1 | necessary information for the | information on the client Birth Certificate- Php 100.00 10 minutes Attending midwife
birth certificate
The attending midwife will sign Data Controller
the birth certificate
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NO.

CLIENT STEPS

AGENCY ACTION FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

* DEATH CERTIFICATE

The client will provide the
necessary information for the
death certificate

* IF DEATH OCCURS AT
HOME

The client/relative will secure
a certificate from the Barangay
that the death occurred at
home.

The caretaker of the death will
likewise provide a written
explanation of the
circumstance of death.

* IF DEATH OCCURS IN A
LOCAL FACILITY

The client/relative will
produce a photocopy of the
medical abstract/clinical
abstract of the dead.

The staff will ask important Death certificate- Php 400.00

information on the client

Barangay Certificate-
Php 50.00-100.00

The staff will inform the
relative/client to secure Barangay
certificate.

The MHO will sign &/or sign the
death certificate

10 minutes

15 minutes

Municipal Local Registrar staff
Sanitation Aide Inspector

Sanitation Inspector

Municipal Health Officer
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
* PERMIT TO OPEN THE
TOMB, TRANSFER OF
CADAVER CERTIFICATE
The client will provide the
necessary information for the
deceased The staff will ask important NONE
information on the client L .
. . . Sanitation Aide Inspector
3 The client will provide a
photocopy of the death Sanitation Inspector
certificate of the deceased or The staff will gather the necessary P
the tomb to be opened. papers for review and will release a NONE
certificate signed by MHO if Municipal Health Officer
documents are complete and
The client will pay the amount | unremarkable.
of the certificate.
The staff will ask for the proof of Php 100.00 Municipal Treasurer’s Office cashier
payment
BASED ON
TOTAL BASED (I:EI\:I £%¥§;CATE(S) CERTIFICATE(S)
REQUESTED
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VI. VACCINATION CERTIFICATE, MEDICAL AND MEDICO-LEGAL CERTIFICATES/REPORTS

Office or Division:

OFFICE OF THE MUNICIPAL HEALTH OFFICER

Classification:

Simple

Type of Transaction:

Government to Citizen

Who to avail: All qualified clients
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
c. MHO Birthing Facility
. . d. Police Station
4. Birth/Death Information form . " :
. . . e. Local Registrar’s Office
5. Police request and Spot Report, if applicable .
6. Patient’s Record/Chart f. Assigned Records Clerk
’ g. Municipal Treasurer’s Office
NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
*MEDICAL
CERTIFICATE/VACCINATIO
N CERTIFICATE
1 | The client will provide the The staff will review the Medical Certificate- Php 100.00 10 minutes Data Controller

necessary information for the
certificate

Patient’s written authorization
and ID, if not present

information and will look for the

medical records of the
patient/client

Municipal Health Officer
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

The staff will instruct the client to
pay the certificate in the
Treasurer’s Office
The staff will release the certificate

* MEDICO-LEGAL

CERTIFICATE/REPORT

The client/relative will make The staff will interview the

the request from the Police client/patient for necessary

Station information and will give the Data Controller
request to Municipal Health

9 Officer for examination and NONE 15 minutes/ based on Nurse I/Nurse 11

releasing of reports

The staff will instruct the client to
wait for the releasing of result in
the police station.

The staff will give a receiving copy
of the certificate or report in the
police station

the medico-legal case

Municipal Health Officer

TOTAL

BASED ON CERTIFICATE(S)
REQUESTED

BASED ON
CERTIFICATE(S)
REQUESTED

111




VII. ISSUANCE OF PERSONS-WITH-DISABILITY (PWD) CERTIFICATE

Office or Division:

Classification:

Simple

OFFICE OF THE MUNICIPAL HEALTH OFFICER

Type of Transaction:

Government to Citizen

Who to avail: Persons with disability who are Bonafide residents of Cabatuan
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Reql%est or r(.ef.erral let.te.r from MSWDO - - 5 MSWDO
2. Medical certificate/Clinical abstract from attending medical 6 Municipal Health Office
specialist/physician; Old PWD ID P
NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Submit letter of request from MSWDO | The staff will assess completeness of
and -photocol.)y. of medical documents NONE 5 minutes Data Controller
certificate/clinical abstract &/or old
PWD ID
The client will attend interview with The staff will assist the client in the
MHO treatment area for interview Data Controller
NONE 10 minutes
The MHO will assess and determine the Municipal Health Officer
type of disability
The pat1eth'w111 wait for release of The staff will release the PWD certificate NONE 5 minutes Data Controller
PWD certificate
TOTAL NONE 20 MINUTES
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‘ VIII. ISSUANCE OF SANITARY PERMIT

Office or Division:

OFFICE OF THE MUNICIPAL HEALTH OFFICER

Classification:

Complex

Type of Transaction:

Government to Citizen

‘Who to avail:

Citizens who are applying for business license and permit

CHECKLIST OF REQUIREMENTS

1. Sanitary forms

WHERE TO SECURE

1. Sanitation Inspector Office, Municipal Health Office

‘ 2. Official receipt
NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PRO'E]E/?EING PERSON RESPONSIBLE
’ljhe client Wﬂ} secure and The staff will provide the form, Sanitary Inspection fee- Php 300.00 Treasurer’s Office staff
fill up the Sanitary form | instruct to completely fill-up the .
. . Medical fee- Php 100.00 .
1 necessary information and pay the 10 minutes

necessary amount in the Treasurer’s
Office

Health Certificate fee- Php 200.00
Occupational tax- Php 150.00

Sanitation Inspector
Sanitation Inspector Aide

The client will wait for

Sanitary inspector will conduct site

Within 1 week

2 | the inspection of the site | visit and inspection NONE from the date of
application

Once notified, the client | The staff will release the Sanitary Sanitation Inspector

3 | will receive the Sanitary | Permit to the owner or authorized NONE 25 minutes . P .
. Sanitation Inspector Aide
Permit personnel
1 WEEK,
TOTAL Php 750.00 35 MINUTES
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IX. ISSUANCE OF HEALTH CERTIFICATE

Office or Division:

OFFICE OF THE MUNICIPAL HEALTH OFFICER

Classification:

Complex

Type of Transaction:

Government to Citizen

Who to avail: Citizens who are applying for health certificate
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Municipal Treasurer’s Office
a. Data form o
. . 2. Sanitation Inspector

b. Official receipt . .
c. 1x1ID picture 3. Sanitation Inspector Aide
d. Stool ncf tum men results or chest x-rav. if apolicabl 4. Medical Technologist, Municipal Health Office

. Stool and sputum specimen results or chest x-ray, if applicable | Municipal Health Officer

NO. CLIENT STEPS

AGENCY ACTION FEES TO BE PAID | PROCESSING TIME

PERSON RESPONSIBLE

The client will proceed to the
information desk

The staff will lead the client in the

.. R NONE 5 minutes
Sanitation Inspector’s room

Assigned information staff

The client will accomplish the
2 | form given for securing health
certificate

The staff will gather the data, picture and
official receipt of the client and give the NONE 10 minutes
laboratory request needed.

Sanitation Inspector
Sanitation Inspector Aide

The client will be instructed to
proceed in the laboratory section
for collection of specimens and for
additional instruction

The laboratory staff will get the laboratory

request and will give specimen bottles along
with necessary instruction about the NONE 10 minutes
collection.

Medical Technologist
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID = PROCESSING TIME PERSON RESPONSIBLE

The client will be informed of the | The staff will get the contact details of the

4 | schedule of releasing of the client NONE 5 minutes Medical Technologist
laboratory result
Once notified, the patient will The laboratory staff will release the

5 | obtain the laboratory result laboratory result and instruct to have NONE 1 day Medical Technologist

medical check-up with MHO

The client will proceed in the The Physician will examine, explain and

6 | treatment room for examination instruct the client NONE 10 minutes Municipal Health Officer
The client will be instructed to go | The staff will receive the patient’s profile
back in the Sanitation Inspector and will release the health certificate duly . Sanitation Inspector

7 | room and wait for the releasing of | signed by the MHO NONE 10 minutes Sanitation Inspector Aide
health certificate

TOTAL NONE 1 DAY, 50 MINUTES
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XI. PRE-NATAL CARE

Office or Division:

MUNICIPAL HEALTH OFFICE OF CABATUAN BIRTHING FACILITY

Classification:

Simple

Type of Transaction:

Government to Citizen

Who to avail:

Expectant mothers

CHECKLIST OF REQUIREMENTS

1. Patient number
2. Mother’s book

WHERE TO SECURE

1. Triage area, Municipal Health Office Birthing Facility
2. Admitting staff, Municipal Health Office Birthing Facility

NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PRO,IFI:EI\:::ING PERSON RESPONSIBLE
Proceed to the triage area to The admitting staff will provide
1 get queue number queue number NONE 5 minutes Triage staff on duty
Once called, the patient will The staff will receive the mother’s
proceed to the admitting area | book and look for the patient’s
and provide the mother’s book | record.
2 NONE 10 minutes Midwife-in-charge
The staff will inquire about the
patient’s data and inquire for
dangerous signs of pregnancy
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PROCESSING

NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID TIME PERSON RESPONSIBLE
The patient will proceed in the | The staff will get the vital signs, do
consultation area and listen for | the Leopold Maneuver, FHT, FH and
the instruction of the midwife- | internal examination if necessary or
in charge in term.
3 NONE 10 minutes Midwife-in-charge
The staff will provide request to have
a routine laboratory and dental
examination if seen for the first time.
The patient will proceed to the | The laboratory staff will do the If without Philhealth, please pay
laboratory for routine prenatal | routine prenatal work-up (CBC, the following:
work-up and will be instructed | Blood type, urinalysis, blood sugar, CBC- Php 70.00
to pay the fees for the work- Hepa B screening and Syphilis test Urinalysis-  Php 40.00
4 | UP and fmll ask for the official receipt, if | Blood t‘yplng— Php 35.00 10 minutes R e
applicable. Rh typing-  Php 35.00
HBsAg- Php 130.00
Syphilis- Php 110.00
If with Philhealth- FREE
The patient will proceed to the | The dental aide will receive the Dental Aide
5 | Dental clinic for examination | patient’s record and will ask the NONE 15 minutes Dentist
patient to wait until called
The patient will proceed to the | The staff will bring the patient’s
¢ | treatmentarea for record to the treatment area and will NONE 10 minutes Medical Officer

interpretation of laboratory
result

be assessed by the Physician
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X. NORMAL DELIVERY AND POSTPARTUM

Office or Division:

MUNICIPAL HEALTH OFFICE OF CABATUAN BIRTHING FACILITY

Classification:

Complex

Type of Transaction:

Who to avail:

Government to Citizen

Females who are about to give birth and who has given birth

CHECKLIST OF REQUIREMENTS

Mother’s book with birth plan
Philhealth MDR
Prenatal chart

W=

Mother and baby’s essential things for delivery

WHERE TO SECURE

1. Triage area, Municipal Health Office Birthing Facility
2. Designated Midwife, Municipal Health Office Birthing Facility
3. DOH Human Resource for Health

NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PRO,IFI:EI\:Z‘EING PERSON RESPONSIBLE
The patient will proceed to the | The pharmacy aide/assigned staff will
pharmacy area to receive the | provide and instruct the
7 | medicines and for additional | patient/companion to sign the “Daily NONE 5 minutes Designated staff / Pharmacy aide
instruction Consumption of Medicines” logbook
TOTAL NONE 1 hour and 5
minutes
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
The client will proceed to The staff will give the client her
triage area to get queue queue number
number
1 E 10 mi Admitti ff
The client will prepare the records NON 0 minutes dmitting sta
and ask for patient’s mother book
with birth plan
The patient will be examined | The midwife/nurse will assist the
or assessed patient to the examination room.
Midwife-in-charge
The staff will assess the patient-
2 vital signs, internal examination, NONE 10 minutes Nurse I/Nurse 11
Leopold maneuver, fundic height
and fetal heart tone Medical Officer
If not in Stage 2 labor, the The skilled birth attendant will _ ) )
patient is advised to ambulate | monitor and record the character Depends on the C.EI’VICEll dllatatlF’n
3 | while waiting for progress of | and duration if the uterine NONE (Ideally, "I-SCD‘I with strong uterine
labor in the labor room. contraction, progress of labor, fetal contractlo.n f“nd lumbosacral pain
movement monitoring and FHT radiating to the back o
Midwife-in-charge
The patient will be The staff on duty will do internal
transferred to delivery room | examination and if the cervix is
4 | once with fully dilated fully dilated, she will instruct the NONE 1 hour
cervix. patient to lie down the delivery

table.
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
The mother will undergo The staff will continue to monitor
normal spontaneous vaginal | the mother’s vital signs and FHT
delivery
The duty skilled birth attendant
will assist in the spontaneous Midwife-in-charge
vaginal delivery until the delivery
5 of the newborn and the Placenta NONE 30 minutes Nurse I/Nurse II
The staff will give Oxytocin thru Medical Officer
intramuscular route and will
externally massage the uterus.
The staff will do the Essential
6 Intrapartum Newborn Care (EINC) NONE 10 minutes Midwife-in-charge
The patient will be The staff will initiate breastfeeding
transferred to the ward and | and continue skin-to-skin contact
7 | will be monitored for 24 NONE 15 minutes Midwife-in-charge
hours
The patient will continue The staff will continue to monitor
breastfeeding per demand the vital signs of the mother and
and skin-to-skin contact newborn R
8 NONE 24 hours wwienin-charge

The staff will render a bath to the
newborn after 6 hours of life
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
If with unremarkable The on-duty birthing staff will
monitoring, the patient and | discharge the patient with
the baby will be discharged | postpartum medications and o
9 | after 24 hours instruction and will be informed of NONE 10 minutes Midwife-in-charge
the home visit, postpartum check-
up and will be advised on family
planning method
BASED ON PATIENT’S LABOR
TOTAL NONE STATUS UPON ADMISSION
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XI. NATIONAL IMMUNIZATION PROGRAM

Office or Division:

Classification:

CABATUAN SUPER HEALTH CENTER

Complex

Type of Transaction:

Government to Citizen

Who to avail: Children, Adolescent, Expectant Mothers and Senior Citizen who wants to receive routine immunization shots
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Immunization card 1. Triage area, Cabatuan Super Health Center
' 2. Admitting staff, Cabatuan Super Health Center
NO. CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
The patient/companion will The staff will provide queue number and will
1 | proceed to the triage area to get the immunization card NONE 2 minutes Admitting MHO staff
get queue number
Once the queue number is The staff will get the patient’s data, additional
called, the patient will necessary information, vital signs
approach the admitting area ) o
2| for interview The staff will inquire about the mother’s RENE 1 miste SR
family planning method.
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME

The mother will secure the The designated midwife will check, prepare
patient while receiving and administer the vaccine to the patient.
vaccination.

3 NONE 5 minutes Midwife-in-charge
For expectant mothers and
senior citizen, the patient will
give consent prior to
immunization.
The patient will proceed to the | The pharmacy aide/assigned staff will provide
pharmacy area to receive the | and instruct the patient/companion to sign

4 | medicines and for additional | the “Daily Consumption of Medicines” NONE 5 minutes Designated staff / Pharmacy aide
instruction logbook

TOTAL NONE 22 MINUTES
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XII. UNDER FIVE REGISTRATIONS

Office or Division:

CABATUAN SUPER HEALTH CENTER

Classification:

Simple

Type of Transaction:

Government to Citizen

‘Who to avail:

Children under five years old

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Immunization card

1. Admission area, Cabatuan Super Health Center
2. Rural Health Midwife, Cabatuan Super Health Center

NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Proceed to the admitting | The admitting staff will provide queue number
1 | area for queue number and ask for immunization card NONE 5 minutes Admitting staff
The mother and patient The staff will call the mother and will get the
will wait for their queue | patient’s data, vital signs, weight and height
number to be called and
2 | for their interview NONE 10 minutes Midwife-in-charge
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
The mother will hold the | The midwife-in-charge will give the routine
baby and let the midwife | vaccination as scheduled and will explain the
administer the vaccines. | benefits, possible side effects of the vaccine.
NONE 10 minutes Midwife-in-charge

The staff will likewise emphasize the benefits of

breastfeeding, good hygiene and responsible

parenthood
The patient will proceed | The pharmacy aide/assigned staff will provide
to the pharmacy area to and instruct the patient/companion to sign the
receive the medicines and | “Daily Consumption of Medicines” logbook NONE 110 smeftareres Designated staff / Pharmacy aide
for additional instruction

TOTAL NONE 35 MINUTES
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XIII. NATIONAL TUBERCULOSIS PROGRAM

Office or Division: MUNICIPAL HEALTH OFFICE OF CABATUAN TB DOTS
Classification: Complex
Type of Transaction: Government to Citizen
Who to avail: All patients who are confirmed, suspect and exposed to tuberculosis
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Patient queue number
2. Patient’s record 1. Triage area, Municipal Health Office TB DOTS
3. Sputum specimen 2. TB coordinator
4. Chest Xray 3. Midwife-in-charge
5. Gene xpert result
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
The patient/companion The admitting staff will ask for signs of TB or
will proceed to the triage | referral/request form or chest x-ray and ask for . .
1 area of the TB- DOTS patient’s data NONE 10 minutes Admitting staff
building
The patient will provide The staff will get the patient’s vital signs and will
the staff all the documents | pull out the patient’s previous records or create a
required and will be new record.
referred for consultation
2 NONE 10 mi N I/ TB i
with TB DOTS Physician | The staff will attach the referral form/request © 0 minutes R HALRE bt v
form/chest x-ray result with patient’s records
and will forward to the TB DOTS Physician for
consultation
The patient will wait to be | The TB DOTS Physician will assess the patient,
3 | called at MHO treatment | review the documents and advise for AFB NONE 15 minutes TB DOTS Physician

area smear/Gene-Xpert.

The patient will proceed to | The laboratory staff will get the request, give a
4 | thelaboratory area to give | specimen bottle and instruct the patient to NONE

i 5 minutes Medical Technologist
request for sputum smear | proceed to the sputum collection area

The patient will proceed to | The staff will instruct the patient how to

the sputum collection area | expectorate and will collect the specimen from
2 days (for 3

and wait for the staff to the patient and correctly label the bottle. . ] )
5 | collect the specimen NONE specimen Medical Technologist
collections)

The laboratory staff will give remaining
specimen bottles and give additional instruction.
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON RESPONSIBLE
PAID TIME
The patient will be The staff will advise the patient to bring the
instructed to give the specimen the following day and will ask for
specimen collected the patient/companions contact number
6 | following day and will be NONE 10 minutes Medical Technologist
instructed to wait for the | If with negative AFB smear but clinically
result diagnosed, the patient will be instructed to
repeat sputum on second month of treatment

The patient will proceed to | The pharmacy aide/assigned staff will provide
the pharmacy area to and instruct the patient/companion to sign the ) ) )
7 | receive the medicines and | “Daily Consumption of Medicines” logbook NONE 10 minutes Designated staff / Pharmacy aide

for additional instruction

TOTAL NONE 2 DAYS,
1 hour
XIV. SPUTUM POSITIVE CASES
Office or Division: MUNICIPAL HEALTH OFFICE OF CABATUAN TB DOTS
Classification: Complex
Type of Transaction: Government to Citizen
Who to avail: All clients who have positive sputum test/AFB positive smear
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
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XIV. SPUTUM POSITIVE CASES

1. AFB smear result
2. Patient’s record

1. Laboratory area, Municipal Health Office TB DOTS
2. TB coordinator, TB-DOTS center
3. Municipal Health Officer

NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
The patient/companion will The admitting staff will ask for Admitting staff
1 | proceed to the triage area of patient’s data and will provide the NONE 10 minutes
the TB- DOTS building AFB smear result Nurse I/ TB Coordinator
The patient/companion will The TB coordinator will get the
provide data during the patient’s details and attach the
2 | Sty sputum result and will forward the NONE 10 minutes Nurse I/ TB Coordinator
records to the MHO.
The patient will proceed to the | The TB. DOTS I.’hysician will assess TB DOTS Physician
5 | treatment area for assessment th.e patleTlt, review the records and NONE 10 minutes
of the will admit the patient to TB- Nurse I/TB Coordinator
DOTS/NTP
The patient will proceed to The TB coordinator will admit and
TB-DOTS building for interview the patient in the
admission to NTP program and will instruct the
relatives, close contacts, direct
4 contacts to participate in case NONE 20 minutes Nurse I/ TB Coordinator

finding and will undergo Gene-
Xpert testing and chest x-ray for
evaluation and proper
management
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
The patient will be instructed | The TB coordinator will require
on when to have a repeat the patient to give sputum for
5 | sputum test repeat collection and testing on NONE 10 minutes Nurse I/ TB Coordinator
the second and fifth month of
treatment.
The patient will give consent | The TB coordinator will give
for the treatment and will instructions to the
receive the medications and patient/companion and will
additional instructions. endorse to midwife-in-charge and .
BHW for close monitoring and . e L S G e
6 follow up of the patient. NONE 20 minutes
Midwife-in-charge
The staff will let the patient sign in
“Daily Consumption of Medicines”
logbook
TOTAL NONE 1 hour and 20 minutes

XV. ADOLESCENTS’ HEALTH AND DEVELOPMENT PROGRAM (AHDP)

Office or Division:

MUNICIPAL HEALTH OFFICE OF CABATUAN

Classification:

Complex

Type of Transaction:

‘Who to avail:

Government to Citizen

All young people between the age of 10 and 19 years old

CHECKLIST OF REQUIREMENTS ‘

WHERE TO SECURE
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XV. ADOLESCENTS’ HEALTH AND DEVELOPMENT PROGRAM (AHDP)

1.Adolescent’s patient record
2. HEADSSS assessment records
3.Referral form, if applicable

Teen Center

Referring doctor/facility/department

NO. ‘ CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
The patient and companion will The admitting staff will ask for patient’s data Admitting staff
1 | proceed to the triage area NONE 10 minutes
Nurse I/ADHP Coordinator
9 The Patlent/or the comp.anlon .w1ll The .AHDP coo.rdlnator will get the patient’s NONE 10 minutes Nurse [/ADHP Coordinator
provide data during the interview. | details, complaints and other concerns
Info1.'med.co'n sent and The AHDP coordinator will discuss the informed
confidentiality for all the nsent and confidentiality to th
3 | procedures incurred during the conserit and contidentiatity to the . NONE 15 minutes Nurse I/ADHP Coordinator
. . . . . patient/companion as well ass the need to acquire
interview will be discussed with the .
. . consent for possible procedure.
patient/companion.
The patient’s guardian/companion | The AHDP coordinator will give advice,
will give consent for the treatment | management, referral or follow-up instructions to
and will receive the medications the patient/companion.
4 | and additional instructions, if any. NONE 20 minutes Nurse I/ADHP Coordinator
The AHDP coordinator will provide and instruct
the patient/companion to sign the “Daily
Consumption of Medicines” logbook
TOTAL NONE 55 MINUTES
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XVI. ANIMAL BITE TREATMENT CENTER

Office or Division:

Classification:

MUNICIPAL HEALTH OFFICE OF CABATUAN

Complex

Type of Transaction:

‘Who to avail:

Government to Citizen

All patients exposed with animal bite or scratch and possible rabies exposure

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Patient’s record

2. Philhealth Member Data Record/ID
3. Proof of residency

4. Referral form from other ABTC

1. Animal Bite Treatment Center
2. Referring doctor/facility/department
3. Barangay resident’s certificate

NO. CLIENT STEPS

AGENCY ACTION FEES TO BE PAID PROCESSING TIME

PERSON RESPONSIBLE

The patient and companion will
proceed to the triage area

The admitting staff will ask for the NONE FOR BONAFIDE RESIDENTS

., . 10 minutes
patient’s data and proof of residency

Php 500.00 FOR NON-RESIDENTS

Admitting staff

Treasurer’s Office clerk
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NO. CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME = PERSON RESPONSIBLE
The ABTC admitting staff will get
9 The Patlendor t}Te oo .w111 th'e .pz}t'lent s details, P}.nlhealth. NONE 10 minutes ABTC staff
provide data during the interview. | eligibility, proof of residency, vital
signs, and other concerns
The patient will be assessed of The ABTC staff will assess the bite
3 | his/her bite category for proper area for categorization and proper NONE 10 minutes ABTC staff
management management of the case.
The ABTC staff will discuss the
informed consent to the
4 In'formed coTlsent will be' discussed | patient/ comPanlon as well as the NONE 10 minutes ABTC staff
with the patient/companion. need to acquire consent prior to
providing management and
treatment
The patient will be provided with a The ABTC staff will provide the
queue number and once called, the roper manacement of the case and
5 | patient will proceed to the P P, & . . NONE 30 minutes ABTC staff
L provide close monitoring with the
treatment area for the vaccination .
o patient.
and monitoring
The patient or patient’s The ABTC staff will give advice,
guardian/companion will be given | referral or follow-up instructions to
6 | with medications and additional the patient/companion and will sign NONE 10 minutes ABTC staff
instructions, if any. the “Daily Consumption of
Medicines” logbook
NONE FOR BONAFIDE RESIDENTS; 1h 420
TOTAL ot on
minutes

Php 500.00 FOR NON-RESIDENTS
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OFFICE OF THE MUNICIPAL
SOCIAL WELFARE
& DEVELOPMENT OFFICER

Frontline Services: External



1. AID TO INDIVIDUALS IN CRISIS SITUATION (AICS) — FINANCIAL ASSISTANCE

Office or Division

Municipal Social Welfare & Development Office

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avalil

Citizens needing assistance due to an emergency/crisis.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For Hospitalization:
1. Certificate of Indigent from the barangay
2. Hospital Bill
3. Medical/Clinical Abstract
4. Valid ldentification Card

For Medication:
1. Medical Certificate
2. Physician's Prescription
3. Certificate of Indigent from the barangay
4. Valid Identification Card

For Laboratory:
1. Medical Certificate
2. Laboratory request
3. Certificate of Indigent
4. Valid Identification Card

For Burial:
1. Death Certificate (BAHAS)
2. Certificate of Indigent from the barangay
3. Valid Identification Card

Note: Authorization letter (if Representative)

Client’s barangay where he/she is resident
Hospital where he/she is confined
Hospital where he/she is confined

From client’s attending physician
From client’s attending physician
From client’s barangay

From client’s attending Physician
From client’s attending Physician
From client’s barangay

From the Municipal Civil Registrar where he/she died
From the client’s barangay

CLIENT STEPS AGENCY ACTION FEES TO BE PROCESSING PERSON/S RESPONSIBLE
PAID TIME
1. Present documents for validation Worker to validate None 10 minutes Clerk

request/conduct interview
Prepare/process the AICS
forms."
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TOTAL | O 10 minutes

2. SECURING SOCIAL CASE STUDY REPORT/ASSESSMENT FOR REFERRAL

Office or Division Municipal Social Welfare & Development Office
Classification Complex
Type of Transaction G2C-Government to Citizen
Who may avalil Citizens needing assistance due to an emergency/crisis.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
For Hospitalization:
1.Certificate of Indigent / Low Income from the Client’s barangay where he/she is resident
barangay
2.Final Hospital Bill Hospital where he/she is confined
3.Medical/Clinical Abstract Hospital where he/she is confined
4. Valid ID
For Medication:
1.Medical Certificate From client’s attending physician
2.Physician's Prescription From client’s attending physician
3.Certificate of Indigent/Low Income from the From client’s barangay
Barangay
4. Valid ID
For Burial:
1.Death Certificate (BAHAS) From the Municipal Civil Registrar where he/she died
2.Certificate of Indigent/Low Income from the From the client’s barangay
Barangay
3. Valid ID
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
1. Present documents for validation 1. Documents review None 30 minutes MSWDO
2. Conduct interview Social Welfare Officer Il
3. Prepare Social Case Study Report/ Social Welfare Officer |

Assessment for Referral"
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TOTAL | 0 | 30 minutes

1. ISSUANCE OF INDIGENT PHILHEALTH (FINANCIALLY INCAPABLE)

Office or Division Municipal Social Welfare & Development Office3
Classification Complex
Type of Transaction G2C-Government to Citizen
Who may avail Citizens needing indigent Philhealth
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Certificate of Indigency Barangay office
Proof of Confinement (Medical Certificate/Hospital bill) Hospital where he/ she is confined
Birth/ Marriage Certificate;
If single: Birth Certificate
If married: Marriage Certificate Municipal Civil Registrar/ PSA
: Birth Certificate of children (21 years old and below)

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
1. Present documents for validation & 1. Documents Review
assessment 2. Conduct interview MSWDO

3. Provides PMRF NONE 5 Minutes Social Welfare Officer Il

2. Filling- out of PMRF 4. Issue Certificate of Financially Within the day Social Welfare Officer |
Incapable

TOTAL | 0 5 min.

1. REGISTRATION AND ISSUANCE OF PWD ID

The PWD Registration and issuance of PWD ID are intended for persons with disabilities who are certified residents of Cabatuan, Isabela. Pursuant to Republic Act. 9442
as an amendment to Republic Act 7277, otherwise known as the Magna Carta for the Persons with Disability.

Office or Division Municipal Social Welfare & Development Office
Classification Complex

Type of Transaction G2C-Government to Citizen

Who may avalil Persons with Disability residence of Cabatuan, Isabela
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Certificate of Disability

Rural Health Unit/ Qualified Doctor

Barangay Clearance or any other Government issued ID

Barangay Office or concerned Government Agencies

3 pcs. 1 x 1 1.D. picture/ signature Applicant
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME

1. Brings copies of requirements to The PDAO will assess the submitted

Persons with Disability Affairs Office documents of the client.

for evaluation NONE 10 minutes
2. Filling-out PRPWD form 1.1 Documents review PDAO
3. Registrants with lacking requirements 1.2 Data encoding of PWD

will be assisted and advised. Personal Data 3 Days
4. Receiving of PWD ID Card 1.3 Printing and signing of

PWD ID
1.4 Issuance of PWD ID
TOTAL 3 Days and 10
minutes

1. REGISTRATION/ ASSESSMENT OF SOLO- PARENT

Office or Division

Municipal Social Welfare & Development Office

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avalil

Qualified Solo- Parent who are constituent of the Municipality

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Certificate of Residency

2. Birth Certificate of Minor Children (Photocopy)

3. Documents Certifying as Solo Parent (any of a, b, ¢ & d)
a. Declaration of Nullity of Marriage
b. Medical Certificate — (if only have mental disorder of the

partner of PWD)

c. Photocopy of Death Certificate of Spouse
d. Certificate of No Marriage (CENOMAR)

4. Income Tax Return (Employed)

5. Barangay Certification of circumstances for being a Solo
Parent

Barangay Office where he/she resides
Municipal Civil Registrar’s Office/PSA

a. Clerk of the Court
b. Attending Physician

c¢. Municipal Civil Registrar’s Office/PSA
d. Municipal Civil Registrar’'s Office/PSA
Company/ Agency

Barangay Office
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6. Overseas Contract (Skilled Worker only) and Photocopy of Passport (if the

parent is OFW)
7. Certificate of Marriage (If married)

8. Sworn Affidavit declaring that the parent is not cohabitating with a partner
or co-parenting and his/her sole parental care and support of the

children/dependent
9. 2 pcs. 1 x 1 Id Picture

CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON/S RESPONSIBLE
PAID TIME
1. Present documents for Validation 1.1 Review of documents 10 minutes
1.2 Conduct of Intake Interview
1.3 Assessment/ Client Category NONE 3 days Social Welfare Officer |
2. To undergo counselling (if needed) 2.1 Conduct of counselling to advantaged/
stressed Solo Parent 3 days

3. Receiving of Solo-Parent ID card

3.1 Data encoding of Solo Parent Personal

Data

3.2 Printing and signing of Solo Parent ID

3.3 issuance of Solo Parent ID

TOTAL

6 days and 10
minutes
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OFFICE OF THE MUNICIPAL
AGRICULTURIST

Frontline Services: External



1. AVAILING OF RICE AND CORN PROGRAM (SEEDS, SOIL AMOILERANT, AND FARMING INPUTS)

Office or Division

Office of the Municipal Agriculturist

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Farmers enrolled in Registry System for Basic Sector in Agriculture (RSBSA)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
3. Xerox copy of land title Land owner
4. Tax declaration Municipal Assessor’s Office
5. Barangay certification Barangay where the farmer is resident
6. Community tax certificate Barangay Treasurer or Municipal Treasurer
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING | PERSON/S RESPONSIBLE
BE PAID TIME
1. Present Res. Cert. . Validation of their names to the | None 5 minutes Officer of the day
2. Other documents required by MAO RSBSA master list
. Affix their signature to the 5 minutes Officer of the day
general master list
. Issue withdrawal slip 2 minutes Officer of the day
. Release Hybrid/OPV/Farming 5 minutes Pilot Custodian
Inputs/Soil Ameliorant
TOTAL | 0 15 minutes

2. CONDUCT OF RICE, CORN, HIGH VALUE CROPS SURVEILANCE AND EARLY WARNING SYSTEM

\ Office or Division

| Office of the Municipal Agriculturist
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Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Citizens who are engaged in marginal corn farming requesting for treatment/control of pest.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Ocular inspection Office of the Municipal Agriculturist
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING TIME PERSON/S

BE PAID RESPONSIBLE

1. Report the occurrence and damage 1. Ocular inspection and diagnose | None 1hr Farm Supervisor

of Pest and diseases. 2. Validate and diagnose the (Depends on the

external of damage location of farm)
3. Gather data

2. Receive the recommendation/ 4. Supervise the actual application Depends on the Farm Supervisor

instructions to treat/control the pest of control measures. severity of damage

and diseases
3. Report the result/effect of the control 5. Follow up/monitor/supervise the 1hr Municipal Agriculturist

measure applied damage farm Farm Supervisor

TOTAL | 0 2 hours

142




3. FARM PLAN AND LOAN CERTIFICATION

Office or Division Office of the Municipal Agriculturist
Classification Simple
Type of Transaction G2C-Government to Citizen
Who may avail Farmers enrolled in Registry System for Basic Sector in Agriculture (RSBSA)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Community Tax Certificate Barangay Treasurer where farmer is residing
2. Barangay Certification Punong Barangay where farm is located
3. Official Receipt Municipal Treasurer’s Office
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING | PERSON/S RESPONSIBLE
BE PAID TIME
1. Present Res. Cert. 1. Validation of their names P80.00 5 minutes Farm Supervisor
2. Certification from Barangay 2. Secure Receipt for Certification 15 minutes Treasury Office

Municipal Agriculturist

TOTAL | P80 20 minutes

4. FISHERY EXTENSION SERVICES/REQUEST FOR FINGERLINGS DISPERSAL

Office or Division Office of the Municipal Agriculturist
Classification Simple
Type of Transaction G2C-Government to Citizen
Who may avail Farmers enrolled in Registry System for Basic Sector in Agriculture (RSBSA)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Ocular inspection of the site Office of the Municipal Agriculturist
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S
BE PAID TIME RESPONSIBLE
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1. Report to Agriculture Office to Ocular inspection/validate/diagnose the | None
manage/operate newly established reported damages
fishpond. If available:
2. Damages/Pest and Disease of Fish 1. Validated per area if will prepare 1hr Extension Worker
and ready for stocking. (Depends on the
3. Request for fingerlings dispersal location)
2. Provide technical assistance in 30 minutes Farm Supervisor
fishpond operation and
management.
3. Request fingerlings to BFAR - Depends on
CVROSFR, San Mateo, Isabela availability
4. Assist in the stocking of
fingerlings and PCIC application 30 minutes
TOTAL | 0 60 minutes

5. LIVESTOCK EXTENSION SERVICES

Office or Division

Office of the Municipal Agriculturist

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avail

Citizens who are engaged in marginal livestock requesting
treatment/vaccination/deworming/castration

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Prepare the animal for Livestock owner
treatment/vaccination/deworming/castration
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING TIME PERSON/S

BE PAID

RESPONSIBLE

144




1. Notify the office of the service requested
(Verbal and Written entered in log book)

1. Receive the request as

written at the log book

Scheduled field visit

MAQ's approval

Proceed to the area/location

or barangay

5. Conduct the technical
assistance requested:

hoN

None 15 mins.

Livestock Inspector

Livestock Inspector
Agricultural Technologist

a. Treatment 30 mins.
b. Deworming 1 hr.
c. Vaccination 1 hr.
d. Castration 1 hr.
TOTAL | 0 3 hours, 45 minutes

6. LIVESTOCK EXTENSION SERVICES - ISSUANCE OF ANIMAL HEALTH CERTIFICATION

Office or Division

Office of the Municipal Agriculturist

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avail

Citizens who are engaged in marginal livestock requesting animal health certification.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Ocular Inspection
2. Official Receipt

Office of the Municipal Agriculturist

Office of the Municipal Treasurer

CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON/S
RESPONSIBLE
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1. Present his identity and number of animals 1. Ocular inspection of the P80.00 20 mins. Livestock Inspector
for Certification. stock/animal for certification

one day before the date of
travel.

2. Payment of certification fee if | P80.00 10 mins. Treasury Office
found fit and healthy.

3. Preparation of the Animal 3 mins.
Health Certification Livestock Inspector

4. MAQ's approval/signature 1 min. o , )

Municipal Agriculturist
TOTAL | P80.00 34 minutes

7. Enrollment Registry System for Basic Sector in Agriculture (RSBSA)

Office or Division

Office of the Municipal Agriculturist

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avail

Farmers enrolled in Registry System for Basic Sector in Agriculture (RSBSA)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Xerox copy of land title Land owner
2. Tax declaration Municipal Assessor’s Office
3. Barangay certification Barangay where the farmer is resident
4. Community tax certificate Barangay Treasurer or Municipal Treasurer
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING | PERSON/S RESPONSIBLE
BE PAID TIME
1. Present Barangay Certification . Checking of requirements and None 5 minutes Officer of the day
2. Land Title proper fill of forms
3. Other documents required by MAO . Schedule geotagging of the Depends on Local Farmer

enrolled farm area

farm location

Technician/Field Assistance

146




3. Submission of sighed RSBSA
Forms

4. Approval of RSBSA Enroliment 5 minutes Municipal Agriculturist
Form
5. Encoding/Uploading of RSBSA 15 minutes Farm Supervisor
to RSBSApp
TOTAL 2 ** Geotagging time may

vary on the location of farm
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OFFICE OF THE MUNICIPAL
ENGINEER

Frontline Services: External



1. AVAILING OF NICHE

Office or Division

Office of the Municipal Engineer

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Citizens who are in need of burying place for dead relative.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Death Certificate

Municipal Civil Registrar of the place of death of the deceased.

2. Barangay Certification if residency in the Death Deceased place of residence

Certificate is not Cabatuan, Isabela
3. Official Receipt

Municipal Treasurer’s Office

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
1. Sign in Client Log Book None
2. Submit requirements and client to Reviewed all the documents 5 minutes Engineering Aide/ME

choose what type of memorial.

3. Go to the Treasury office for the
required fees

Memorial Type — Php.
1,740.00 5 minutes Treasury Office
Apartment Type 15t to
3 — Php. 1,700.00
Apartment Type 2" to
5% — Php. 1,200.00

4. Return to the Municipal Engineer's | To coordinate to the assigned Engineering Aide

Office to ask the proper location for | personnel at the Cemetery.

the niche

3 minutes

TOTAL | Memorial Type — Php. | 13 minutes
1,740.00
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Apartment Type 15t to
3'd _ Php. 1,700.00
Apartment Type 2™
to 5t" — Php. 1,200.00

2. ISSUANCE OF BUILDING INSPECTION CLEARANCE FOR BUSINESS PERMIT (NEW)

Office or Division

Office of the Municipal Engineer

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Citizens who are applying for new business permit.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Duly accomplished Business Permit
Application Form

2. Sketch of location

3

Owner

. Contract of Lease/Consent (if applicant is Owner of Building

lessee)
4. Occupancy Permit

Office of the Municipal Engineer

Owner of Building/ Office of the Municipal Engineer

CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
1. Sign in Client Log Book None 3 minutes Construction and Maintenance
2. Submit requirements for verification | Municipal Engineer’s Office 3 minutes General Foreman/Electrical
and get schedule of building Inspector Il
inspection
3. Inspection of Building and Approval | Municipal Engineer’s Office 1 day Construction and Maintenance
of Application General Foreman/Electrical
Inspector II/ME
4. Return to the Municipal Engineer’s 3 minutes
Office to get Permit Application
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Form duly signed by assigned ME
personnel

Construction and Maintenance
General Foreman/Electrical
Inspector Il

TOTAL

0

1 day, 9 minutes

3. ISSUANCE OF BUILDING INSPECTION CLEARANCE FOR BUSINESS PERMIT (RENEWAL)

Office or Division

Office of the Municipal Engineer

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Citizens who are applying for business permit renewal.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Business Permit Application Form (to be Office of the Municipal Engineer
accomplished by applicant)
2. Sketch of location Owner/Applicant
CLIENT STEPS AGENCY ACTION FEES PROCESSING PERSON/S RESPONSIBLE
TO BE TIME
PAID
1. Sign in Client Log Book Provides listing of requirement None 3 minutes
2. Submit requirements Reviewed all the documents 30 minutes Construction and Maintenance
General Foreman/Electrical
Inspector II/ME
3. Wait for the processing and Municipal Engineer’s Office 30 minutes
release of inspection clearance
TOTAL | 0 1hr&3

minutes
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4. ISSUANCE OF BUILDING PERMIT (FOR HOUSES BUILT FROM INDIGENOUS MATERIALS)

Office or Division

Office of the Municipal Engineer

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Indigent citizens who are constructing their residential building.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Barangay Clearance
Electrical Plan

O

5. Official Receipt

Photocopy of ID of the Applicant

Photocopy of Transfer Certificate of Title;
In case the applicant is not the registered

owner of the lot, in addition to the above; Duly
notarized copy of the Contract of Lease or
Deed of absolute Sale or letter of Consent.
(Attach Photocopy of ID of Lot Owner)

Applicant

Land Owner

Office of the Municipal Treasurer

Barangay where the building is to be constructed
Profession Electrical Engineer

CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
1. Sign in Client Log Book Provides listing of requirements 3 minutes Electrical Inspector Il/Construction
and Maintenance Foreman

2. Submits all requirements Reviews completeness of 1 day
documents/requirements, Building Electrical Inspector II/ME
Inspection, Assess Building Permit
fees; issues order of Payments P125.00

3. Go to the Treasury office for the 5 minutes Treasury Office

required fees
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Processes Building Permit Issues
4. Submit proof of payment and Building Permit 5 minutes Electrical Inspector Il
get the approved Building
Permit
TOTAL | P125.00 | 1 day & 13
minutes

5. PROCESSING AND ISSUANCE OF BUILDING PERMIT - LOW COST BUILDING (RESIDENTIAL AND COMMERCIAL BUILDING WITH
AN AREA BELOW 40SQ.M AND MIXED MATERIALS)

Office or Division

Office of the Municipal Engineer

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avalil

Citizens who are planning to construct building residential and commercial building with an area
below 40sqg.m and mixed materials

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

S

Photocopy of the ID of the Applicant
Barangay Clearance

Electrical Plan

Photocopy of Transfer Certificate of Title;

In case the applicant is not the registered
owner of the lot, in addition to the above; Duly
notarized copy of the Contract of Lease or
Deed of absolute Sale or letter of Consent.
(Attach Photocopy of ID of Lot Owner)

Locational Clearance
Fire Safety Clearance
Official Receipt

Applicant

Barangay where the building is to be constructed
Profession Electrical Engineer

Land owner

Office of the Municipal Planning & Development Coordinator
Bureau of Fire Protection
Office of the Municipal Treasurer
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CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
1. Sign in Client Log Book . Provides listing of requirements; | Please 1 day Electrical Inspector Il/Construction
Inspection of Building location. see and Maintenance Foreman
2. Submits all requirements . Reviews completeness of Schedule | 1 day Electrical Inspector |I/ME
documents/requirements; of Building
Assess building permit fee; Permit
Issues order of payment and Fees and
endorsement to BFP. other
Related
3. Submits proof of payment . Processing of Building Permit Fees from | /2 day Electrical Inspector II/ME
(Official receipt) and FSEC from the latest
BFP National
Building
4. Return to Municipal Engineer’s . Release Building Permit Code of 5 minutes Electrical Inspector Il
Office and get Approved the
Building Permit Philippines
TOTAL 2-"%day &
5 minutes

6. PROCESSING AND ISSUANCE OF BUILDING PERMIT - SIMPLE (RESIDENTIAL AND COMMERCIAL BUILDING)

Office or Division

Office of the Municipal Engineer

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avail

Citizens who are planning to construct building residential and commercial building

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.

Photocopy of the ID of the Applicant

2. Barangay Clearance

3.

Five (5) sets complete plan signed and sealed by
the Prof. Civil Engineer or Architect and Electrical

Applicant

Barangay where the building is to be constructed
Civil Engineer, Architect, Registered Electrical Engineer, Professional Electrical
Engineer, Sanitary Engineer or Registered Master Plumber, Geotechnical Engineer
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Engineer, Specifications, Bill of Materials and
photocopy of license and PTR of professionals

Note:

. for Two-storey building and up provide Structural
Analysis

. for Three-storey and up provide Geotechnical
Investigation

. Photocopy of Transfer Certificate of Title;

In case the applicant is not the registered owner of

the lot, in addition to the above; Duly notarized copy
of the Contract of Lease or Deed of absolute Sale
or letter of Consent.

(Attach Photocopy of ID of Lot Owner)

. Locational Clearance

. Fire Safety Clearance
. Official Receipt

Land owner

Office of the Municipal Planning & Development Coordinator

Bureau of Fire Protection
Office of the Municipal Treasurer

CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
. Sign in Client Log Book 1. Provides listing of requirements; 1 day Electrical Inspector II/Construction
Inspection of Building location. and Maintenance Foreman
. Submits all requirements 2. Reviews completeness of Please 1-1/2 day Electrical Inspector II/IME
documents/requirements; see
Assess building permit fee; Schedule
Issues order of payment and of Building
endorsement to BFP. Permit
Fees and
. Submits proof of payment 3. Processing of Building Permit other 3 hrs Electrical Inspector II/IME
(Official receipt) and FSEC from Related
BFP Fees from
the latest
4. Release Building Permit National 5 minutes Electrical Inspector Il
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4. Return to Municipal Engineer’s Building
Office and get Approved Code of
Building Permit the
Philippines
TOTAL 2-1/2 days,
3hrs &
5 minutes

7. PROCESSING AND ISSUANCE OF BUILDING PERMIT — COMPLEX (OTHER OCCUPANCY CATEGORIES)

Office or Division

Office of the Municipal Engineer

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avail

Citizens who are planning to construct building aside from residential and commercial

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.

Photocopy of the ID of the Applicant

2. Barangay Clearance
3. Five (5) sets complete plan signed and

sealed by the Prof. Civil Engineer or Architect

and Electrical Engineer, Specifications, Bill of

Materials and photocopy of license and PTR

of professionals

Note:

a. for Two-storey building and up provide
Structural Analysis

b. for Three-storey and up provide
Geotechnical Investigation

Photocopy of Transfer Certificate of Title;

In case the applicant is not the registered

owner of the lot, in addition to the above; Duly

Applicant

Barangay where the building is to be constructed

Civil Engineer, Architect, Registered Electrical Engineer, Professional Electrical Engineer,
Sanitary Engineer or Registered Master Plumber, Geotechnical Engineer

Land owner
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notarized copy of the Contract of Lease or
Deed of absolute Sale or letter of Consent.

(Attach Photocopy of ID of Lot Owner)

Bureau of Fire Protection

Office of the Municipal Planning & Development Coordinator

5. Locational Clearance Environmental Management Bureau
6. Fire Safety Clearance
7. Environmental Compliance Certificate (if Office of the Municipal Treasurer
Industrial)
8. Official Receipt
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
. Sign in Client Log Book 1. Provides listing of requirements; 1-1/2 day Electrical Inspector Il/Construction
Inspection of Building location. Please and Maintenance Foreman
2. Submits all requirements 2. Reviews completeness of see 2 days Electrical Inspector II/ME
documents/requirements; Schedule
Assess building permit fee; of Building
Issues order of payment and Permit
endorsement to BFP. Fees and
other
3. Submits proof of payment 3. Processing of Building Permit Related Y2 day Electrical Inspector II/ME
(Official receipt) and FSEC from Fees from
BFP the latest
National
4. Return to Municipal Engineer’s 4. Release Building Permit Building 5 minutes Electrical Inspector Il
Office and get Approved Code of
Building Permit the
Philippines
TOTAL 4 days &
5 minutes
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8. ISSUANCE OF OCCUPANCY PERMIT

Office or Division

Office of the Municipal Engineer

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avalil

Citizens who are applying for business permit and those who are seeking assurance that their

building is safe for occupancy.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Application of Certificate of Occupancy

2. Approved Building Plan/As Built Plan - 3
sets

3. Certificate of Completion duly signed by the
various professionals and notarized — 3 sets

4. Photocopy of PRC licensed of all involved
professionals

5. Construction Log Book

6. Official Receipt

Civil Engineer or Architect
Civil Engineer or Architect

Civil Engineer, Architect, Registered Electrical Engineer, Professional Electrical Engineer,
Sanitary Engineer or Registered Master Plumber and Mechanical Engineer (if necessary)
Civil Engineer, Architect, Registered Electrical Engineer, Professional Electrical Engineer,
Sanitary Engineer or Registered Master Plumber and Mechanical Engineer (if necessary)

Civil Engineer or Architect
Office of the Municipal Treasurer

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
. Sign in Client Log Book . Provides listing of requirement | None 3 minutes Electrical Inspector
[I/Construction and Maintenance
Foreman
. Submit requirements . Reviews all the documents 1-1/2 day Electrical Inspector |I/ME
/plan submitted; Inspect
Building; Computes fees to be
paid; Issues order of payment
and endorse to BFP. Electrical Inspector II/ME
. Submits proof of payment . Processing of Occupancy Y2 day
(Official receipt) and FSEC from Permit
BFP
. Release Occupancy Permit 5 minutes Electrical Inspector Il
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4. Return to Municipal Engineer’s
Office and get Approved
Occupancy Permit

TOTAL 2 days & 8
minutes

9. REQUESTING THE PREPARATION OF PLANS AND PROGRAMS OF WORK

Office or Division

Office of the Municipal Engineer

Classification

Simple

Type of Transaction

G2G-Government to Government

Who may avail

Government entities who need to implement local government projects.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter request specifying the service needed | Requesting government agency/entity

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
1. Sign in Client Log Book 3 minutes Electrical Inspector Il/Construction

and Maintenance Foreman/
Construction and Maintenance
General Foreman/Engineer I

2. Submit requirements 1. Municipal Engineer evaluates 3 minutes ME

and assesses the request

2. Site Inspection and Investigation 1 day Electrical Inspector II/Construction

and Maintenance Foreman/
Construction and Maintenance

3. Prepare Program of Work 2 days General Foreman/Engineer I
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4. Recommendation and Approval

3 minutes

Engineer Il and ME

TOTAL

3 days &9
minutes
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OFFICE OF THE MUNICIPAL
COOPERATIVE OFFICER

Frontline Services: External



. APPLYING FOR COOPERATIVE MEMBERSHIP

Office or Division

Municipal Cooperative Office

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who may avalil

Citizens who are applying for cooperative membership.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
4. Application for Membership Municipal Cooperative Office
5. Certification of No Account Other Cooperatives nearby
6. PMES Certification Municipal Cooperative Office
7. Payment of Initial Share Capital & Municipal Cooperative Office
Membership Fee
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
1. Registers request for technical -Prepares Financial Statements (per None 10 days Clerk 111
assistance (preparation of financial | quarter)
statements) on a logbook -Technical Assistance None 5 days Clerk 1
Re: Collection Strategies Clerk
2. Applying Members -Technical Assistance None 5 days Clerk 1
Re: Recruitment of good members Clerk
TOTAL 0 20 days

2. ORGANIZING A COOPERATIVE

Office or Division

Municipal Cooperative Office

Classification

Complex

Type of Transaction

G2C-Government to Citizen

Who may avalil

Group of citizens who are applying to become cooperative.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Group of at least 15 members
Pre-Registration Seminar (PRS)
Cooperative By-Laws

Articles of Cooperation

oN =

Municipal Cooperative Office
Municipal Cooperative Office
Municipal Cooperative Office
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5. Pay Initial Share Capital and Membership Fee | Municipal Cooperative Office

6. Bond of Accountable Officer (Chairman,
Manager/Treasurer)

7. Pre-Registration Seminar

e On-line Registration

Municipal Cooperative Office
Municipal Cooperative Office

Municipal Cooperative Office

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
1. Express intention to form a 1. Provides list of requirements; None 5 days Municipal Cooperatives Officer
Cooperative logs-in request
2. lIssues acknowledgement receipt
2. Submits requirements (complete) for all document submitted
3. Receives documents, if okay
4. Schedules Pre-Registration
3. Pay initial Share Capital Seminar (PRS)
4. Workout bond for accountable 5. Conducts PRS
officers 6. Endorse to CDA
5. Undergo Pre-Registration Seminar
6. Wait for the release of Certificate
of Registration from the CDA
TOTAL 0 5 days

REQUESTING FINANCIAL ASSISTANCE

Office or Division

Municipal Cooperative Office

Classification

Simple

Type of Transaction

G2B-Government to Business (Cooperative) groups

Who may avalil

Citizens who are applying for financial assistance from the Local Government Unit

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Resolution requesting for financial assistance
duly approved by the LCE

2. Project Proposal

3. Memorandum of Agreement

4. Payment of Initial Share Capital and
Membership Fee

Municipal Cooperative Office
Municipal Cooperative Office
Municipal Cooperative Office

Cooperative applying for financial assistance
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CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
1. Files request 1. Acknowledgement receipt of request None 5 days Clerk 111
2. Submits requirements 2. Gives list of loan requirements Clerk |
3. Signs forms 3. Process Forms Clerk
4. Loan release
TOTAL 0 5 days

4. REQUESTING TECHNICAL ASSISTANCE (PROJECT PROPOSAL FOR FINANCIAL ASSISTANCE)

Office or Division

Municipal Cooperative Office

Classification

Complex

Type of Transaction

G2B-Government to Business/Cooperative groups

Who may avalil

Cooperatives who are requesting for technical assistance (Preparation of Project Proposal for Financial

Assistance).

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Resolution requesting for technical Cooperative requesting assistance
assistance

2. Project Proposal Other Cooperatives nearby
3. Endorsement Letter Municipal Cooperative Office

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S RESPONSIBLE

BE PAID TIME
1. Consults with MCO 1. Prepares Project Proposal and/or None 10 days Municipal Cooperatives Officer
Feasibility Study
TOTAL 0 10 days
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5. REQUESTING TECHNICAL ASSISTANCE (FOR PREPARATION OF FINANCIAL STATEMENTS)

Office or Division Municipal Cooperative Office
Classification Complex
Type of Transaction G2B-Government to Business/Cooperative groups
Who may avail Cooperatives who are applying for technical assistance (Preparation of Financial Statements)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Book of Accounts Cooperative Bookkeeper
2. Trial Balance Cooperative Bookkeeper
3. Cash Book Cooperative Treasurer
4. Passbook Cooperative Treasurer
5. Vouchers Cooperative Treasurer
6. Official Receipts Cooperative Treasurer
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
1. Registers request for 1. Prepares Financial Statements (per quarter) None 10 days Clerk 111
technical assistance Clerk 1
(preparation of financial Clerk
statements) on a logbook
TOTAL 0 10 days

6. REQUESTING TECHNICAL ASSISTANCE (FOR COLLECTION STRATEGIES)

Office or Division

Municipal Cooperative Office

Classification

Complex

Type of Transaction

G2B-Government to Business/Cooperative groups

Who may avalil

Cooperatives who are applying for technical assistance (Collection Strategies)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

List of borrowers

Current — Date of Release
Past Due — Due Date
Amount of Loan

Prepared Demand Letters

abrwnN -~

Cooperative Bookkeeper
Cooperative Bookkeeper
Cooperative Treasurer
Cooperative Treasurer
Cooperative Treasurer

165




6. Prepared foreclosure documents

Cooperative Treasurer

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON/S RESPONSIBLE
BE PAID TIME
1. Registers request for 1. Technical Assistance None 5 days Clerk 111
technical assistance (for Re: Collection Strategies Clerk |
collection strategies) on a Clerk
logbook
TOTAL 0 5 days
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OPERATION OF WATER SYSTEM

Frontline Services: External



NEW SERVICE CONNECTION

Office or Division

Office of the Cabatuan Water System

Classification

Simple

Type of Transaction

G2C-Government to Citizens

Who may avalil

Citizens who are planning to get New Service Connection

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Name of client and Location of the
household to be connected

2. Approval of Maintenance Team and
signed Application and Construction
Order

3. Payment for New Connection

Cabatuan Water System Office
Cabatuan Water System Office

Municipal Treasurer’s Office

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON/S RESPONSIBLE
3. Report to the office the interest in 4. Relay the name and Within the day Clerk
having water connection. location to the plumber Plumber Foreman
or maintenance team to Plumber
check the availability of
2. If the availability of water water connection. 10 minutes

connection is confirmed, 2.A. Input the information V2" pipe- P2,300.00 Clerk

provide the information asked to the system, print

needed and sign the application out the Service Application

and Construction Order and Construction Order. %" pipe — P2, 450.00 5 minutes Waterworks Supervisor/Officer

in Charge
2.B. The Applicant and
Construction Order will be
3. Pays required fees at the Treasury handed to the Officer- In- 10 minutes Treasury Office (Window 2)
Office. Charge for signature of
approval.
3. Put the Name of Client
on the list of schedules for
New Connection
TOTAL | '%2” pipe- P2,300.00 25 minutes
% pipe — P2, 450.00
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RECONNECTION

Office or Division

Office of the Cabatuan Water System

Classification

Simple

Type of Transaction

G2C-Government to Citizens

Who may avalil

Citizens who want to avail reconnection of their water services

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Registered name of Water Connection/
Water Bill

2. Official Receipt as proof of payment

Municipal Treasurer’s Office

Cabatuan Water System Office

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
2. Pay all water bill arrears and 5. Receive payments and print receipt. | Arrears plus 10 minutes Treasury Office
reconnection fee. Reconnection fee: (Window 2)
Php 150.00
3. Present the receipt to the Water 2. Call the designated collector or 15 minutes Clerk
System Office. maintenance team to reconnect Waterworks
the water connection of Supervisor/Officer in
concessionaire Charge
TOTAL | Arrears plus 25 minutes
Reconnection fee
Php150.00

3. TRANSFER WATER METER/ CHANGE WATER METER

Office or Division Office of the Cabatuan Water System

Classification Simple

Type of Transaction G2C-Government to Citizens

Who may avalil Citizens who want to transfer their Water Meter or Change their Water Meter

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Cabatuan Water System Office
Municipal Treasurer’s Office

2. Register Name of Water Connection
3. Official Receipt as proof of payment
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4. Name of New Concessionaire

| Cabatuan Water System Office

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
2. Report to the Cabatuan Water 5. Interview the client on why they 10 minutes Clerk
System Office the interest on have to transfer or change the Waterworks
transferring or changing of water water meter. Supervisor/Officer in
meter. Charge
2.A. Once approved, for changing of 2.A. Receive the payment and Php 1,350.00 (Change Treasury Office
water meter, pay the new print receipt of payment meter) Window 2
meter to be connected. made.
10 minutes
2.B. For transfer of water meter, 2.B. Enlist the details provided, Clerk
provide the details needed, name put the name on the list of
of concessionaire and location. schedule for transfer of
water meter.
TOTAL | Php 1,350.00 20 minutes
REPAIR PIPELINE LEAKS AND DAMAGES
Office or Division Office of the Cabatuan Water System
Classification Simple
Type of Transaction G2C-Government to Citizens
Who may avalil Citizens who needed to repair their pipeline leaks and damages
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Name of Concessionaire Cabatuan Water System Office
2. Report Location of Damaged or leaked Cabatuan Water System Office
pipeline
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON/S
TIME RESPONSIBLE
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1.

Report the location of the pipeline
leak or damage to the office

5. Relay the location to the

maintenance team to check and

repair the pipeline leak.

Within the day

Waterworks
Supervisor/Officer
in Charge

Clerk

Plumber Foreman

Plumber

TOTAL

1 day
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MUNICIPAL FEEDBACK AND COMPLAINTS MECHANISM

(In Compliance with RA 9485, as amended by RA 11032)

The Municipal Government of Cabatuan is committed to providing efficient, transparent, and accountable public service in accordance with the Anti-Red Tape
Act (ARTA).

FEEDBACK

The public may submit suggestions, comments, and commendations on municipal services, programs, and personnel to help improve service delivery.

Feedback may be submitted through:

* Feedback Forms available at municipal frontline offices

* Suggestion Boxes located within the Municipal Hall

* cabatuanisabela3315@gmail.com / Cabatuan.Isabela@yahoo.com / cabatuan-isabela@yahoo.com
* cabatuan-isabela.gov.ph

All feedback shall be recorded and reviewed by the concerned Municipal Office and the Municipal ARTA Focal Person/Committee for service improvement and
employee recognition, when applicable.

COMPLAINTS

A complaint may be filed for any of the following:

* Delay or failure to act on an application or request

* Discourtesy, negligence, or unprofessional conduct of municipal personnel
» Fixing, bribery, or corrupt practices

* Violation of the Municipal Citizen’s Charter or ARTA
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Who may file:
Any citizen, client, or stakeholder transacting with the Municipal Government.

Modes of filing complaints:

» Complaints Desk or Written Complaint Forms

* Official Municipal Email Address

* Online Complaints Facility

* Postal Mail addressed to the Municipal Government

Anonymous complaints shall be accepted if sufficient details are provided.
COMPLAINT PROCESSING

1. Receipt and Logging of the complaint
2. Acknowledgment within three (3) working days
3. Evaluation and Action by the concerned Municipal Office
o Simple complaints: resolved within five (5) working days
o Complex complaints: resolved within fifteen (15) working days, subject to due process
4. Notice of Action Taken shall be provided to the complainant, if not anonymous

Unresolved complaints or violations of ARTA may be elevated to the Municipal ARTA Focal Person/Committee or the Anti-Red Tape Authority (ARTA).

CONFIDENTIALITY AND PROTECTION

All feedback and complaints shall be treated with strict confidentiality.
Retaliation against complainants is prohibited.
Personal data shall be handled in accordance with the Data Privacy Act of 2012.
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OFFICE

ADDRESS

CONTACT INFORMATION

Office of the Municipal Mayor/Human Resource

Management

2" Floor Municipal Hall, Centro,
Cabatuan, Isabela

Mrs. Rizza G. Pascual/ 09175741176

Office of the Sangguniang Bayan

2" Floor Municipal Hall, Centro,
Cabatuan, Isabela

Mrs. Imelda B. Bonilla/ 09175504031

Office of the Municipal Planning & Dev't.
Coordinator

2" Floor Municipal Hall, Centro,
Cabatuan, Isabela

Mrs. Maritess P. Acorda/ 09267528313
e:mail: cabatuanisabela@yahoo.com

Office of the Municipal Civil Registrar

Ground Floor, Municipal Hall, Centro,
Cabatuan, Isabela

Mrs. MELINDA R. MENDOZA/
09153486235

Office of the Municipal Budget Officer

2" Floor Municipal Hall, Centro,
Cabatuan, Isabela

Mrs. EVA D. MANIBOG/
09175174521

Office of the Municipal Accountant

2" Floor Municipal Hall, Centro,
Cabatuan, Isabela

Mrs. CHRISTINE V. ENTERA/
09178855962

Office of the Municipal Treasurer

Ground Floor, Municipal Hall, Centro,
Cabatuan, Isabela

Mr. CRISANTO G. JAMES/
09175042794

Office of the Municipal Assessor

Ground Floor, Municipal Hall, Centro,
Cabatuan, Isabela

Mr. WILLIE C. MARTIN/ 09354024570

Office of the Municipal Health Officer

RHU/MHO Building, Municipal
Compound, Centro, Cabatuan, Isabela

Dr. RIA BLANCA A. FRANCISCO, MD/
09171073125

Office of the Municipal Social Welfare & Dev't.

Office

Legislative Building, Municipal
Compound, Centro, Cabatuan, Isabela

Mr. GUILLIER J. ARTATES/
09556523501

Office of the Municipal Agriculturist

Ground Floor, Municipal Hall, Centro,
Cabatuan, Isabela

Mrs. Rhiyan M. Simon/ 09158228518
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Office of the Municipal Engineer

Ground Floor, Municipal Hall, Centro,
Cabatuan, Isabela

Engr. Shiela Mae M. Razon/
09061868540

Office of the Municipal Cooperative Officer

Right Wing, Municipal Social Hall,
Municipal Compound, Centro,
Cabatuan, Isabela

Mr. FRANKLIN P. MACUGAY/
09171675138
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